Completing
Drogress reports




— -
B Cambridgeshire
}9 & Peterborough
AR Se 114
. AD oervice

Before completing a progress review, you should have observed the ECT in
the classroom and held a review meeting to discuss your observations. It's
also important to speak with the mentor to gather their perspective on the
ECT’s development.

The outcome of the review should never come as a surprise. If an ECT is not
on track, they should already be aware of the areas where progress is
needed, and a clear action plan should be in place to support them in
meeting expectations.
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Standard

Sub section Gy | Socng | o

1. Sethigh
expectations which
inspire, motivate and
challenge pupils

Establish a safe and stimulating enviranment for pupils, rooted in mutual respect

Set goals that stratch and challenge pupils of all backgrounds, abilities and dispositions

Demaonstrate consistantly the positive attitudes, values and benaviour Which are expected of pupils.

2. Promote good
progress and
outcomes by pupils

Be accountable for pUpls’ attainment, progress and outcomes

Be aware of pupils’ capabilities and their prior knowledge, and plan teaching to build on these

Guide pupils to reflect on the progress they have made and their emerging nesds

Demonstrate knowledge and understanding of how pupils learn and how this impacts on teaching

Encaurage pupils 1o take a responsible and conscientious attituds to their own work and study

You will find the document ‘Standards for Progress Reviews 25’ linked in the
Links for Information section in the weekly newsletter.

| recommend that mentors and ECTs work through this form together during
a mentor meeting before your observation and feedback session.

It is a helpful tool for reflecting on progress and identifying areas for
development. You can then use it to guide your conversation during the
review meeting—making the completion of your progress report quick and
straightforward.

The online report on ECT Manager should then only takes a few minutes to
fill in, and as an added bonus means you shouldn’t get timed out and lose
your work while completing it!

3. Demonstrate
good subject and
curriculum
knowladge

Have a secure knowledge of the relevant subject(s) and curriculum areas, foster and maintain pupils’ interest in the subjsct, and

address misunderstandings
=

a critical i i the subjectand curriculum areas, and promote the value of
scholarship
D ofand take for pramoting of literacy, articulacy and the correct use
of standard English, whatever the teacher’s specialist subject
it reading, aclear of phonics
it clear of appropriate teaching strategies;

4. Plan and teacn
welt-structured
lesson:

Impart knowledge and develop Understanding through effective Use of lesson time

Promote alove of learning and children's intsllectual curiosity

Set homework and plan other oUt-of-class activities lidate and extend the knowledge and understanding pupils have
acquired

Reflact systematically on the effectiveness of lessons and approaches to teaching

Contribute ta the design and provision of 2n engaging curriculum within the relevant subject area(s)

5. Adapt teaching to
respond tothe
strengths and needs
of all pupils

Know when and how to differentiat using ‘enable pupils to be taught effectively

Have a secure understanding of how a range of factars can inhibit pupils' ability to learn, and how best to overcome these

Demanstrate an awareness of the physical, social and intellectual development of children, and know how to adapt teaching to
support pupils’ education at different stages of development

Have a clear understanding of the needs of all pupils, including those with special educational needs; those of high ability; those
with English as an additional language; those with disabilities; and be able to use and evaluate distinctive teaching approaches
tnAnsase And sinnart tham

6. Make accurate
and praductive uss
of assessmant

Know and undarstand how to asssss the ralsvant subject and curriculum areas, Including statutory ssessment requirements

MAKe US@ Of 1GTmative and summative assess m

Nt Lo 38CUTE PU IS’ Progress

Usa relevant data to monitor progress, set targsts, and plan subsaquent lessons
Give pupils (egular feedback, both orally and thiGUEN Accurale MATKiNg, and eNCOUrAEe pupils o 85pand (o the fasdback

7. Manage behaviour | Have clear rUles and outings for benaviour in classrooms, and take responsibilty for Tand courtenus behaviour

effectively to ensure | both In classrooms and around the school, in accordance with the school's behaviour policy.

& good and safe Have high tations of bahaviour, a framework for discy aranga of siratagies, using praise, sanctions

learming and rawads consistently and fairly

environment Manage classes elfectively, using approaches which are Bpproprate [ puplls Needs In order to volve and mativate them
Maintain good relstionships with pupils, exarciss appropriate authority, and act dacisively whan nacessary.

