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Being prepared for when September comes...

B
eing an NQT is undeniably tough. 
For those coming to the end of 
the year, you may be starting to 
reflect as you come up for air. 
Exhausted, elated, you’ve almost 
done it. You’re nearly there and 
you’ve lived to tell the tale! You 

will have been through an incredible, upward learning 
curve and no doubt experienced plenty of unexpected 
highs and lows along the way. 

Meanwhile, for those about to embark on their NQT 
year, you might be feeling trepidation and nervousness 
as well as great anticipation as you prepare to step into 
a school where you will finally be able to make your 
mark on a daily basis.

Preparing for your NQT year
We asked current NQTs (with thanks to Twinkl’s 
NQT Facebook community) to share their advice and 
survival tips based on what they have learnt as they 
look back on this year. Here are the most frequent 
suggestions they made to help those trainees now 
preparing for NQT life in September to make it 
through their first year in a classroom:
1 Finding the right school that will support you 

during your NQT year is essential. Do not jump at 
the first job you are offered if you are not sure about 

very experienced teachers increasingly recommend 
and plenty of evidence shows that verbal feedback 
is far more likely to result in improvement. Peer-
marking can make a great difference in reducing 
workload too.

7 Spend time at the start of the year getting to know 
your class and everything else will soon become 
more manageable. 

8 Be consistent with the hours you work and prioritise. 
Have a to-do list but accept that once you’ve got 
through the day’s priorities, it’s important to set 
a cut-off on anything that is just a “nice to have”, 
rather than an absolute priority.

9 Make time for yourself and your life. Spend one 
night a week doing something that makes you feel 
like yourself. One current NQT told us she has 
stuck to a “wellbeing Wednesday”.

10 Last but by no means least, always ask for help 
when you need it. Time and again this was one 
of the main pieces of advice many current NQTs 
gave – ask, ask and ask again. Remember, your 
colleagues will expect you to ask plenty of 
questions.

Preparing for year 2
For current NQTs, now too is the time to take your 
own advice and think ahead to September. What can 
you do before your hard-won summer break that 
will make your fully qualified return easier? Your 
knowledge gained this year is invaluable and will be 
your foundation on which to build as you progress 
your career. Do this now and it will also help you to 
benefit fully from the summer break (especially if you 
are inclined to “worry and ruminate”).

We are supporting academics at City University, 

it. Consider supply teaching until you find the right 
job as support will be essential to you for this year.

2 Get yourself organised before the year starts. Have 
files and folders ready with all the important 
documents you are likely to use, ready to add 
and refer to on a regular basis. A USB stick is a 
necessity, as you will pick up so much material 
along the way. You may not use it all but you’ll 
know where it is. Everyone has days when they 
haven’t planned so much and this could be a life-
saver. 

3 Plan ahead. It will help you feel much more in 
control and it will show in your lessons. If difficult 
behaviour is a particular issue, spend some time 
rehearsing likely scenarios and how you might deal 
with them. 

4 Be kind to yourself. You will make plenty of 
mistakes and you will learn from them.

5 If you are lucky enough to have the support of 
teaching assistants, worship them! Their value 
cannot be over-estimated. They are worth their 
weight in gold and will help make your job a lot 
easier. Spend time building your relationships with 
them and let them know how much you appreciate 
them.

6 Give verbal feedback in classes to reduce marking 
and make it more effective. It is something that many 

London in an on-going study, which has found that 
even short breaks appear to play a vital role in enabling 
teacher’s emotional energy and psychological health to 
be restored.

For all, the importance of the upcoming holiday 
cannot be emphasised enough. It may be tempting to 
plan lots of activity but ensure you also factor in plenty 
of down-time for yourself. As the only UK charity 
providing counselling and support for anyone working 
in education, almost half of the calls that Education 
Support Partnership takes on our free helpline are 
related to mental health conditions including stress, 
anxiety and depression. 

Rest and relaxation not only restore wellbeing, they 
also have the power to build resilience that is proven to 
be carried well into the new school year. So whatever 
stage you are at, congratulations on getting this far! 
Take a little time now to make sure you plan your 
reward and vow now and for the future to make the 
most of your summer! SecEd 

• Julian Stanley is the CEO of the Education Support 
Partnership

Further information
• For help or advice on any issue facing those 

working in education, contact the free 
24-hour helpline on 08000 562 561 or visit  
www.educationsupportpartnership.org.uk

• City University’s Teacher Wellbeing Research is 
assessing teachers’ work demands and wellbeing 
including working and non-working periods during 
the year. The work is being led by Dr Paul Flaxman 
in the university’s Department of Psychology. Visit 
http://bit.ly/2sPojXG

This year’s NQTs will soon be preparing for year 2 in 
September, while trainees will be steeling themselves 
for their own NQT year. Julian Stanley advises
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Remember your rights

T
his is the time of year when new 
teachers will be considering the 
opportunities and challenges the next 
academic year will bring.

Whatever opportunities and 
challenges present themselves, never 
forget that you have wisely chosen 

one of the best, most worthwhile and most rewarding 
professional careers. Teachers change lives and build 
nations, which is why education is one of our most vital 
public services.

Your experience in the first year of teaching is 
critical for you and for the future of the profession. It’s 
essential that you are valued and supported and given 
the best possible start to your career. 

New teachers starting their induction year should 
receive their statutory entitlements to:
•  A reduction in timetabled teaching, in addition to 

the entitlement all teachers have to a guaranteed 
minimum of 10 per cent of the timetabled time for 
planning, preparation and assessment (PPA).

•  Teach only the age range or subject for which you 
have been trained.

•  An induction tutor or mentor to help advise and 
support you.

• Not to routinely teach classes or children with 
especially challenging discipline problems.

• Teach the same class(es) on a regular basis to 
establish a routine and a rapport with pupils.

• Receive regular feedback and support on progress.
• Be given early warning of any perceived problems 

or difficulties with progress.
• Professional and timely communication about 

judgements on performance.
These provisions are intended to lay firm and 

positive foundation for the start of your career.
Many new teachers have a very positive start to their 

pupils are entitled to learn in an environment free from 
violence and disruption.

Teachers are entitled to be recognised and rewarded 
as highly skilled professionals and have working 
conditions which enable you to focus on teaching. 
Without this, talented and committed teachers will not 
be recruited or retained and the teacher supply crisis 
will deepen. 

New teachers are a precious resource for schools. 
Teachers have distinct conditions of service, distinct 
professional standards and entry qualifications and 
distinct professional roles and responsibilities.

career but there are still too many whose experience 
is poor and who are not given the time, support and 
guidance that they need. In those cases it is essential to 
seek help and advice.

The NASUWT provides confidential advice, 
support and representation to assist new teachers in 
securing their rights and entitlements to enable them to 
pursue successfully their chosen career.

