INDUCTION TUTOR SUGGESTED SUMMER TERM CHECKLIST 
	Date
	Things to do
	Completed

	Wb 17th Apr
	Check all ECTs and mentors have access to the Xavier secure members’ area of our website, Xavier Teaching School Hub - Secure Area (xaviercet.org.uk) Username xavierecf@xavier.org.uk password Xaviertsh
	

	Wb 17th Apr
	[bookmark: _GoBack]Check in with your ECTs after the Easter break to ensure they are all ready for the new term. If timetables/mentors have changed, have you informed Xavier and checked if ECTs are still getting their statutory entitlements? Update any records accordingly (including the DfE portal for mentor changes).
	

	17th Apr – 19th May
	Quality assure mentor meetings – pop into mentor meetings and sample the quality of discussion being held.
	

	Wb 1st May
	Year 1 ECTs: Check all ECTs and mentors know that seminar 5 is next week for this half term and clarify attendance.
Year 2 ECTs: As their delivery dates vary, please check in to ensure they have kept availability for their next Development Cycle 5 seminar.
	

	Every 2 weeks
	Ensure any ECTs on support plans and cause for concern procedures are regularly monitor and formally reviewed every 2 weeks. Ensure all documentation and reviews are uploaded to ECT manager. Inform Xavier of their progress shunter@xaviercet.org.uk 
	

	Before half term
	Pop in and observe 5 minutes of all ECTs’ lessons to know they are all performing well at this point of the year.
	

	End of May
	Headteachers receive an email from the DfE to register September 2023 ECTs on the DfE portal.
	

	Wb 22nd May
	Inform Xavier if you have any concerns that as ECT is not meeting standards at this point. This is the last date for instigating a support plan – Xavier will assume that all ECTs will pass their induction in July if we have not been notified prior to this date.
	

	Wb 5th June
	Meet with any part-time year 2 ECTs who are on a programme adjustment agreement, to agree if the school feels they are meeting all the Teachers’ Standards at this time and are therefore eligible for reduced induction. 
	

	Wb 12th June
	Check that all Year 1 ECTs and mentors know that seminar 6 is next week for this half term and clarify attendance.
Year 2 ECTs: As their delivery dates vary, please check in to ensure they have kept availability for their next Development Cycle 6 seminar.
	

	End of June
	Complete the expression of interest form to notify us of any new September starters.
	

	End of June
	If you have any changes to programme members (including ECTs, mentors or induction tutors), complete the ECF programme member changes form linked here to let us know, otherwise we will assume you have no changes for September 2023.
	

	Wb 26th June
	Organise your end-of-year assessments, download the appropriate documents from the Xavier Secure Area and organise times for lesson observations and meetings.
	

	1st July
	ECT Manager releases end-of-year assessments and progress reviews for completion.
	

	14th July
	Ensure that each ECT’s end-of-year assessment is fully completed on ECT Manager by the given deadline (including the required digital signatures).
	

	Before the end of term
	Print out the ECF certificates sent from Xavier and organise a celebration for your Year 2 ECTs.
	

	Before the end of term
	If you are leaving your post, please let us know by emailing a.maingard@xaviercet.org.uk.  Complete a handover with the new induction tutor and update all systems with new details (DfE portal and ECT Manager) before you leave your post.
	

	Before the end of term
	Please delete from the DfE portal any ECTs and mentors who are leaving. 
	



