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Rationale 
 
At The Frances Bardsley Academy for Girls it is accepted that every person is equally 
important and that no one has the right to harass, insult, attack or cause offence to any other 
person for any reason. All members of the school community are individuals, but are also 
members of a community where it is possible to learn from each other and celebrate the 
culture and beliefs of each person. This policy exists to provide a framework for supporting 
our stated aim of “ensuring the happiness of every individual in our community”, to promote a 
climate which enables all students to flourish, regardless of ability or special needs, and 
supports or desired outcomes of developing “strong character”. 
 
Purpose 
 
This policy aims to outline clearly the procedures that should be followed when dealing 
with any incident which is perceived to be racist by the victim or any other person. In any 
circumstances, racial harassment is unacceptable and must be dealt with effectively and 
sensitively. 
 

 To establish, in unequivocal terms what constitutes a racist incident, and sharing 
this with all members of the school community.

 To create a climate where people are able to speak openly about their experiences.
 To agree procedures for dealing with racist incidents, and ensuring that all member of 

the school community are fully conversant with them.
 To establish a monitoring procedure to record all incidents and subsequent action.
 To keep formal records of all racist incidents and to report on the nature and 

frequency of any racist incidents to the Governing Body via the Joint Headteachers 
reports and report to the Local Authority as required.

 
Guidelines 
 
What constitutes a racist incident, obvious racism?  

 Racist comments, name calling and jokes
 Imitating accents
 Racist graffiti or any other written insult
 Bringing racist material into school such as badges and literature or any attempt to 

recruit people into racist organisations
 Threatened and physical assault against a person or group because of colour or 

ethnicity
 Isolating people because of colour or ethnicity.

 
What constitutes a racist incident, less obvious racism?  

 Unacceptable stereotype views and images
 A curriculum that does not acknowledge racism, thus perpetuating it
 Staff not following up racist incidents vigorously, thus condoning it
 Staff not being fully aware of how racism and stereotyping may affect the decisions 

they make
 
Prevention of Racist Incidents 

 Students are actively encouraged to report all incidents involving racism
 Frances Bardsley will actively work towards the prevention of racist incidents through: 

o The utilisation of the Equality Scheme
o Raising awareness of all issues related to racism, through for example school 

assemblies 



 
o The inclusion of racist issues and concerns in the delivery of PSHCEE and 

assemblies  
o The delivery of the curriculum which recognises the diverse community 

of Frances Bardsley Academy. 
 
Racist Incident Procedures  

 Once a racist incident has been reported an immediate response to the incident must 
be made – this includes recording the information and being accountable for actions.

 As soon as possible, both the alleged victim and perpetrator need to be interviewed to 
establish the facts, any additional witness statements will also need to be taken.

 The expectations of the school need to be reinforced – Emphasise the schools 
procedures and that there will be appropriate follow up.

 Staff are to record all actions and ensure that notes are logged on the Racial Incident 
Log (found on the Staff Drive). SLT link for Behaviour should be informed of the 
incident.

 The parent/carer will need to be informed of the incident and reminded of 
the procedures that will follow.

 After investigation, action is to be taken in line with the Behaviour Management in 
Practice, Equality Scheme and school discipline structure. Information must then be 
disseminated through the pastoral structure to the necessary individuals:

 
Referral Route: 
Incident  Progress Manager Link SLT member Joint 

Headteacher 
 

 Allegations made against staff involving racism must be passed onto the Senior
Leadership Team for investigation under the school’s published disciplinary 
procedures. 

 Any allegation made against a member of the Senior Leadership Team or 
the Joint Headteachers will be referred to the Chair of Governors.

 
Support Processes 

 Treat all claims seriously
 Ensure the victim is fully informed of the procedure and the subsequent chain 

of events
 Explain the action that will be taken and state the school’s position regarding 

racism and racist behaviour.
 Talk through the incident with all involved in the incident individually
 Establish counselling and support as appropriate and if required

 
Recording of Events  

 All incidents where there is a perception that racism is involved must be recorded on the 
Racist Incident Log and reported to SLT link for Behaviour/Joint Headteachers.

 Log racist incidents on the Racist Incident Log and subsequent procedures used 
relating to the sanctions imposed.

 When recording details of an incident remember these may be required by 
other professionals – for example, social services and the police.

 The Governing Body will regularly review the Racial Incidents Log
 Any example of racism perpetrated by a member of staff will be treated as a 

serious disciplinary matter and will be investigated by the appropriate Committee of 
the Governing Body.