The union provides for all new teachers throughout 
their first year access to professional development 
opportunities, forums in which to network with other 
new teachers, one-to-one advice on professional issues 
and high-quality information and guidance on the wide 
range of issues which are critical to teachers’ working 
lives.

Our aim is for every new teacher to enjoy a 
consistent, high-quality experience which instils 
confidence and nurtures the enthusiasm and passion 
new teachers bring to teaching.

The NASUWT recognises that there are significant 
challenges facing all new teachers. 

Teachers’ starting salaries are at a scandalous 15 
per cent below other comparable graduate professions. 
While all teachers are under financial pressure because 
of the continuing public sector pay cap and the 
excessive freedoms and flexibilities schools have been 
given over pay, we know that for young teachers the 
pressures are even more intense. 

That is why the NASUWT continues to campaign 
for a significant above inflation pay rise for teachers, 
the only teachers’ union to do so, and why we continue 
to support teachers in every workplace to secure the pay 
and pay progression to which they are entitled. 

Talk to any teacher wherever they work and ask 
them what their top concern is about their job and they 
will say workload. Ninety per cent of NQTs cite this as 
their number one concern.

Three quarters of new teachers say the main driver 
of their workload is assessment and marking. Workload 
reduction is a key priority for the NASUWT. We have 
maintained a national dispute with the government 
over this issue and secured the publication of national 
recommendations by government which made clear 
that there is no requirement to deep mark every piece 
of work, without any regard to the subject you teach or 
the number of pupils in your class. 

There is no need for detailed bureaucratic lesson 
plans. It’s planned lessons which are needed not lesson 
plans and there is no need for lessons to be graded. All 
these recommendations are endorsed by Ofsted.

The NASUWT has supported thousands of teachers 
across the country to secure these recommendations in 
their schools. Excessive workload must be challenged. 
Tired and exhausted teachers cannot give their best 
to the children and young people they teach. Your 
health and wellbeing is important to the high-quality 
education provision for all pupils.

Pupil indiscipline is also an issue of concern raised 
by new teachers. Teachers are entitled to teach and 

As a new teacher always remember to assert your 
professionalism, you have right to be treated with 
dignity and to have your voice heard. 

Recognise that what happens to you affects the 
quality of the education for the children and young 
people you teach. When you stand up for your rights 
you stand up for standards.

This will put you on the path to a very successful 
career. The NASUWT will be with you every step of 
the way.  SecEd 

• Chris Keates is general secretary of the NASUWT. 

Welcome to SecEd’s NQT 
special edition. The next 
eight pages offer a range 
of advice for NQTs as 
they approach the end of 
their year, and for trainee 
teachers as they prepare 
for NQT life in September. 
To begin, Chris Keates 
looks at the entitlements 
and support that all NQTs 
should be receiving...

There is no need for detailed bureaucratic 
lesson plans. It’s planned lessons which are 

needed not lesson plans and there is no need for 
lessons to be graded. All these recommendations 

are endorsed by Ofsted

‘
’
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SUPPORTING 
NEW TEACHERS

learning” will be more effective than “why are you 
out of your seat?”

This question encourages discussion and debate 
about behaviour. There can be no discussion. You are 
the leader of learning in your class and you need to 
give a clear indication of what the desired behaviour 
is and what the learner needs to do to meet your 
expectations. A question can’t enable a learner to 
do this.

3 Use the language of choice
If you present an instruction as a choice, this is far 
less confrontational than bossing learners about. 
The statement: “If you continue to chat I will need 
to move you to another seat. Please make the right 
choice and stop talking now and get back to your 
learning,” highlights the desired behaviour and the 
consequence of making an inappropriate choice. The 
learner knows the reward of making the right choice 
and the sanction of making the wrong one.

4 You are the leader of learning
Remember that you are the leader of learning. When 
you give an instruction, expect compliance and walk 
away.

5 K.I.S.S – Keep it short and simple
“Thanks for listening carefully”, has got to be more 
effective than a discussion about the wrongs of 
talking while a teacher is talking.

6 Focus on the primary behaviour
Once caught out, students will try to deflect you from 
the trouble there are in with secondary behaviours (“it 
wasn’t me!”, “they’re doing the same, why aren’t you 
picking on them?”, “you’re always picking on me” 

to model the behaviour we wish to see, not the 
behaviour we don’t want the children to learn.

7 Use a seating plan
Always have a clearly established seating plan for 
your students because agreement with this seating 
plan confirms you as the leader – the leader of learning 
for that class. Don’t spread challenging individuals 
around the room, rather keep them together. Change 
your seating plan to suit the learning and remember 
that, if you sit young people in groups, you should 
expect social behaviour – chatting, for example.

8 Begin and end on a positive note
All learning opportunities need to have routines at 
the beginning and end. Greet young people at the 
start of the lesson with a smile and an activity they 
can engage with while others arrive. At the end of the 
lesson, tell the group what went well and why, so they 
can do it again next time.

9 Plan for good behaviour
Make sure an element of your lesson planning 
includes strategies to support good behaviour and 
actions you will take if behaviour is not as you want 
it to be.

10 Separate the young person from the behaviour
Always be clear that it is the behaviour that is being 
addressed not the young person. What they do is 
not the same as who they are. However, positive 
behaviour choices should always be associated with 
the person.

Good behaviour is all about choice – if we make 
the right choice we should be rewarded for this 
(nothing big, a smile, thumbs up, a “thank you” 
is all that is necessary), whereas if we make an 
inappropriate choice we accept the consequences of 
this, which may well be a meaningful sanction that is 
always followed through.

A positive behaviour classroom
So, how can we influence our students to make the 
right choices? Here are 10 more tips to try straight 
away in the classroom:

1 Describe the behaviour you want
“I need you to be quiet and listen” is going to be more 
effective than “there is too much talking in here”. 
The first statement tells students what behaviour you 
expect and what they need to do to be successful. 
The second statement is an observation – there is too 
much talking. And there is no follow up instruction to 
redirect learners back to the desired behaviour.

2 Never ask a question unless you want an answer
“I need you to sit down and get back to your 

etc). Ignore secondary behaviours and refocus your 
students on the behaviour your want – I need you to...

7 Follow up on issues that count
You should make decisions about what counts in 
your classroom. Some things will always count – 
protecting the rights of you and your learners to be 
safe, to learn/teach, and to be treated with dignity 
and respect for example – while some behaviours 
can be ignored until you are ready to deal with them. 
You need to decide when this is, but always deal 
with them.

8 Reconnect and repair relationships
You can only influence the behaviour of young people 
when you have some connection to them. Applying 
the necessary sanctions because of their behaviour 
choice may create some tension or resentment. You 
should seek to positively reconnect with the young 
person as soon as possible after correcting them, e.g. 
“how are you getting on?”, “do you need a hand?”, 
smile etc.

