Example Professional Development Planner for NQT
Before you start
	Date
	CPD activity
	With whom?
	Notes

	
	Know Your School

	
	

	
	School will issue you with documents such as 

· prospectus

· staff handbook

· curriculum guide

· planning file with templates

· key policies and procedures

(Safeguarding, behaviour, anti-bullying, sickness absence reporting etc.)
	Admin
	

	
	Safeguarding training and CRB checks are in place. Available with Tykes TSA. k.hartshorne@ecmtrust.co.uk 
	HT
	

	
	Attend planning meetings so you are well informed about the year ahead
	Mentor
	

	
	School will ensure you are involved in the transition programme

· time with new class
· time with last class teacher

· meeting with new parents

· access to assessment records and data
	Mentor
	

	
	Health and Safety induction, including fire procedures.  You will be invited to attend a fire practice to observe the procedures in action
	Business Manager
	

	
	Photograph to be taken for the staff board so you are part of the team from day 1
	Admin
	

	
	Admin arrangements shared with you and training delivered for photocopiers, printers etc.
	Business Manager
	


At your first meeting with mentor
	Date
	CPD activity
	With whom?
	Notes

	
	Check QTS and Skills Tests

	Mentor
	

	
	Register NQT with local authority

Karen Hartshorne k.hartshorne@ecmtrust.co.uk 
	Mentor
	

	
	Inform NQT of named LA contact: Karen Hartshorne k.hartshorne@ecmtrust.co.uk 
	Mentor
	

	
	Check NQT timetable to ensure it is reduced by 10%

	Mentor
	

	
	Agree dates for observations and feedback / progress reviews.
	Mentor
	

	
	Check NQT familiar with Teacher’s Standards.

	Mentor
	

	
	Make sure you read and fully understand your job description, role and responsibilities within school.
	Mentor
	

	
	Establish which curriculum team you are best-placed to contribute to.
	Mentor
	

	
	Engage with Tykes TSA NQT induction programme.  
k.hartshorne@ecmtrust.co.uk 

Personalise school programme in line with CDP.
	Mentor
	


In your first term
	Date
	CPD activity
	With whom?
	Notes

	
	Assessment

Understanding your class data – use of transition information.
	Previous teacher / Assessment lead
	

	
	Planning 

Paired planning with Literacy and Numeracy leads to model process 
	Lit/Num lead
	

	
	Resources

Familiarisation with range of resources available across the school
	Year group partner
	

	
	ICT

Audit of expertise with range of ICT resources in school.

	ICT lead
	

	
	Joint Observation

Opportunity to observe other staff teach in school – mentor to point out school expectations in action
	Mentor / other staff
	

	
	Learning Environments

Opportunity to spend time in classrooms / talking to staff 
	Display leader
	

	
	Classroom Observations
Mentor to observe your practice and discuss action points
	Mentor
	

	
	Assessment

Discussion to establish range of assessment tools used so far. AfL self-assessment to be completed.
	Mentor
	

	
	Parents Evening 

Discuss protocols for holding meeting and information to be shared.
	Mentor
	

	
	Assessment

Ensure you are familiar with assessment tools.  
	Assessment Lead
	

	
	Pupil Progress Meetings

Show NQT how to prepare for PPM and sit in on one as a model.
	HT
	

	
	Network

Develop support network by being introduced to other NQT(s) or second year teachers in partner schools.
	Mentor
	

	
	Teacher’s Standards

Submit first assessment form to Tykes TSA
k.hartshorne@ecmtrust.co.uk 
	Mentor
	


In your second term
	Date
	CPD activity
	With whom?
	Notes

	
	Working with others

Establish partnership or triad  within school to explore the plan-deliver-evaluate model for T+L.
	Mentor
	

	
	Teaching Assistants

Opportunity to observe how other staff in school work in partnership with teaching support staff and analyse effectiveness of own practice.

	Class teachers and TAs
	

	
	Behaviour Management

Opportunity to explore how other staff in school manage behaviour in the classroom.
	Class teachers and TAs
	

	
	SENDCo
Book time to explore the detail of their role in school.  Are you using them as a resource effectively?
	SENDCo
	

	
	PSA / Learning Mentor

Book time to explore the detail of their roles in school.  Are you using this resource effectively?
	PSA
	

	
	Pupil progress 
Are your children making good progress towards their end of year targets?  Are there any individuals or groups causing concern?  
	Head Teacher
	

	
	Classroom Observations
Evaluation of own practice –record lesson to unpick with teacher afterwards.
	Mentor
	

	
	Teacher’s Standards

Submit second assessment form to Tykes TSA k.hartshorne@ecmtrust.co.uk 
	Mentor
	


In your third term

	Date
	CPD activity
	With whom?
	Notes

	
	Reports
Training on how to write a good end of year report – make an early start and don’t underestimate how long they will take to complete.
	Mentor
	

	
	2 Classroom Observation

Final observations.
	Mentor
	

	
	Wider School Life

Engage with something that takes you out of your own classroom e.g. help a colleague with an after school club or start working with the school council

	NQT
	

	
	Planning and Review meeting
Celebrate your successes and identify your professional development plan priorities for next year.
	Head Teacher
	

	
	Teacher’s Standards

Submit final recommendation to Tykes TSA k.hartshorne@ecmtrust.co.uk 
	Mentor
	