 Serious incidents should be reported to Governors by the Joint Headteachers– for 
example, physical violence, repeated harassment and links with racist groups. The 
Joint Headteachers will also inform the London Borough of Havering as appropriate
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KEY DEFINITIONS USED IN THIS POLICY:  
The Trust LIFE Education Trust   
The Board/Directors/Trust Board The Board of Directors of LIFE Education Trust  
School/Trust school An Academy or school within LIFE Education Trust Staff All staff 
employed by LIFE Education Trust and  working with academies, schools or units within 
LIFE Education Trust  
 
All schools within the LIFE Education Trust are legally defined as academies, regardless of  
whether the term “school” is used to describe them in the following policy.  
 
Vision and purpose  
 
Promoting a career development culture is an essential part of the mission and ethos of the  
school, and ties in with the whole school vision for learning. We aim to support the  
aspirations of all our learners and to ensure that they gain the understanding, skills and  
experience they need to make progress and succeed in learning and work. We believe that  
effective careers education and guidance not only contributes to the wellbeing of individuals  
but also to the wellbeing of their families, the communities to which they belong, wider  
society, businesses and the economy. The CEIAG programme is designed to raise  
aspirations, promote equality of opportunity and celebrate diversity. This programme is in  
partnership with Prospects, BEP Group (work experience providers) and other local  
providers. The school is also committed to working with the London Enterprise Adviser 
Network, as well as part of the Careers Hub to further improve the careers programme on 
offer to all students, and has been accepted for September 2021.  
 
Aims and Objectives  
 
This policy was formed by the careers team with contributions from representative members  
of staff, students, SLT and the Governing Body.  
 
The Frances Bardsley Academy careers programme aims to:  

 Encourage students to be ambitious and aspirational  

 Ensure students are prepared for the next steps in their education or career, and are 
aware of the different educational and employment options which are open to them, 
including technical education and apprenticeships 

 Help students understand the changing world of work and importance of  developing 
transferable skills  

 Support positive transitions post 16 and post 18  

 Support inclusion, challenge stereotypes and promote equality of opportunity  

 To meet statutory and inspection requirements, and work in line with the eight  
Gatsby Benchmarks (see aligned documents) 

 
Leadership and Management of Careers  
 
The school’s CEIAG is planned, delivered, monitored and evaluated by the Careers  
Manager and Careers Leader. The Careers Manager is employed full time to support and  
deliver the careers programme, as well as coordinating work experience and other careers  
related activities. The programme is supported by all staff in the school, with consultation  
and collaboration as needed. All staff in the school contribute to CEIAG through their roles,  
and are aware of the barriers which may be faced by young people when it comes to  
accessing employment and educational opportunities. The Senior Leadership Team at the 
school supports the careers team in the delivery of careers advice and guidance, ensuring 
it is delivered in an impartial manner, meeting the needs of all students. The SLT will 
support the careers department in ensuring access is available to training and education 
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providers (as per the Provider Access Policy), whether this is in-person, or delivered in a 
virtual manner.  
Careers Manager: Miss R Woods  
Careers Leader: Mr D Turrell  
 
The School Governing Body is aware of the plans and careers programme put in place by 
the careers manager, and one member of the governing body will take a strategic interest in 
careers education and guidance, whilst also helping to encourage employer engagement. 
The Governing body will ensure that independent careers advice and guidance is provided to 
all students aged 12 - 18 and is delivered in an impartial manner, covering the wide range of 
education and training options. The Governing Body will also certify that careers advice and 
guidance is delivered in a way in which the person giving it considers has the best interests 
of the students at its core.  
 
The Careers Manager will attend meetings with the Senior Leadership Team and Governing 
Body as required, as well as sharing relevant and useful information via written reports and 
emails as needed.  

 
Student Entitlement Statement  
 
Every student will be entitled to:  

 Participation in the Frances Bardsley Academy Careers Programme 

 Learning through real work experience and virtual work experience  

 Access to a range of different careers activities including:  

o Guest speakers  

o Extra-curricular activities  

o Tutor time activities  

o Big Activity Days  

 Guidance; students are entitled to appropriate guidance to meet their individual  
needs. All students can request an appointment, but, in practice, students in  Years 
10 – 13 are most likely to access the service. Students are identified based  on need 
and also through self-referral. Students are also able to self-refer and  drop in to the 
Careers Manager for advice and guidance. Targeted groups of  students may also be 
identified for additional advice and guidance sessions  

 Learning in a safe environment that challenges stereotypes  

 A series of different encounters with employers  

 Access to a range of careers related resources  

 To find out about technical education qualifications and apprenticeship  opportunities, 
as part of the Careers Programme which provides information on  the full range of 
education and training opportunities available at each transition  point  