Remember that you have the power in your 
learning space and it is always the person with the 
power who should make the first move to build 
bridges and put things right.

9 Use only one formal warning
This can be a bit contentious since many schools 
have some form of stepped behaviour policy often 
involving three or more steps before a formal 
sanction. 

Always follow a school’s behaviour policy but, 
where possible, try to only give one warning. Here’s 
why: young people will naturally push boundaries 
as far as they can. If you give two, three or more 
warnings you are giving the message that negative 
behaviour can be extended two, three or more times 
further than if one clear warning is given. This can’t 
be good for positive learning in your classroom. Try 
to give one clear warning.

10 Be consistent
If you adopt just one of these behaviour strategies, 
adopt this one. Good behaviour, good learning and 
outstanding progress all have their roots in clear, 
consistent and positive behaviour expectations. Try 
to be consistent in everything you do.  SecEd

• Having spent more than 25 years teaching and 
leading challenging secondary schools across the 
UK, Steve Burnage is an expert practitioner, consult- 
ant, trainer and author in building positive parental 
engagement, improving senior and middle leader- 
ship, developing outstanding learning and teaching, 
positive behaviour management, and coaching and 
mentoring. Email him at simplyinset@gmx.com

B
ehaviour is a habit that is learned. 
Once we accept this stark fact, 
we have taken the first step in 
empowering ourselves to influence 
our students in learning new 
behaviours. If we want a child to 
learn to read, we teach them; if 

we want a child to learn to swim, we teach them; if 
we want a child to behave well in our schools we ... 
punish them when they don’t?

Positive behaviour management provides a range 
of tools and techniques that enable us to engage with 
our students positively, to develop success-based 
strategies to teach good behaviour; and to create 
a positive ethos in our classrooms that will better 
support outstanding learning and progress, whatever 
point we are in our professional development.

First steps 
The first step is to accept that we can’t make anyone 
do anything, all we can do is positively influence their 
behaviour. Ultimately, learners will make choices on 
how to behave.

Sometimes students will make appropriate 
choices and, on other occasions, they may make 
choices that could be deemed more questionable. 
They key to the problem is to develop strategies that, 
right from the start, encourage learners to make the 
most appropriate choices for the situation they are in.

So, here are 10 positive behaviour tips:

1 Be positive
Emphasise positive statements rather than negative 
ones. For example, “thank you for sitting down” has 
got to be better than “why are you out of your seat 
again?” since it focuses on the behaviour you want 
and doesn’t draw attention to behaviour you would 
rather not see.

2 Know your facts
Make sure you are familiar with the school’s 
behaviour policy and how this works in practice. 
But don’t be too quick to use sanctions. Effective 
sanctions will limit behaviour long enough to allow 
you to reward the correct behaviour, but they will not 
change behaviour. Rewards do this.

3 Use the school’s reward system
Regular and sustained use of praise and rewards, 
when justified, focuses learners on the attention 
they get for doing things right rather than drawing 
attention to the things they get wrong. Rewards 
change behaviour. Often emotional feedback is the 
most effective reward. A smile, thumbs up or “thank 
you” costs nothing and will reap its rewards tenfold.

4 Redirect towards desired behaviour
Rather than an enquiry into what a learner is doing 
wrong, draw attention to what is happening right in 
the classroom. For example, “thanks for listening” 
focuses on desired behaviour, whereas “there is too 
much chat in here” focuses on the behaviour we don’t 
want (in this instance, chatting).

5 Build positive relationships quickly
Meeting and greeting at the door, giving children 
responsibility and treating them with respect are all 
simple strategies that will help you to quickly build 
positive relationships with your classes.

6 Manage your own emotions
Children learn by watching our behaviour. We need 
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Achieving 
positive behaviour

There can be no 
discussion. You are the 
leader of learning in 

your class and you need 
to give a clear indication 

of what the desired 
behaviour is

‘

’ If you give two, three  
or more warnings you  
are giving the message 
that negative behaviour 

can be extended two, 
three or more times 

further than if one clear 
warning is given

‘

’

One of the biggest 
challenges for new teachers 
is behaviour management. 
Steve Burnage offers 
20 tips and ideas for how 
you can develop positive 
behaviour with your classes
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Planning my priorities for year 2...

L
ast week, I was invited back to the 
university where I trained to take 
part in an NQT conference. Six of us 
who completed the PGCE last year 
went back to talk to and lecture the 
current PGCE students. 

It was a strange experience 
going back and feeling so different; so much more 
confident and sure of myself than I was when I was 
sitting in their place listening to the previous year’s 
NQTs. 

Listening to their concerns and questions was a 
great exercise in evaluating how far I’ve come since 
I was in their position, and also how much there is 
still to achieve. 

The current PGCE class asked me questions such 
as, “how on earth do you plan outstanding lessons 
for every single class?!” Well the answer is you 
don’t. I’m sure I’m not alone in this view. It’s not 
possible. But this did make me think about an area I 
could develop in my own teaching. 

This year has been about survival. What can I 
do to survive from one day to the next? I know it 

achievements this year. When I was in their position 
last year, I was terrified of going into a full teaching 
timetable with scary, badly behaved classes. I 
knew my behaviour management was still not that 
good and it had been difficult to create positive 
relationships with challenging classes in the PGCE 
year. 

Now, one year later, I can say that I have 
successfully created positive relationships with 
every single one of my classes. They know I am 
strict but not unreasonable. They are respectful 
but they engage and debate. I can manage their 
behaviour. I know this seems pretty basic, but it 
was my biggest fear coming into this year and I’d 
say one of my biggest successes as I look back on 
my year. 

should be about teaching outstanding lessons and 
the progress of the students but it just hasn’t been 
this. I’m not sure any NQT can really honestly say 
that that was their priority this year.

One of the ways that I survived was by 
realising and accepting that I wouldn’t be teaching 
outstanding lessons for every single class every 
single day. Even when I write it now I feel a little 
guilty. But seriously, I don’t think it’s possible. Life 
happens, things get busy, and the next thing you 
know your class are working from the textbook for 
two lessons because you didn’t have time to create 
anything more engaging. I’ve tried to cut myself 
some slack this year, but this is something I want to 
tackle in the next year.

I want to try to take more time to plan more 
outstanding lessons. I want to rely less on textbooks 
for subjects that aren’t my specialism. I want to be 
an outstanding teacher all of the time – not just in 
observations. 

As teachers, we are graded on a system which 
creates this big lie – the lie that teachers teach like 
their observations all of the time. I can be graded 
as outstanding, get my positive feedback, leave the 
office and go and stick on a DVD for my next class 
and I’d still be an outstanding teacher (according to 
the system). I’m not saying I’m that extreme, but the 
lesson I teach the period after my observations is not 
the same standard as the lesson I just got judged on. 