8. Fullil wider Make a positive contrbution 1o the wider lifa and ethos of th school

Davelop effectiva professional ralationships with calleagues, knowing how and when to draw on advice and specialist suppart

Daploy support staff affectivaly

Take responsibility for IMproving t@aching t(hioUEh approprate professional development, responding to agvice and feedback
fram colleagues
Communicata sffactivaly with parents with regard to pupils’ achisvements and wall-being;

Part Two: Parsonal
and professional
conduct

‘Ateacher is expectad to damonstrate Gonsistantly high standards of personal and professional conduct, The following
staterments define the behaviour and attitides which sat tha required standard for conduc thioughout a teacher

Teachers uphold public trust In the profession and malntain high standards of ethics and behaviour, within and outside school,

o

o Traating pupils with dignity, building relationships rooted in mutual respact, and at all imes observing proper boundaries
apprapriata o a teacher's professional position

*  Having regard for the need to safeguard puplls’ well-being, In accordance with statutery provisions o showing tolerance of
and raspect for the rights of othars

+  Notundermining fundamantal British values, including demacracy, the rule of taw, individual liberty and mutual raspect, and
tOl8raNCa Of oSS WIth different faitns and baliets

*  Ensuring that personal baliefs are not expressed inways which exploit pupils® vulnerability or might lead them to break the
law.

Teachers must have proper and professional regard for the ethos, policies and practices of the schoolin which they teach and

malntain high standards in thelr own attendance and punctuality,

Teachars must have an understanding of, and atways act within, the statutary frameworks which sat out thair professianal duties
and

auction Tuter Date

EcT Date:
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Here is a guide to the gradings, but please use your professional judgement
as you see fit.

Exemplary | The ECT consistently exceeds the expectations at this stage of induction. They
demonstrate high levels of skill, initiative, and reflective practice, with clear evidence of
impact on pupil progress and classroom practice. They are performing at a level well above
what is typically expected at this point.

Strong The ECT is securely meeting all expectations and in some areas, exceeding them. They
demonstrate confidence, consistency, and growing independence in their practice. There
is clear evidence of effective teaching and positive impact on pupil outcomes.

Secure The ECT is meeting the expected standards for their stage of induction. They are making
steady progress. While there may be areas for continued development, they are on track
to successfully complete their induction.

Attention The ECT is making some progress, but there are areas where improvement is required to
needed meet the expected standards. Targeted support and monitoring are needed to help them
stay on track. Concerns may be emerging but are not yet critical.

Cambridgeshire & Peterborough
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ety i You will receive an email from ECT manager when a progress review form is due to be completed in a week for one of
your ECTs. You will continue to be reminded by email the day before it is due, the day it is due, to say it is overdue and
then a weekly overdue reminder. The emails will state that the Induction Tutor must log into ECT Manager to complete
the form.

(\) ) Cambridgeshire Completing a Progress Review form

Link to ECT manager login
page:

Cambridgeshire and
Peterborough AB Service -
ECT Paperless Induction and

These email reminders are also sent to the Head Teacher, the Induction Tutor and the ECT.

Assessment Management The following instructions are for the Induction Tutor completing the Progress Review form. One completed the Progress
System Review form is signed by the ECT and Induction Tutor.

Any issues with login you can Accessing a Progress Review Form

email AB@cptshn.co.uk When a progress review becomes due it will appear in your dashboard — click on ‘Fill in” to access the online Form.

Dashboard

ECT Reports that Need Completing

The following reports are due or overdue and need completing or signing.

Name Type Status Due
Felix Cat Progress Review COverdue 14/10/2021 Fill in Read
Report cannot be signed until comments are completed by the tutor and ECT @\
Cambridgeshire & Peterborough
Horrid Henry Progress Review Overdue 12/10/2021 Fill in Read Teaching School Hub i

Report cannot be signed until comments are completed by the tutor and ECT ’ =~



https://cambridgeshireandpeterborough.ectmanager.com/login.aspx
https://cambridgeshireandpeterborough.ectmanager.com/login.aspx
https://cambridgeshireandpeterborough.ectmanager.com/login.aspx
https://cambridgeshireandpeterborough.ectmanager.com/login.aspx
https://cambridgeshireandpeterborough.ectmanager.com/login.aspx
mailto:AB@cptshn.co.uk
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See report status and
due dates for two year
ECTs.

If the report is not due there are
two ways you can access the Your ECTs Assessments Tutors Courses Resources My Account Help & Support
form. Click on Upcoming Reports
on your dashboard, which will
take you to a list of reports and Listof ECTs o -
assessments that are coming up
for your ECTs.

t Need Completing

Click on View next to the ECT in question and on their overview page you can see the progress reports that are completed or next to be
completed. The next progress review is generated as the last one is completed.

On the overview, you can see the type of report — P = Progress Review, A = Assessment, the dates of the reporting period, the due date and the
status of the report.