 To hear from a range of local providers about the opportunities they offer,  including 
technical education and apprenticeships, through a range of events  

 To understand how to make applications for the full range of academic and  technical 
courses, and apprenticeships  

 The opportunity to relate what they learn in lesson time to their life and career beyond 
school  

 
Career information  
 
Career information is available:  

 Through the careers section in the main library  

 In the Higher Education and Apprenticeships resource area in the Sixth Form Centre 

 Through relevant displays and noticeboards   

 Through Year assemblies and tutors  
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 Through online resources including Unifrog and a range of other reliable websites  
collated by the Careers Manager (including new virtual experiences and opportunities 
such as virtual work experience, virtual/online tours of colleges, universities and 
workplaces, virtual careers fairs etc.)  

 
Career information is delivered:  

 Through Personal Development Days 

 During lesson time as part of the curriculum  

 During advice and guidance interviews and meetings  

 As part of the structured form time PSHCEE activities  
 
A range of external providers are invited into the school to support the careers programme.  
These might include local colleges, Universities, school alumni or local businesses. The  
external providers will be vetted for suitability by the Careers Manager at the school.  
 
Current priorities   
 
Our careers strategy is informed by these current priorities:  

 To be fully Gatsby compliant; from September 2021 to fully engage with the LEAN 
Hub Team, and monitor progress against the eight benchmarks using Compass+ on 
a regular termly basis to show continuous development 

 To achieve the Prospects Quality in Careers Award  

 Supporting individual aspirations, improving attainment and ensuring positive  
destinations  

 Meeting the needs of specific groups including looked after children, young carers,  
children from economically-deprived backgrounds and children with special 
educational needs and disabilities  

 Developing learners’ career management skills, especially those associated with 
career  adaptability, resilience, enterprise and employability  

 Improving young people’s working lives by helping them to identify the values that are  
important to them such as contributing to the wellbeing of others through their paid 
and  voluntary work and working in greener ways  

 Developing the use of digital technologies to meet young people’s career 
development  needs in conjunction with face-to-face support  

 Working with parents/carers, alumni and education, community and business 
partners to  meet students’ career development needs  

 To make the most of new opportunities, such as virtual experiences and visits, which 
have been developed due to COVID, and embed these into the careers programme 
to enhance the current provision 

 
Strategy  
 
To achieve the objectives of this policy, we will:  

 Engage the governing body to contribute to the design of the careers policy and 
strategy  

 Develop and maintain a costed annual careers plan for achieving current priorities  
including delivering the planned programme, meeting staffing and CPD costs, and  
monitoring, reviewing and evaluating the strategy  

 Commission independent careers guidance services from Prospects   

 Set out clearly the contribution expected of all staff including subject teachers and 
tutors  for students’ career learning and planning  

 Communicate the benefits of effective provision to our partners, including link 
schools,  and engage them in coordinating provision  

 Actively involve learners themselves in the planning, delivery and evaluation of the  
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careers programme.  

 Embed our learner characteristics K-RACERS in our students so that they develop 
skills  in key areas required for success in adult life (Knowledgeable, Resilient, 
Articulate, Creative, Empathetic, Reflective, Studious) 

 Develop meaningful links with local employers through existing contacts and 
networks known to the careers department and as a Trust, as well as through the 
LEAN Hub, Prospects and other provider partners.  

 Support parents and carers to help with positive transitions, with the Form Tutor and  
Progress Manager being the main point of contact  

 
Funding and Budget  
 
To support careers provision in school, money is set aside for the careers budget. Money is  
also budgeted for the provision of work experience, and for Prospects services. The budget  
is held by the Careers Manager, and is reviewed regularly. In addition, there is also a  
contribution from Pupil Premium funding.   
 
Parent/carer involvement  
 
Parents and carers will be encouraged to support career decisions and positive destinations.  
Parents and carers will have the opportunity to meet with the careers manager at parent  
evenings, take part in the Take Your Daughter To Work Day in Year 9, as well as being kept 
up to date with what is happening in the school and any special events (such as the KS4  
options evening).   
 
Staff development  
 
The school staffing body will take part in whole school staff training in relation to careers, as  
well as updates at least once every academic year. Staff will regularly be updated via other  
channels – such as the staff bulletin, emails and through the school website.   
 
The professional development of the Careers Manager will include attendance at all  
Havering cluster meetings and networking opportunities, as well as other CPD. The Careers  
Leader will take part in appropriate training and networking opportunities as necessary.   
 