This is what I want to try and change. I know it’s 
unrealistic to expect every lesson to be outstanding, 
but I want to make a higher proportion of them hit 
the mark.

Despite this sobering realisation, my day at 
the NQT conference did highlight some of my 

The kids seem to like me (most of the time) and 
the staff do too. I have a friendly and supportive 
relationship with my head of department and we 
work really well together. She values my hard work 
and input and she always has my back when I’m 
flapping around not knowing what I’m doing!

Other than settling in and creating really positive 
relationships with both staff and students in the 
school, I think my biggest success has been to be 
recognised as an outstanding teacher by the senior 
leadership team (despite the underlying guilt of 
knowing it’s not all the time). 

Up until a few weeks ago, I didn’t even think 
they really knew me. I’d had passing conversations 
and exchanged pleasantries, but other than when I 
was interviewed, I’ve had very little to do with the 
SLT.

But apparently they talk. They actually read my 
observations filled out this year and have passed 
them on to each other. They practically begged me 
to take on more exam classes next year (so I will 
only have key stages 4 and 5 on my timetable). It 
makes me happy to think that the hard work I’ve 
put in has been recognised, even if they don’t say it 
in so many words. 

I know I have a lot still to work on, but I can’t 
think of a better NQT year to have had. I’ve had all 
of the support I could possibly need, I’ve made great 
friends and lasting positive relationships and I’ve 
made good progress towards being the best teacher I 
can be. Roll on next year as an NQT plus-one! SecEd 

• SecEd’s NQT diarist this year is a teacher of 
citizenship, RE and humanities at a school in 
England. 

Every week, SecEd’s NQT 
diary follows the ups and 
downs of an NQT working 
in a school in England. As 
her NQT year comes to an 
end, our diarist reflects on 
how far she has come
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I
found the NQT year to be a little bit strange. 
You are a qualified teacher. But you’re kind 
of not.

Essentially you are no longer a trainee, 
but the school still keeps a pretty close eye 
on you. And you still have to jump through 
certain hoops in your first year that other 

“actual” teachers don’t have to do. 
But, as this year’s NQTs know by now, soon that 

is all over. Soon you are just one of the team. A fully 
fledged normal everyday teacher. Welcome to the 
gang! With this comes great responsibility. And as 
year 2 begins you will see full teacher timetables and 
many more modules of work to plan. 

If I could go back and give my nearly-RQT self 
any advice it would be this: use your gained time at 
the end of the school year to get on and make your 
September life easier. 

In our school, year 11 and 13 have left by May 
which means there is a much lighter workload and 
loads of time to get stuff done. However, I know that 
period five on a hot Thursday afternoon is, and always 
will be, the motivation zapper we all don’t need.

I entered into the fast-paced world of RQT life in 
September and everything came at once. One thing 
you learn pretty rapidly with schools is that there is 
no such thing as easing back into it. In September you 
hit the ground running and if you haven’t got yourself 
ahead of the game it’s going to be an uphill climb all 
the way to Christmas.

Get organised now. What modules of work need 

One of my favourite transitions after coming 
back in September after the break and beginning my 
second year of teaching was knowing that I was just 
like everyone else. No longer will you have to do an 
observation at a time different to anyone else. You are 
in the running race just like everyone else. 

However, that gives you another challenge. You 
still want to stand out. A lot of us crave career 
progression and now is your time to shine. You are 
still a fresh-faced teacher in a “big” school. Do 
something this year that makes you stand out to 
someone. It doesn’t need to be huge. There is so 
much that can be done. Try leading an assembly 
if you haven’t already. You could be a little more 
ambitious and lead a trip. It could be a local trip or 
you could go all out and take a group of students 
abroad. Get involved in a new extra-curricular activity 
or start a new club.

I think the most important thing that I took from 
my training and NQT year is that “every day is a 
school day”. So continue to channel that experimental 
trainee next year. Read around teaching on blogs, 
Twitter or in books. Keep improving your skill-set. 
Keep improving your work. 

planning/replacing/new content? Change them now. 
Trust me. There is nothing better than getting back 
to work on the first day of term and having your 
week planned out, most of your resources ready and 
nothing to get in the way. 

You will thank your past motivated self. Heck, get 
your class lists and sort out seating plans. Get books 
ready for your first lessons back. Tidy your desk 
(read: never going to happen). Change your displays 
for a great learning environment. 

The possibilities are endless. What I’m saying is, 
you know that list of to-dos? Try and cross off some 
of the ones that have made their way to the bottom as 
well as preparing for September.

There is another huge benefit to this. As teachers 
we always feel guilty when we aren’t working. By 
prepping now for next year you will not get “summer 
holiday guilt”. 

I know lots of teachers do work at different 
times and feel differently about this. But for me the 
holidays are a no-work zone. You need it to stay sane. 
Clock-off in July knowing that you are ready for 
September. It will be a hard push to do this but, again, 
you will thank yourself come September.

If you find you have a difficult student in September 
that you haven’t met before, then remember that 
someone, somewhere has a teaching tweak/technique 
for you to try. Worst case scenario it doesn’t work. 

Just because you are no longer an NQT doesn’t 
mean that you should stop asking for help when you 
need it. 

And your students will like the change now and 
then and other staff will want to steal your ideas too. 
And by all means let them: “Sharing is caring.”

To summarise: well done for getting to the end of 
your NQT year. You are at the end of a huge two-year 
journey and you are now “a real-life teacher”. Get 
ready for September. It won’t be easy but you and 
only you can make your life easier. 

Once you’ve put in the initial work, put your feet 
up, for six whole weeks. Then get going. Try new 
and old things in your classroom. Have fun with it. It 
won’t hurt. SecEd 

• The author of this article was SecEd’s NQT diarist 
during the last academic year. He is now in his 
second year of teaching as a teacher of science at a 
school in the Midlands.

I have successfully 
created positive 

relationships with 
every single one of 

my classes. They know 
I am strict but not 

unreasonable

‘

’

Last year’s NQT diarist for 
SecEd is now in his second 
year of teaching. He advises 
on what this year’s NQTs 
can expect when September 
(and year 2) arrives

In September you  
hit the ground running 
and if you haven’t got 
yourself ahead of the 

game it’s going to be an 
uphill climb all the way 

to Christmas

‘

’
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activities it is vital that you stick to them! It will keep 
any stress at bay and will ensure you are a person in 
your own right, not just a teacher. Put a copy of your 
plan up at work and at home. Hold yourself to account 
and encourage others to also hold you to account.

7 Know when you work best
The best NQTs are not necessarily those that get to 
school first in the morning. Know when you work best 
and, if you are a morning person, give yourself time in 
the morning. Otherwise, give the “night owl” free rein. 
Just don’t get yourself locked in the school building!

8 Consider the impact of your work
When time is limited always ask yourself “what will 
make the greatest difference to my pupils’ learning?” 
and prioritise that first. 