You can choose to ‘Fill in” the report or ‘Print” which will download a PDF of the form.
If any of this information is incorrect, especially the type of report and the dates of reporting period please contact AB@cptshn.co.uk

Progress Reviews and Assessments

NMumber Type FTE Report Dates Status Actions Cambridgeshire & Peterborough

01/09/2022 - 20/12/2022 « Fill In Teaching School Hub |

1 P 1 Overdue

Due: 13/12/2022 = Print r
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You will be automatically logged out of
ECT manager if you are inactive for 20
minutes this happens even if you are
actively typing but have not moved onto
the next page so remember to save at

regular intervals to avoid losing your work.

You could type up your response on a Word
document and copy and paste into ECT
manager, which may help to alleviate the
risk of being logged out and losing your
work.

Note: As soon as you start to complete the
progress review your comments are visible
to the ECT.

To complete a progress review form, click
on ‘Fill in” — this will take you to the online
questions that you are required to answer.
The first page asks you to check and
confirm the ECT’s contract and to confirm
the ECT is remaining at your school next
term.

Cambr: OJesnre P S a—
}) & Peterborou ""“"’

© Holp & Support
Aszesoments Tikors Schooks TRA Coartent: Settings Helpdeck
Progress Review Form - Details for Term 1 - Training ECT
"rmp eted By:
Please select whether the school entered this repart online through the ECT Manager service, or whether you are an Appropriate Body entering the
details of a paper copy. E
nsure you
# Onling - Completed by the School y
Completed By: @nline - Entered by the Appropriate Body from a Paper Assessment on Behalf of the School I n CI U d e t h e
Offline - Uploaded By Appropriate Body CO rrect d ays
This term's contract details: Of absence -
Before completing the form, please confirm contract details for the term below. When you press "Continue’, you will then be taken to the form. ove r- 30 d ays

Contract Type:  Temparary

Days Per Week: =

It any of these detslls are (noorrect, pleass bfre continaing.

Doys served between 04/01/2023 and 31/03/2023
of days that the

=

The niwifiber ECT has worked during this period, nel including weekends

example working 5 days per week [1FTE} would be 57 days il no contract changes.

Days emplayed during this periad: El
Doys absent between 04,/01/2023 and 31/03/2023

The numiber of days that the ECT should have besn working but was absent. This should not ipfude weskends, bank holidays, or days when the BCT
was nol conbracted to work, Tor example only work 3 days per week,

Has this ECT had any absences during this period?

Year 1 absences prior to this pericd

. bank or schaal halidays, bul incudingdbsences, For

/ within a year
will trigger
an automatic
extension.

Cambridgeshire & Peterborough
Teaching School Hub

s
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Next Term's Details

wihat the BCT's contract details will be mext Lerm.
Wil this ECT bz remaining at this @ Yes
school for all or part of the next

assessment period? ke

How Mamy Days por week: s A week [Full Tima]

Contract Type:!

wersion by dicking "Continue’ above.

¥ Back
Wwould you like to see what guestions you will be asked?
Click here Uo view a read only ver all thi rrri. Do Mot fll this in - this s ©

To ensure thal we keep our records up to date and that your next assessment will be generated at the cormect Lime, we ask that you please confirm

help you gather the mformation before you Ml n e online

b Cambragesiiie  seegmse s S "
}) & Peterborough Mg it ek
; AB Service N

Create Interim Assessment

&5 you have indicates that yaur BCT w

MW 1B,

Imterim assessments shauld anly be crestes whan your ECT s leaving your schan

0 Help & Support

b leaving at the and of this repart pariod, you should complete an Intenm assessment rather than a prograss

outside of a normal asssssment period.

If yau are swre that you wish to 3dd an Intenim assessment, cdick the ‘continws’ button below.

If you tick Yes (the ECT remaining at your school)
you will be taken to the next page of the form.

If you tick no (the ECT is not remaining at your
school) the system will generate an interim
assessment form which you can complete
instead of the progress review form — this will
provide the ECT with a more detailed report to
take to their new school. [Complete the interim
assessment questions and submit the form to
the ECT to add their comments and sign. It will
come back to you and the head teacher to sign.]

If your ECT is leaving, it is essential that an
interim assessment is completed before they
can be offboarded. Please complete a Leaver
Form for the AB too.

Cambridgeshire & Peterborough
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You will then be asked to
confirm if the ECT has had
access to a program of
support based on the ECF
and received all of their
statutory entitlements.
There is a reminder of the
statutory entitlements if
you click on the red link
‘Show Statutory
Entitlements’.