Key Stage 3 provision and aim  

 Allotted form time to work on STEPs booklets, looking at changes and transitions,  
help and support at school, skills and learning styles  

 An introduction to the careers resources in school  

 Access to a variety of appropriate resources  

 Extracurricular trips to build positive relationships between peers and their 
teachers,  good communication skills, and confidence building  

 Personal Development Days focusing on the world of work and employability 
skills 

 Options support and guidance – options fayre and one-to-one guidance with  
Prospects/Miss Woods  

 Access to the school Careers Fair   
 
By the end of KS3, students will have:  

 A better understanding of the range of careers and opportunities at post 16 and post  
18  

 Better understanding of their strengths and areas for development  

 Received appropriate advice and guidance for KS4 options  

 Developed employability soft skills such as teamwork, communication, creativity and  
resilience through school curriculum and extra-curricular activities  
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 The opportunity to take on positions of responsibility in school, for example Form  
Captain or Sports Captain. Students will learn vital employability skills, such as  
teamwork, from these roles  

 
Key Stage 4 provision and aim  

 Year 9 Take Your Daughter To Work Day; first insight into the world of work and work  
shadowing opportunity  

 Year 10 week of work experience  

 Year 10 16+ day; looking at post 16 and post 18 options, career paths, education  
providers and workshops looking at skills for employability and further education  

 Allotted form time to work on STEPs booklets, looking at different options for further  
education, apprenticeships, skills, areas of strength and areas to work on  

 Year 11 Sixth Form Taster Day  

 One-to-one guidance and support with Prospects/Miss Woods  

 Information on college and sixth form open dates (including the local RPA event),  
with targeted support   

 Workshops on career pathways, employability skills and CV/application skills  

 Personal Development Days with a focus on careers and post 16 choices 

 Tracking all students and their intended destinations, to ensure suitable selections  
are made to the needs of each individual student  

 Extracurricular trips, visits and clubs to continue developing important soft skills such  
as communication, resilience and teamwork  

 Access to the school Careers Fair  

 Access to a variety of appropriate resources   
 
By the end of KS4, students will have:  

 Enhanced employability skills  

 A personalised careers plan and action points  

 Completed one week of work experience, in addition to at least one other work  
shadowing/workplace experience  

 Been given direct contact and access to employers and education providers  

 Been provided with various resources to help complete the post 16 application  
process, including interview preparation  

 A positive post 16 destination first choice and back-up choice, with support to  
manage this transition  

 Knowledge of different careers, Labour Market Information and skills shortages  

 The opportunity to take on positions of responsibility within school, for example Year  
10 Prefect or School Council representative. Students will learn vital employability  
skills, such as communication, from these roles  

 
Key Stage 5 provision and aim  

 Year 12 week of work experience  

 Year 12 18+ week, encompassing all university, apprenticeship and other post 18  
options, as well as workshops and visits to university and the UCAS convention   

 One-to-one support and guidance with Prospects/Miss Woods  

 K-RACERS sessions to provide enrichment and workshops to improve employability  
skills, also covering personal statements, gap years and UCAS  

 Personal Development Days 

 Personal statement support  

 Sixth Form twitter account for careers @FBA_Careers  

 Information on University and apprenticeships (including the RPA event)   

 Opportunities to volunteer around the school, mentor younger students and take on  
positions of responsibility (such as Head Girl, Prefect etc.)   

 Extracurricular trips, visits and running of clubs to further develop employability skills 
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 Access to the school Careers Fair  

 Tracking all students and their intended destinations  

 Workshops on career pathways, employability skills and CV/application skills  

 Access to a variety of appropriate resources  
 
By the end of KS5, students will have:  

 Enhanced employability skills  

 Completed additional work experience/work shadowing  

 Knowledge of the different post 18 options available  

 Taken part in workshops and sessions to develop careers awareness, wellbeing and  
positive responses to change  

 Been given direct contact and access to employers and education providers  

 Been provided with various resources to help prepare for and complete the post 18  
transition  

 Knowledge of different careers, Labour Market Information and skills shortages  

 A positive post 18 destination; be that University, an apprenticeship, job with training,  
gap year or volunteering  

 The opportunity to take on positions of responsibility within school, such as Head Girl  
or Head of House. Students will learn vital employability skills, such as leadership,  
from these roles  

 
Monitoring and evaluation  
 
The careers programme is monitored and evaluated in a variety of ways. The school values  
formal and informal measures, qualitative and quantitative data and outcomes for students:  
 

 Student feedback on activities and programme  

 Staff feedback on activities and programme  

 Student destination figures post 16 and post 18  

 Employer feedback on events, work placements and other activities  

 Parental feedback during parents evenings or surveys  
 
Review  
 
This policy will be reviewed every two years.  
 