9 Avoid the black hole of perfection
Will that perfect image that you spent three hours 
trawling the web for really have an impact on year 
9? Will a primary class notice whether your clip art 
is perfectly coordinated across all of your resources? 
Design is important, but high-quality learning and 
teaching is more important.

10 Remember ‘you are a person not a job’
It will be easy to forget that a world exists outside of 
dry-wipe boards, Post-it notes and green biros. You 
might be tempted to spend your lunch break setting up 
for your next lesson, but it’s imperative that you get to 
know your colleagues, too. So, don’t be a stranger to 

the staffroom. And the same goes for spending time 
with your friends and family. Make sure that you plan 
and take time to be you.

Knowing how to say ‘no’
Learning to say “no” can take a lot of courage, 
particularly for NQTs, but developing the assertiveness 
to say “no” is a vital component of good time-
management. So how do we do it?

Many people are uncomfortable saying no because 
they do not want to disappoint others, have had nega-
tive experiences saying no in the past, or don’t want 
to be viewed as uncooperative. This can especially be 
the case for dedicated professionals such as teachers.

For many teachers, and particularly those in the 
early stages of their careers, saying no directly can be 
especially challenging, so here are some alternatives:

An NQT’s guide to keeping 
the plates spinning – Steve 
Burnage offers trainee and 
new teachers some tips on 
managing workload and 
wellbeing

S
ome would argue that it doesn’t matter 
how long you have been teaching, 
“workload” and “work/life balance” 
are not easy bedfellows. 

However, if any teacher is to get the 
most from what we know is a reward-
ing, challenging, sometimes frustrat-

ing, often exhausting career, workload and wellbeing 
need to be effectively managed right from the start in 
order to maintain our effectiveness as teachers, the 
degree of support we can provide for our learners – 
and the quality of our lives outside of our schools.

There is no real secret to being able to manage 
teacher workload and, thus, achieving a good work/life 
balance. However, there is one key skill that should be 
mastered right from the start of a teacher’s career: the 
ability to plan.

Failing to plan is planning to fail
So, here are 10 key tips to effective time-management:

1 A helping hand
Use free time management software. This 
link will take you to some of the most highly 
recommended and, best of all, they are free to use:  
http://bit.ly/2rOStep

2 Use a paper planner
You could use a “page a day” academic year diary, 
print off planning pages using MS Outlook or other 
similar software, or produce your own A4 weekly plan 
broken into hours of the day. 

Once you have done this, add your working com-
mitments for the year and then your personal commit-
ments for the year. You might decide to use separate 
colours for different types of commitments to make 
things visually clear. A little time spent on this will 
save hours of time and frustration later. This link will 
take you to a great free site for customised paper plan-
ners: http://bit.ly/2sS0qzi

3 Get a copy of your school’s calendar
Most schools will produce their own calendar of 
events both on paper and electronically. Make sure you 
copy all of these events across onto both any electronic 
planner you might use and onto paper planners or 
diaries. Put in a reminder for each event two weeks 
before the due date – do this for professional and 
personal commitments.

4 Time for fun
Make sure you build “fun stuff” into your weekly plans 
too. When are you going to visit the gym, prepare and 
eat meals with friends, go out for a drink, visit family 

and friends etc? These are just as vital to effective 
time-management as your professional commitments. 
Remember, you work to live you don’t live to work.

5 Review your workload
Check that you have realistically balanced the 
needs of lesson preparation, marking, meetings, 
and professional development commitments. This 
is particularly important in the early stages of your 
teaching career. Be quite ruthless about this since, 
to over-stretch yourself will lead to sleepless nights, 
stress and burn-out. If you need to, move work onto 
next week’s plan or even later so that each week 
becomes balanced.

6 Stick to your plans
Having planned your working week and personal 

•  “Thank you for considering me for this. Let me 
check my diary before I commit.”

•  “I appreciate you asking me. I need to take time to 
fully consider this...”

•  “I disagree with that decision. I would like us to 
talk through some of things that concern me.”

•  “Have you asked anyone else?”
•  “I have some professional/ethical reservations 

about taking this on.”
•  “Have we considered the larger implications of 

this?”
Remember that you’re saying no to X so that you 

can be better at Y and Z. As an NQT your colleagues 
and line manager have their own lives and their own 
issues, and are not likely as focused on you as you think. 
Having a good perspective of the “big picture” can be 
tremendously helpful – schools in the UK are under 
significant pressure to prove themselves and to show 
improvement. However, just because they are under 
extreme pressure, this is not a reason to put you under 
even more pressure. Effectively managing saying no 
is just one of many steps in ensuring that your work-
load is well managed and you move towards a better  
work/life balance.

Managing your wellbeing as an NQT 
To thrive in your NQT year (and not just survive) 
you’ll need to actively think about your wellbeing, 
but what does this look like in practice? As well as 
planning your time effectively and developing the 
skills that enable you to say no, here are five things that 
will contribute positively to personal and professional 
wellbeing:

1 Keep learning
Beyond the rollercoaster of what you will learn as an 
NQT, try to find personal time to learn new skills (a 
new language, craft or sport for example), or take up 
a new hobby and commit to it. Both of these can give 
you great satisfaction and boost confidence 

2 Give to others
Whether this be time/availability or giving to a charity 
(something that resonates with you personally that will 
make you feel good for it).

3 Connect and maintain relationships
It’s important not to forget who you are and keep 
contact with friends and family as this will help you 
maintain a work/life balance; don’t lose yourself in 
your work

4 Be active
Find an activity that you enjoy and make it part of 
your life. The commitment is important so make it 
something that you can do easily and regularly. It 
could mean joining the local gym but it could just as 
easily involve walking in a local park, swimming or 
playing a team sport.

5 Be mindful
Being mindful of you and how you are feeling is 
important as you need to recognise when things are 
perhaps getting too much and when you simply need 
a “breather”. By taking time out, this will allow you 

to refocus and return to teaching with a fresh head. 
This link will take you to some great free resources 
for mindfulness and meditation: http://bit.ly/2rBxzLl 

Keeping the plates spinning
Starting out on a career as a teacher can be one of the 
most rewarding decisions you will ever make; life as 
an NQT can be filled with joy and excitement as well 
as challenge, demand and exhaustion. 

You will have made the decisions to teach 
because you want to make a difference to children, 
you love your subject and you want to share what 
you know, understand and can do with the next 
generation. 

