PRELIMINARY MEETING CHECKLIST

Tick items to indicate that they were covered and record any details. 
	Name of NQT
	
	Name of Induction Tutor
	
	Date
	


	Agenda Item
	Tick
	Details

	Diary / Planner


	
	

	Dates of terms and major school events
	
	

	Staff handbook and/ or a school Induction handbook
	
	

	Timetables of lessons and groups to be taught
	
	

	Curriculum documents


	
	

	Details of the LA’s induction and training programme 
	
	

	The school NQT training  programme
	
	

	Details of how the schools will manage the induction / assessment arrangements
	
	

	The LA ‘named contact’


	
	

	How to contact your  mentor


	
	

	Transition Point 1 of the CEDP checked and discussed
	
	

	Date for next meeting  to discuss Transition Point 2 of the CEDP
	
	

	Sickness/ Adverse weather arrangements
	
	

	
	
	

	
	
	

	
	
	

	
	
	