Related documents  

1. Careers section of the website  
2. Careers development plan  
3. School development plan  
4. PSHCEE curriculum  
5. Equality and Diversity policy  
6. Attendance and Punctuality policy  
7. Behaviour Policy  
8. Safeguarding Policy  
9. Health & Wellbeing Policy  
10. Home School Agreement  
11. Provider Access Policy  
12. FBA Careers Programme  

 
Aligned to  

1. DfE Statutory guidance 2021  
2. London Ambitions  
3. Ofsted handbook  
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4. Gatsby Benchmarks  
5. CDI Framework for careers, employability and enterprise education 
6. School development plan 
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1. Aims 

Trust Schools aim to: 

• Run an ECT induction programme that meets all of the statutory requirements 
underpinned by the early career framework (ECF) from 1 September 2021 

• Provide ECTs with a supportive environment that develops them and equips them 
with the tools to be effective and successful teachers 

• Make sure all staff understand their role in the ECT induction programme 

 

2. Newly qualified teacher (NQT) induction transitional arrangements 

This policy applies to ECTs who start their induction on or after 1 September 2021.  

NQTs who have started but not completed their induction before 1 September 2021 will 

continue to follow our NQT induction policy. They have until 1 September 2023 to complete 

their induction within 3 terms (a single academic year) as outlined in previous NQT induction 

guidance. Where possible, at the discretion of the headteacher and appropriate body, we will 

also provide them with: 

• An ECF-based induction for the remainder of the NQT’s 1-year induction 

• An induction mentor for the remainder of the NQT’s 1-year induction 

If they don't complete their induction by 1 September 2023, they will be required at this point 

to switch to the full ECT induction for the remainder of their induction period. Time already 

spent in induction will count towards the 2-year ECT induction period.  

 

3. Legislation and statutory guidance 

This policy is based on:  

• The Department for Education’s (DfE’s) statutory guidance Induction for early career 
teachers (England) from 1 September 2021  

• The Early career framework reforms 

https://www.gov.uk/government/publications/induction-for-early-career-teachers-england
https://www.gov.uk/government/publications/induction-for-early-career-teachers-england
https://www.gov.uk/government/collections/early-career-framework-reforms


3 
 

• The Education (Induction Arrangements for School Teachers) (England) Regulations 
2012 

The ‘relevant standards’ referred to below are the Teachers’ Standards. 

4. The ECT induction programme 

The induction programme will be underpinned by the ECF, enabling ECTs to understand and 

apply the knowledge and skills set out in the ECF. 

Prior to the ECT serving their induction, the headteacher and appropriate body must agree 

that the post is suitable.  

For a full-time ECT, the induction period will typically last for 2 academic years. Part-time 

ECTs will serve a full-time equivalent. Up to one term of continuous employment may count 

towards completion of the induction period. 

The programme is quality assured by, Havering Local Authority, our ‘appropriate body’. 

4.1 Posts for induction 

Each ECT will: 

• Be provided with the necessary employment tasks, experience and support to enable 
them to demonstrate satisfactory performance against the relevant standards 
throughout, and by the end of, the induction period 

• Have an appointed induction tutor, who will have qualified teacher status (QTS) 

• Have an appointed induction mentor, who will have QTS 

• Have a reduced timetable to allow them to undertake activities in their induction 
programme; in their first year, this will be no more than 90% of the timetable of our 
existing teachers on the main pay range, and in their second year, this will be no 
more than 95% of the timetable of our existing teachers on the main pay range 

• Regularly teach the same class or classes 

• Take part in similar planning, teaching and assessment processes to other teachers 
working in similar posts 

• Not be given additional non-teaching responsibilities without appropriate preparation 
and support 

• Not have unreasonable demands made upon them 

• Not normally teach outside the age range and/or subjects they have been employed 
to teach 

• Not be presented with unreasonably demanding pupil discipline problems on a day-
to-day basis 

4.2 Support for ECTs 

We support ECTs with: 

• Their designated induction tutor, who will provide day-to-day monitoring and support, 
and co-ordinate their assessments 

http://www.legislation.gov.uk/uksi/2012/1115/contents/made
http://www.legislation.gov.uk/uksi/2012/1115/contents/made
https://www.gov.uk/government/publications/teachers-standards
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• Their designated (induction) mentor, who will provide regular structured mentoring 
sessions which, through a standardised routine, provide the ECT the opportunity to 
shape a clear model of better, identify a bite-sized area for improvement and use 
deliberate practice as per Ambition Institute Early Career Teacher Full Induction 
Programme – ideally weekly 

• Regular, brief (15minute), focused observations of their teaching/planning/resource 
(as per the Ambition Institute Early Career Teacher Full Induction Programme) and 
follow-up discussions with prompt and constructive feedback – ideally weekly 

• Regular professional reviews of their progress, to take place termly (except in terms 
where formal assessment is held), at which their induction tutor will review objectives 
and revise them in relation to the relevant standards and their current needs and 
strengths 

• Chances to observe experienced teachers, either within the school or at another 
school with effective practice 

4.3 Assessments of ECT performance 

Formal assessment meetings will take place in the final term of the ECT’s first year (term 3) 

and the final term of their second year (term 6), and will be carried out by the ECT’s 

Induction Tutor. 