In order to do this well you need to follow the 
primary rule of first aid – “put yourself first”. If you 
manage your time effectively, develop the assertive-
ness and confidence to occasionally decline a request 
or two, and give yourself and your wellbeing time 
and attention, then you will become a well-rounded, 
well prepared and successfully NQT with the tools 
to handle the challenges that this demanding role 
will throw at you. SecEd

• Having spent more than 25 years teaching and 
leading challenging secondary schools across the 
UK, Steve Burnage is an expert practitioner, consult- 
ant, trainer and author in building positive parental 
engagement, improving senior and middle leader- 
ship, developing outstanding learning and teaching, 
positive behaviour management, and coaching and 
mentoring. Email him at simplyinset@gmx.com
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‘what will make the greatest difference to my 

pupils’ learning?’ and prioritise that first‘
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Getting time-management 
right
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managing saying ‘no’ 
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actions – showing pupils that, with rights, come 
responsibilities – as opposed to telling pupils what 
they can and can’t do. Therefore, a contract becomes 
enabling rather than restricting. The contract, once 
agreed, needs to be articulated to pupils and referred 
to as often as possible. 

2 Consistency 
It is important that your rules are (or appear to be) 
applied consistently: the rules – and the authority 
and respect of the teacher applying them – will be 
undermined if one person is punished for an offence 
while someone else, committing the same offence, 
escapes punishment or is punished differently.

Often, this is simply about effective 
communication: explaining what has happened, 
what action you have taken and why you think 
that action is appropriate (in other words, explain 
your rationale and explain how your decision is 
consistent with similar cases), and what will happen 
next.

3 Fairness 
It is important that your class rules are applied fairly 
and that everyone in your classroom feels they 
are treated justly. In practice, this means allowing 
everyone a right of reply. It is sensible to listen to a 
range of different opinions before taking action and 
to involve the “offender” in the process of agreeing 
the consequences for his/her actions.

Often, a situation arises because a pupil feels 
ignored. They are told off for something they did 
not do and are not allowed to explain. They grow 
agitated by this and may become confrontational. 

The best thing the teacher can do when trying 
to resolve the situation is allow the pupil the time 
and space to calm down then listen to them; allow 
the pupil to have their say without interruption. 
This does not mean contradicting the rules or what 
another teacher or pupil has said, nor does it mean 
being “soft”. It means being human, being the adult, 
being fair.

Once you have listened to the pupil’s point of 
view, explain how others may perceive the incident, 
ask the pupil to put themselves in other people’s 
shoes for a moment. Explain that you, as a teacher, 
also have to abide by rules and you too would face 
consequences if you broke them. By getting the 
pupil to see that he or she is not so different from 
their teacher you are again reinforcing the idea of 
fairness.

Having a strong presence 
in the classroom is one 
of the keys to becoming 
a successful and effective 
teacher. Matt Bromley 
offers some advice for 
trainee and new teachers

A
s a new teacher in a new school 
you will need to establish a 
sense of presence and authority. 
One way to do this is by 
“owning your classroom space” 
which can be achieved by means 
of body language, eye contact 

and tone of voice... 

Body language
Not dissimilar to the cat who, when under threat, 
arches its back to make itself appear bigger than it 
is, you too can increase your presence by striking an 
authoritative pose and standing in a grounded way. 

This might involve the use of gestures to 
punctuate what you say, as well as moving around 
the classroom, perhaps teaching from the back of the 
room occasionally or standing close to an inattentive 
or misbehaving pupil, in order to create a bigger 
presence as well as to signal to pupils that you are 
attuned to what’s happening in your room and intend 
to control matters in an unobtrusive way. 

We all have a side of our body that we instinctively 
favour. So whether you are right or left-handed, you 
need to be aware that you will tend to speak to the 
opposite side of the classroom. One way to get 
around this potential problem is to spend some time 
in your room prior to starting your new job so that 
you can try-out different sides and see how the class 
looks from all corners of the room. This will help 
you to decide where to place yourself in order to be 
most visible and effective, while having a good view 
of all the pupils.

Eye contact
Another way of establishing your presence is 
through the use of eye contact. You can create an 
aura around yourself by standing still and casting 
a net around the room with your eyes. Make eye 
contact with every pupil as you talk, and use eye 
contact to send a warning shot to pupils who are 
misbehaving or whose minds are starting to wander. 

Tone of voice
You need to sound assured and confident, calm and 
collected. You can use your tone and volume in 
order to express yourself. It’s best to avoid shouting 
wherever possible because you are the adult in the 
room, there to model mature behaviours. Shouting 
often means you’ve lost the argument. However, 
a rare and strategic verbal “dressing down” of a 
pupil, in order to make an example of them early in 
the year, can send a strong message to pupils that 
although you’re usually calm and reasonable, you’re 
no push-over either. 

Starting principles 
Once you’ve set upon the tone of voice and body 
language that best suit you and which project 
authority, and once you feel as if you “own” your 
space, you might want to think about the principles 
on which you intend to “run your room”.

For example, three principles on which I’ve 
operated my rooms (and which you may wish to 
adopt) are: openness, consistency and fairness.

If you do decide to adopt these, make them your 
own and communicate them as often as possible, 
both explicitly as well as implicitly through the way 
you speak and the actions you take…

1 Openness 
It is important that your class rules are known and 
understood, that every pupil in your class knows 
what is expected of them and understands the 
consequences they are likely to face should they fail 
to live up to those expectations. 

Ideally, pupils should be involved in the process 
of drawing up the rules or at least be consulted 
once they’ve been drawn up. It is important that 
your pupils feel your rules are reasonable and 
appropriate. 

Personally, I favour using a pupil contract which 
acts in much the same way as an employment 
contract: it states what is expected of pupils and 
what they can expect in return from you and the 
school. If pupils sign it, they feel more like adults; 
moreover, they feel that they have some ownership 
of the rules and are therefore duty-bound to obey 
them. 

A contract is about giving pupils ownership of 
their behaviour and of the consequences of their 

Rules and routines…
As well as developing a presence and setting the 
principles on which you will run your classroom, as a 
new teacher you will need to create a positive classroom 
environment which is conducive to learning. So what 
might this look like in practice?

1 Seating plans
Every teacher has his or her own preference about 
whether to arrange desks in rows, groups or a horseshoe, 
and this will depend largely on the age of the pupils and 
what best suits the subject you are teaching. Having a 
seating plan is not only convenient for you as a teacher 
but may also be welcomed by the pupils. Desks and 
tables should also be arranged so that pupils can move 
around safely. You also need to think about your desk 
– where is the best place for it to go? Front or back? 

2 Resources
If you are going into a class that has not been in regular 
use, it is possible that other teachers may have borrowed 
items from it. Check with colleagues who are teaching 
similar age groups or subjects about what you will need 
and equip your class similarly. Generally speaking, 
your head of department should supply you with all 
the essentials. 

The walls around an interactive whiteboard or other 
focal points in the classroom should be kept clear of 
distractions. However, this might be the best place to 

put learning prompts – such as the periodic table in a 
secondary science lab or a mnemonic reminding pupils 
how to analyse a text in English – and a poster setting 
out the class rules or pupil contract. 