You are then asked if the
ECT is on track or not on
track.

Eamb’d-;ﬁ'i‘e SurvrdgmEer Mrh%

- s g b S
ST AN
el

Helpdesk

Progress Review Form - Details for Term 1 - Training ECT

) ECT Manager has a tight security system. If you are inactive for mone than 20 minutes, you will be automatically lsgged out. This will mean thak your work will nat be
saved. It Is recommended that you periodically seree your work using the "Save®™ button at the bottomn of the page ot least every 10 minuhes.
It k& recommended that you bype your [kemes into a text editor such as Bobepad first and then copy and paste them into the: web form below. This will reduce Hme spent:
and therefore the risk of a security logout and you losing your work.

ﬂ NOTE: The Head, Induction Lead, Tutor and ECT can all s=e the comments in this report at any time.

Recommendation

AL Tarmal assessment points and Lo successiully complete induction, the ECTs performance against the Teachers' Standards will be assessed, Based on
current performance and rate of progress, is the ECT on track o successlully complete induction by the end of their indwction?
#® The ECT is on track

Baced on current performance and rate of progress, the ECT £ on track ta successfully complests incuctian by the
and of their Induction

The ECT ks not an track

Baced on current performancs anc rate of progress, the ECT I mot on traick to suocesshully comphete inducton by
the end af their inductian

=

Cambridgeshire & Peterborough

Teaching School Hub
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ﬂ Vaupi Mevera mods W Esly sl

D mUIL The iead, Indwction Lesd, Tutor s LCT G ol sse U commmsnts. i s reporl al sy Use.

Teachers' Stondands

bdmitilyang progiss W 1%

In this section of the progress report, you need to el e .
complete the drop down boxes for each of the mm———— I
standards (if you have completed the forms mentioned R

previously with your ECT, this is very simple and quick). 6. Make scrurate an ot o s et —

If any area is “Attention Needed” or “Cause for et s et et et et — >
Concern” please add a comment to outline the e S i A 5 o e i Bl 1 S
concern. ECT Progress

Lis1 two oF three SMART tongets kentifying spectic Teachers' Standards for the ECT to achieve over the next term. Include how the ECT will
e supported o meet these torgets. (Mox. 350 words):

You will then add two or three development targets
for the ECT regardless if they are on track or not.

Ensure these targets are SMART targets that directly
link with the Teacher’s Standards. =

Cambridgeshire & Peterborough ||
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If your ECT is not on track you
should have already notified the
[Prasea Scoct v] AB. An ECT not on track should

If the ECT I not on track to successfully complete imduction, has the
ECT been informed?:

If the ECT s not on track to successfully complete induction, has a d ISO have an action pla n to

support plan been put in place? (If yes, please upload your ECT's | Ficasa Saart L | . .

support plan into "Pocuments’ folder on ECT Manager): Su pport th e m | n gettl ng ba Ck on
If a support plan has been put in place, has the Appropriate Body been -

infarmed?: | — ‘U’l traCk.

Will thiegre be any changes to the ECTs working patterns or context in
thie next reporting pericd?:

If Yes, plense describe the changes, and the reasons for them.: You WI” nEEd to co nfirm the
contract details for the next term.

| Floasa Soiort W |

4 Bock m < Sove ond Coertiness:

Cambridgeshire & Peterborough |
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Assessments Schools Content Settings Helpdesk

You will then be Have you finished this Progress Review?
asked to save the

form to return

later or send it to Please select one of the options below
the ECT for their

comment.

@® I have not yet finished this Progress Review and I will come back to complete it later.

) ECT Available: T have completed my part of the Progress Review and it is ready for the ECT to add their comments.

Cambridgeshire & Peterborough |

Teaching School Hub
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if you need to.
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)) AB Service N Log Out | I ECT comments

Please comment on your progress to date, by answering the following questions.
My Account Help & Support

1. What has gone well this term?:

ECT Comments for Term 1 - Training ECT

ECT Manager has a tight security system. If you are inactive for more than 20 minutes, you will be automatically logged out. This will mean that your work will not be
saved. It is recommended that you periodically save your work using the "Save” button at the bottom of the page at least every 10 minutes.

It is recommended that you type your items inte a text editor such as Motepad first and then copy and paste them into the web form below. This will reduce time spent
and therefore the risk of a security logout and you losing your work.

ECT Review

—— 2. what challenges have you faced and how have you overcome them?:
View Form: Preview Form

ECT Statutory Entitlements

Please answer the following questions regarding your statutory entitlements.