These meetings will be informed by clear and transparent evidence gathered from progress 

reviews during the preceding assessment period, and drawn from the ECT’s work as a 

teacher and from their induction programme. Copies of the evidence relied on will be 

provided to the ECT and the appropriate body.  

After each formal assessment meeting, a formal assessment report will be completed that 

clearly shows how the ECT is performing against the relevant standards. The headteacher 

will also recommend to the appropriate body in the final assessment report at the end of the 

programme as to whether the ECT’s performance is satisfactory against the relevant 

standards. 

The ECT will add their own comments, and the formal assessment report will be signed by 

the headteacher, induction tutor and the ECT. 

A copy of the formal assessment report will then be sent to the appropriate body. The final 

assessment report will be sent within 10 working days of the meeting, for the appropriate 

body to make the final decision on whether the ECT has passed their induction period. 

In the event that the ECT leaves this post after completing one term or more but before the 

next formal assessment would take place, the induction tutor or headteacher should 

complete an interim assessment to ensure that the ECT’s progress and performance since 

the last assessment is captured. 

4.4 At-risk procedures 

If it becomes clear during a termly progress review or at the first formal assessment point 

that the ECT is not making sufficient progress, additional monitoring and support measures 

will be put in place immediately, meaning: 

• Areas in which improvement is needed are identified 
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• Appropriate objectives are set to guide the ECT towards satisfactory performance 
against the relevant standards 

• An effective support programme is put in place to help the ECT improve their 
performance 

The progress review record or formal assessment report will be shared with the appropriate 

body, alongside the support plan, for it to review. 

If there are concerns about the ECT’s progress during their subsequent progress reviews or 

formal assessment, as long as it is not the final formal assessment, the induction tutor or 

headteacher will discuss this with the ECT, updating objectives as necessary and revising 

the support plan for the next assessment period. 

 

5. Roles and responsibilities 

5.1 Role of the ECT 

The ECT will: 

• Provide evidence that they have QTS and are eligible to start induction 

• Meet with their induction tutor at the start of the programme to discuss and agree 
priorities, and keep these under review 

• Agree with their induction tutor how best to use their reduced timetable allowance 
and guarantee engagement with their ECF-based induction, through the online 
access to the Ambition Institute Early Career Teacher Full Induction Programme 
materials 

• Commit to weekly self-study of as per expectations of the Ambition Institute Early 
Career Teacher Full Induction Programme (10mins video, 15mins read of evidence 
summary, 15mins quiz and reflection) through the Ambition Institute platform 
(Steplab) 

• Commit to deliberate practice within mentor feedback meetings, learning and 
practising aspects of the framework throughout the programme and embedding of 
new habits within teaching 

• Provide evidence of their progress against the relevant standards 

• Participate fully in the monitoring and development programme 

• Participate in scheduled classroom observations, progress reviews and formal 
assessment meetings 

• Agree with their induction tutor the start and end dates of the induction period, and 
the dates of any absences from work during the period 

• Keep copies of all assessment reports 

When the ECT has any concerns, they will:  

• Raise these with their induction tutor as soon as they can 

• Consult with their contact at the appropriate body at an early stage if there are 
difficulties in resolving issues with their induction tutor or within the school 
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5.2 Role of the headteacher 

The headteacher will: 

• Check that the ECT has been awarded QTS and whether they need to serve an 
induction period 

• Agree, in advance of the ECT starting, who will act as the appropriate body 

• Notify the appropriate body when an ECT is taking up a post and undertaking 
induction 

• Make sure the ECT’s post is suitable according to statutory guidance (see section 4.1 
above) 

• Make sure the induction tutor is appropriately trained and has sufficient time to carry 
out their role effectively 

• Make sure the induction mentor is appropriately trained and has sufficient time to 
carry out their role effectively 

• Make sure an appropriate ECF-based induction programme is in place 

• Make sure the ECT’s progress is reviewed regularly, including through observations 
and feedback of their teaching 