3 Developing a growth mindset culture
One of the most high-impact actions you can take 
in order to create a positive learning environment is 
to engender a growth mindset culture. In short, this 
means creating an atmosphere in which mistakes 
are welcomed, pupils are encouraged to try hard 
and accept challenges, are willing to take risks, and 
value the importance of practice and re-drafting work 
in response to formative feedback in order to make 
incremental improvements and progress from their 
individual starting points. 

So what does a growth mindset classroom look like 
in practice? Here are five practical strategies which can 
help instil a growth mindset culture in your classroom:
• The use of frequent formative feedback so that 

pupils receive information about what they need 
to practise and can also see the progress they’re 
making and the results of their hard work.

• Articulating high expectations of every pupil so that 
pupils are challenged to do hard work and to take 
risks – and so that pupils challenge themselves to be 
the best they can be.

• Explicitly welcoming mistakes so that pupils know 
that making mistakes is not just accepted but is an 
essential part of learning and of making progress; if 
they don’t make mistakes they won’t get better.

• Engaging in deliberate practice, which is to say 
distributed, spaced and interleaved practice so 
that pupils make incremental improvements and 
improve both the storage and retrieval strength of 
the knowledge and skills they deposit in their long-
term memories for later use.

• Praising effort rather than attainment and hard work 
rather than aptitude, so that every pupil, irrespective 
of their individual starting point and background, 
can feel rewarded for trying hard and for making 
progress. SecEd 

• Matt Bromley is an education journalist and author 
with more than 18 years’ experience in teaching and 
leadership. He is the author of books for teachers 
including Making Key Stage 3 Count and Teach. His 
latest, The New Teacher Survival Kit is out now. Visit 
www.bromleyeducation.co.uk and follow Twitter @mj_
bromley. To read Matt’s archive of more than 55 best 
practice articles for SecEd, visit http://bit.ly/1Uobmsl
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Get your seating plans right

S
eating plans: the obvious question to 
ask is, do you really need them? In 
my experience, the answer is a strong 
yes. At a minimum, a seating plan 
helps with behaviour management 
by allowing you to use and learn 
student names from lesson one. A 

seating plan gives you control over the learning 
environment.

Before constructing a seating plan, you need to 
ensure that the desks and seats are in the arrangement 
that best suits your teaching style. There are two 
common arrangements for a classroom. The first 
is the traditional lecture style, the second is a more 
collaborative style with students grouped into pods. 

I would suggest you try moving desks around 
until you find the one that works best for you. When 
deciding, there are three questions I would suggest 
you keep in mind:
• Can all students clearly see the board that you 

will use to write and or project on? 
• Is there a position, preferably close to your board, 

from which you can address the class and see 
everyone’s face?

• Is there enough space so that you can freely move 
around the room and see what each student is 
working on?
Moving on to your actual seating plan, you can of 

course spend hours looking through data and student 
profiles, assuming you have access to them, to try 
and construct the best arrangement. However, my 
suggestion is to not spend a large amount of time 
trying to get it perfect first time. I have never had 
a seating plan that I didn’t change within the first 
two weeks. 

However, I would suggest that you check for any 
students who require a specific seat, often close to 
the board, due to medical reasons.

After this, I know that some teachers let students 
pick their own seat in the first lesson, but my advice 

who needs to be regularly monitored to ensure they 
progress. Think about where you will spend most of 
your time when teaching in your classroom and seat 
them a short distance away. This means they can 
quickly and quietly ask you for help, without drawing 
much attention from the rest of the class. This will 
also allow you to regularly check their progress and 
provide regular feedback. Just remember the best 
place is not always directly in front of you.

Students with medical condition
It is critically important that you know of any student 
medical issues that could affect the learning in your 
classroom as quickly as possible, if not before the 
students arrive. Students with visual or hearing 
difficulties will often need a specific position in 
your classroom. Sometimes this information is not 
accessible before your class arrives. In this instance, 
I would say “if anybody is unhappy with their seat 
let me know at the end of the lesson”. 

This ensures that students do not have to disclose 
medical conditions to you in public, although some 
will. You can also subtly look for indicators of a 
condition, e.g. glasses with tinted or thick lenses, 
and seat students accordingly. Some students will 
have medical leave cards and are best placed close to 
the exit. This means they cause the least amount of 
disruption possible if they have to leave.

is to avoid this. Allocating each student a seat in 
advance, allows you to learn names before the first 
lesson starts and reduces the occurrence of problems 
associated with students in friendship groups.

Either way, in the first lesson, you need to know 
the name of everyone in your class and where they 
are seated.

Another consideration is what information you 
should include on your seating plan. Start with the 
student’s forename, surname, and preferred name. 
If relevant, I would include any target or minimum 
expected grade and the student’s exam number for 
quick reference.

You should also include any SEN, medical 
and behaviour issues on your seating plans. For 
confidentiality reasons use a coding system. I use red, 
amber and green dot stickers to represent academic 
notes, SEN and medical notes, and behaviour notes 
respectively, with a letter code. 

For example, AEP on an amber sticker means 
the student has an allergy to a substance if eaten 
and carries an EpiPen. Take the time to include 
photographs of the students as it lets you spot when 
they move seat and is useful at parents’ evenings.

Eventually, you will want to make changes to 
your seating plan. This may be because of data, 
assessment outcomes, ability or behaviour. Based on 
my experience here are some suggestions to address 
some common student types.

Students who get easily distracted
A student who is easily distracted will often be 
moved to the front of the room, nearest the board and 
teacher. However, you will spend a lot of time among 
the students helping them progress, so the front may 
not be the best place. 

Allocate a seat that allows the student an unbroken 
line of sight to the board and allows you a clear line 
of sight to them and their work. Avoid placing them 
in a seat facing a window or wall. I have found that 
an end of row seat can also help a student to focus. 

Two students who will not stop talking
It is tempting to place a hard-working quiet student 
in between two more talkative students. However, 
this often ends up with the hard-working student 
getting distracted and/or frustrated, as the more 
talkative students talk over them. If students are too 
talkative together spread them out as far as you can. 
If necessary, find an isolated part of your room and 
place one of the students there. If possible, make sure 
they are directly facing you so you can see what they 
are doing when you are addressing the class.

Students who are not progressing
This applies to the student who is making the effort 
but is not getting the results, the student who needs 
a lot of regular support to progress, or the student 

Disruptive students
There are an endless number of reasons that students 
become disruptive. Your seating plan will often not 
resolve the underlying issues, but will influence the 
impact a disruptive student has on the learning in 
your classroom. You will just have to keep shuffling 
your seating plan until you get the best arrangement. 

Look for other students who act as a trigger for 
the disruptive student and separate them. Maybe 
the disruptive student is actually struggling with the 
work and needs to have you close so they can ask 
for help. 