Are you accessing a programme of CPD based on the Early Career

[ Plesse s=isat v| 2
Framework?:

Are you receiving regular support in regards to the Early Career [[Flesse soemt v 3. what are you targets and how will you address them?:

Framework and day to day practice from your mentor?: —

Have you had your 10% (year 1) or 5% (year 2) timetable reduction?: | Plezzs Sslect v|

Have you observed other teachars?: [ Please Seiect v|

Have you been formally cbserved for a whole lesson against the
Teachers' Standards and raceived both written and verbal feedback [ Please Select ~|
once every half term?:

Have you met with your Induction tutor at least once per term to

Pleass Select ~
discuss your progress against the Teacher's Standards?: | |

Have you met with your Induction tutor to discuss this progress
review?:

Have you met with your Induction tutor to discuss this progress | Flanes Soiet v| 2 Save & Continue
review?: — -

Ha\fe \ﬂ:l.l met with your Induction tutor to discuss this progress [T— v -,":\
b b

| Please Select v|

Cambridgeshire & Peterboroug \-’j
Teaching School Hub &
s
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ECTs need to complete the questions and include a reflective comment. If they do not, the report
could get rejected and returned to them to complete.
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Please note that you will not be able to sign the form until the ECT has entered their comments. Once the
ECT has added their comments, you will be able to login and sign the form. Once the ECT comments have been

added, a link to do so will be on the first page that you come to after logging in.

If it is too early for you to send the form to the ECT you will see the following message and you can return to the form to send it on
the date stated in the message.

Can’'t Submit Progress Review Yet - Daisy Duck

o Your details have been saved but can't be submitted until 14/02/2022

Thank you for filling out Daisy Duck's Progress Review early.

You will not be able to submit this Progress Review until 14/02 /2022 due to your appropriate body's settings. Once
the Progress Review is ready to submit you will be able to continue and add the ECT's number of completed days and
absences, send it to the ECT for them to add their comments and digitally sign it.

Cambridgeshire & Peterborough

Teaching School Hub
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After the progress review has
been read by the ECT, they have
answered the questions, added
their comments and signed you
will then be prompted to sign the
form. Log into ECT Manager and
on your dashboard, you will see
the reports you need to sign.

Reports that Require Your Digital Signature
Below is a list of ECT reports that you need to digitally sign. Once you have read.aach ranartiau can tick the box
next to the ECT's name and then click the 'Sign All Ticked Reports' button at t bl il This wil

(e e T s to your appropriate body for revie
the form and press the
green button to confirm

your signature

(A 1FIR LW

automatically sign

Read Report

Term Type FIE Term

Here you can click ‘Sign’. You will be taken to the
Digital Signature page where you can download a
PDF of the completed form, tick to digitally sign the
form and press the green ‘confirm’ button.

01/09/2021 - 14/10,/2021 L] Siglln
1 P MNeeds Digital Signatures « Edit
Due: 14/10,/2021 e Print

Cambridgeshire & Peterborough

Teaching School Hub
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Current Signatures

x Signed By Tutor

Signed By ECT

Here you can click ‘Sign’. You Review Progress Review

will be taken to the Digital 1f you wish to, you can review again now before signing.
Signature page where can
you download a PDF of the
completed form, tick to

View Form: [& View Printable Form

Sign Progress Review

dlglta”y Slgn the form and Your digital signature is a very important part of the ECT process. Rather than using paper forms, we require you to
press the green ’co nflrm’ clllglltallv “s_ign." the forms, withouF ever I'.1a~.rlng to put pen to .pa[;?er or post anythir?g, ‘
Digitally signing the assessment is considered the same as signing a paper copy in legal terms. Only the signatory

button themselves must use their digital signature.
You are currently logged in as Nick Tutor, role Tutor

TOM, just tick the box below and then click the "Confirm' button.
Note that Progress reports :

. | Tl'-ick this box to Digitally Sign this Progress Review.
do not require a

Headteacher signature.

Once you have signed the
form Itis SmeItted to the Cambridgeshire & Peterborough
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We appreciate that there are situations outside of your control that can
impact completing the reports by the deadline, please let us know if
this is the case.

Due to administrative demands, as of 2025/26 a late payment charge
of £50 will be added to any ECT assessment/progress review if
submitted beyond the end date and where reasoning has not been
raised to the AB prior to submission.

Cambridgeshire & Peterborough
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If you have any concerns or issues, please do not
hesitate to contact us:

hthatcher@cptshn.co.uk (AB Lead)
ebarnes@cptshn.co.uk (AB Administrator)

AB@cptshn.co.uk

Cambridgeshire & Peterborough
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