• Make sure that formal assessments are carried out and reports completed and sent 
to the appropriate body 

• Maintain and keep accurate records of employment that will count towards the 
induction period 

• Make sure that all monitoring and record keeping is done in the least burdensome 
and most streamlined way 

• Make the governing board aware of the support arrangements in place for the ECT 

• Make a recommendation to the appropriate body on whether the ECT’s performance 
against the relevant standards is satisfactory 

• Participate in the appropriate body’s quality assurance procedures of the induction 
programmes 

• Keep all relevant documentation, evidence and forms on file for 6 years 

5.3 Role of the induction tutor 

The induction tutor will: 

• Provide guidance and effective support to the ECT (with the appropriate body where 
necessary) 

• Carry out regular progress reviews throughout the induction period 

• Undertake 2 formal assessment meetings during the induction period, coordinating 
input from other colleagues as appropriate 

• Carry out progress reviews in terms where a formal assessment doesn’t occur 

• Inform the ECT following progress reviews of their progress against the relevant 
standards, and share records with the ECT, headteacher and relevant body 

• Inform the ECT during the formal assessment meeting of the judgements to be 
recorded on their formal assessment record and invite the ECT to add their own 
comments 

• Make sure that the ECT’s teaching is observed and feedback is provided 

• Make sure the ECT is aware of how they can raise concerns about their induction 
programme or their personal progress, both within and outside of the school 
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• Take prompt, appropriate action if the ECT appears to be having difficulties 

• Make sure that all monitoring and record keeping is done in the least burdensome 
way, and that ECTs are not asked for any evidence that requires the creation of new 
work 

5.4 Role of the (induction) mentor 

The induction mentor will: 

• Regularly meet with the ECT for structured mentor sessions to provide opportunity to 
shape a clear model of better, a bite-sized area for improvement and use of 
deliberate practice through the standardised routine as per Ambition Institute Early 
Career Teacher Full Induction Programme – ideally weekly 

• Complete recording of the agreed action steps for the ECT on the Ambition Institute 
online platform (Steplab) to be reviewed in future session  

• Commit to self-study utilising designated resources on Steplab and scheduled 
engagement at mentor clinic, coach-on-coach sessions and conferences as per 
Ambition Institute Early Career Teacher Full Induction Programme 

• Ensure that the ECT understands and successfully embeds their learning into their 
classroom practice through effective instructional coaching 

• Work with the ECT, and colleagues within the school who are involved in the ECT’s 
induction, to help make sure the ECT receives a high-quality ECF-based programme 

• Provide, or arrange, effective support – including subject-specific, phase-specific, 
coaching and/or mentoring 

• Act promptly and appropriately if the ECT appears to be having difficulties  

5.5 Role of the governing board 

The governing board will: 

• Make sure the school complies with statutory guidance on ECT induction 

• Be satisfied that the school has the capacity to support the ECT 

• Make sure the headteacher is fulfilling their responsibility to meet the requirements of 
a suitable induction post 

• Investigate concerns raised by the ECT as part of the school’s grievance procedures 

• If it has any concerns or questions, seek guidance from the appropriate body on the 
quality of the induction arrangements and the roles and responsibilities of staff 
involved in the process 

• If it wishes, request general reports on the progress of the ECT on a termly basis 

 

6. Monitoring arrangements 

This policy will be reviewed annually by Paul Claydon, Head of Learning Talent and 

Development At every review, it will be approved by the full governing board. 

 

7. Links with other policies 

This policy links to the following policies and procedures: 
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• Appraisal 

• Grievance 

• Pay 
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Aims 
This policy aims to set and maintain standards of conduct, and explain procedures that we 
expect all governors to follow when making visits to the school. It also explains how we expect 
them to report back.   Governors do not have an automatic right to enter a LIFE school. When 
they do so, they are invited guests.  

 
By creating this policy, we aim to ensure that all governors understand their role and purpose so 
school visits are a productive and enjoyable event for all involved. 

1. Guidance and scope 
This policy takes account of best practice and guidance from the Governance Handbook 
(section 3.4.2). 

2.1 Governors are observers 
Governors must know their schools in order to maintain the robust monitoring and role of 
critical friend which have been delegated to them by the Board through the scheme of 
delegation. Their responsibilities can often be discharged through the scrutiny of data and 
reports, at LGB meetings (whether virtual or physical) or through virtual meetings but the 
Trust also supports and encourages the kinds of pre-arranged visits identified in this policy. 

 
When in school, governors will: 

 
 Be cognizant of their delegated Healthcheck skills area 
 Observe how those procedures relating to their area are working in practice 
 Be aware of the scope and appropriateness of any discussions they have with staff, pupils 
and/or parents 

2.2 Governors are not inspectors 
Governors: 

 
 Will not assess the quality of teaching and learning in the classroom 
 Will not manage the school or interfere in the day-to-day operations of the school 

 
For those governors who wish to spend time in a classroom, the school will agree in advance 
their purpose in doing so.  

2. Visits programme 
Governors will carry out school visits in order to meet their delegated responsibility to monitor 
the school’s effectiveness. 

 
There are 5 main types of visit: 

 Induction visit, where a new governor will meet the headteacher, have a tour of the school 
and discuss the expectations of the role of governor in a Multi Academy Trust. 
 Formal Healthcheck visits, where a governor will discuss the progress of the school in 
the Healthcheck area which they have been given.  These will occur once a term and may 
be virtual although ideally every governor will attend the school for at least one physical 
meeting each academic year.   
 Formal strategic visits, where the Chair of Governors will attend the school on a monthly 
basis to discuss the school with the Executive Head or Head of School.  These may occur 
virtually.  
 Informal visits, where a governor will drop off or collect mail or other items, attend an 
assembly or a specific event at the invitation of the school leader. 
 Governors responsible for safeguarding or special education needs will attend termly 
monitoring visits with the corresponding staff lead 

 
 
 

https://www.gov.uk/government/publications/governance-handbook
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3.2 All governors 
All governors will attend at least one school concert, event or assembly each year in addition 
to their termly Healthcheck review meeting. 

3. Before visits 
Governors will: 
 

 Notify the headteacher and the chair before scheduling a visit, even if the headteacher will 
not be involved in the visit. They should be made aware just as a matter of courtesy 
 Schedule an appointment and ensure their visit is scheduled for a time that is mutually 
convenient. Generally, governor visits are more productive when conducted during a 
school day 
 Be sensitive to the numerous demands staff have on their time 
 Clarify the purpose of the visit in advance with the chair and the headteacher 
 Send questions in advance so everyone can feel properly prepared 
 Be familiar with the school’s safeguarding policies and procedures 

4. During a visit 
Governors should know how to conduct themselves appropriately during visits in order to 
minimise disruption for staff and pupils and to receive the maximum benefit from the time spent. 

 
Governors will: 

 Be on time and meet with the Headteacher or Head of school ahead of the visit  
 Sign in and always wear a visitor’s badge 
 Use the agreed recording method for the visit. Photographs and videos are to be avoided 
unless specifically agreed with the headteacher for a specific purpose   
 Remain as observers; they are not there to pass judgement on staff or inspect them 
 Ensure all parties are clear about why a governor wishes to spend time in the classroom, if 
they wish to do so 
 Check with a teacher before speaking to pupils 
 Pass on any concerns the staff raise with the relevant people 
 Be friendly but professional and dress appropriately, bearing in mind the standards of dress 
set for teachers and pupils 

 
Governors will not: 

 Pass comment on classroom practice or any specific incidents that happen, judge teaching 
methods, assess the quality of teaching or comment on the extent of learning 
 Interfere with the day-to-day running of the school 
 Behave in a manner than would make staff feel that they are there to inspect, e.g. sit at the 
back of the classroom with a clipboard 
 Raise concerns in the moment. Governors should note down any concerns they may have 
and raise them with the chair of governors and headteacher after the visit 

5. After a visit 
Governors will complete a written report as soon as reasonably practicable using the form 
attached as Appendix A (monitoring visit).  In completing the report, governors will: 

 Use neutral language at all times 
 Remain observational, and describe only what they see 
 Focus closely on the agreed reasons for the visit, and its strategic role 

 
Once complete, governors will submit their reports to the following people, in the following 
order: 

 The Chair of Governors for feedback - if they’ve been in post for less than one year 
 The relevant staff member, both as a courtesy and to check for accuracy 
 The headteacher, as a courtesy 
 The chair of the governing body 
 The Trust CEO 
 The Clerk to the LGB for the next LGB meeting  
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This policy to be read in conjunction with the Code of Practice and the Governor Welcome / 
Induction Pack.  
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Appendix 1: Template report for a monitoring visit 
 

 

GOVERNOR SCHOOL VISIT FORM 

SCHOOL: …………………………………………….. 

 

Name:  
 

Date:  

Focus of visit                                                           
 
 
 
 

What have I learned as a result of my visit? 
 
 
 
 
 

Positive comments about the visit 
 
 
 
 

Aspects I would like clarified/questions that I have:  
 
 
 

Any other comments:  
   
 
Signed ________________________________ 
             (Governor) 
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