Depending on your school’s behaviour 
management policy, you may have to send a student 
out of your lesson for continued poor behaviour. If 
a student is removed from your lesson regularly, I 
would suggest seating them close to the exit so they 
cause the least amount of disruption possible when 
leaving. 

Creating a seating plan that works takes time, 
experience and a bit of luck. If a student is having 
a negative impact on teaching and learning on a 
regular basis, then shuffle the seating plan. SecEd

• Gerry Mallaghan is an experienced teacher of 13 
years, currently working at Lutterworth College in 
Leicestershire.

How to become an effective form tutor

A 
form tutor is vital to the pastoral 
care of pupils, and the role is crucial 
to the efficient running of a school.

A form tutor can be akin to 
a pupil’s second parent (the first 
point of contact pupils will turn to 
for help and advice) and their tutor 

group’s base-room can feel like a pupil’s second home, 
a place they sense they belong and are kept safe. So 
what are the secrets of being a successful form tutor?

It’s the little things in life...
It is often the little things a form tutor does that make 
the biggest difference to a pupil’s experience of school. 
A form tutor’s small daily routines can help pupils 
feel supported and cared for which, in turn, can enable 
pupils to do their best academically, as well as grow 
emotionally and socially.

For example, it is likely that every day a form tutor 
will: take the register (perhaps twice), check uniforms, 

or writing and answering emails about their pupils’ 
progress and behaviour.

• Helping to prepare and give an assembly.
• Receiving or giving feedback to the pupil council.
• Doing something for your chosen charity.
• Teaching or reinforcing study skills, such as how to 

debate, research, give feedback, work independently, 
and so on. 

First impressions count
As a new teacher in a new school, you will need to 
establish yourself as a form tutor and the best place to 
start is by doing your homework.

Before you even meet your new tutor group, 
for example, you need to read and understand your 
school’s policies on a range of pastoral matters, such 
as uniform, chewing gum, coats, entry to and exit 
from classrooms, and so on. You also need to obtain 
an accurate and up-to-date list of pupil names for your 
tutor group from your pastoral head and then research 
each of them.

Of course, you cannot possibly be expected to read 
every pupil’s file in detail, but it is worth asking for 
some pointers on any vulnerable pupils, such as looked-
after children, those eligible for free school meals, and 
those with SEN or disabilities. Your school’s SENCO 
will probably have sent everyone a list of pupils, and 
these are likely to contain a brief pen portrait or, at the 
very least, a few notes. 

As well as familiarising yourself with your tutor 
group, you will need to acquaint yourself with your 
tutor room.

Try to visit your tutor room before the summer 
and secure a set of keys. Your base-room might not 
necessarily be your teaching room, so you will need to 

and give out notices or information to individuals or the 
whole tutor group.

But, in addition to this, most days a form tutor will 
also find themselves:
• Talking to pupils, and listening to their discussions 

in order to pick up on any current issues.
• Dealing with various problems, including missing 

PE kits, late homework, detention disputes, lost 
locker keys, mobiles or letters from parents, and 
child protection issues.

• Keeping an eye out for anyone who seems upset or 
unusually quiet.

• Being given letters, notes, forms (even if they are 
supposed to be given in elsewhere) to distribute or 
deal with.

• Lending out equipment such as pens and pencils 
(and maybe even money).

• Running, or being involved in, some kind of 
activity, an assembly, or a tutor programme (such as 
enrichment, citizenship, PSHE, and so on).

Less often, perhaps weekly, fortnightly or termly, a 
form tutor might also find themselves:
• Checking that planners are being used appropriately 

and fully, and are being signed by parents/carers.
• Holding a tutor group discussion of some kind.
• Processing and recording pupils’ merits, awards, 

detentions, homework, problems, complaints, etc.
• Meeting to mentor or coach one or several pupils 

for either academic or pastoral reasons.
• Dealing with a pupil’s home in some way – by 

letter, phone call, email, text, via a note in their 
planner, etc.

• Taking part in some kind of year/key stage/house 
event.

• Discussing one or several of their pupils in depth 

find out whose classroom it is and establish a positive 
working relationship with them and any support staff 
involved, such as the technician or cleaner, from 
the beginning. You will want to agree on which 
noticeboards you can use, for example, and where 
pupils are allowed to leave their bags, coats and books, 
as well as how the room should be set out. 

At the start of the year (or on a transition day before 
the summer) when you meet your tutor group for the 
first time, you will need to establish your personality 
and authority straight away. 

A seating plan can help to show that you are in 
charge of your room and can also help you learn names 
more quickly. Seating plans enable you to establish 
your authority and to get to know pupils, while also 
encouraging them to work together as a team. A plan 
can help you to break up any cliques that may seem 
unhealthy or exclusive. 

You should try to avoid talking too much in those 
early days. Your pupils will be dying to chat too and 
to get to know their new classmates, so you could put 
them in pairs to get on with the essentials together and 
you should try asking rather than telling, when you can. 

Humour works well, as do quizzes and games, to 
help lighten the otherwise boring but vital administrative 
duties that must be carried out at the start of a new 
school year. For example, having a couple of year 9 
pupils visit each tutor group in appalling uniform and 
then giving points for each infringement noted, is more 
fun and memorable than simply talking through the 
correct uniform list. SecEd

• Matt Bromley is an education journalist and author 
with more than 18 years’ experience in teaching and 
leadership.

As a new teacher, one of 
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of a form tutor. Matt 
Bromley offers some 
guidance and advice

Seating plans are one of 
the main weapons in the 
teacher’s arsenal to help 
achieve good behaviour 
and progress in lessons. 
Gerry Mallaghan offers 
his tips
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Moving from trainee teacher to NQT

I 
am currently a deputy head in an inner city 
comprehensive with a fully inclusive intake. 
I’m responsible for (among other things) all 
of our PGCE students, NQTs and second and 
third year teachers. 

It’s not all on you!
The good news is that you are not expected 

to know everything and to be perfect as an NQT. We 
know that you are still learning and it is our job in the 
senior leadership team to support you and to help you. I 
am also responsible for second and third year teachers. 
That’s because we know they are still learning too. In 
fact, we like to create a culture which acknowledges that 
we are all learning and however “long in the tooth” you 
can still make incremental improvements.

Your school should provide a comprehensive training 
programme for you on top of the whole-school CPD 
plan and this training should be targeted at beginning 
teachers. The CPD should be regular (ours is weekly) 
and should provide a balance between pedagogical 
improvement, practical admin-type things that will help 
you in your practice, and professional habits.

spending your own time in a silo working things out 
for yourself. We got caught out this year by not having 
a short session on data entry on SIMS. Not wildly 
exciting, but then several NQTs entered the data in the 
wrong place which later caused unnecessary stress and 
headaches all round. Completely our fault, though. 

Be aware of your conduct
The professional conduct sessions have sadly become 
necessary because we have found that some NQTs, 
fresh out of university still carry with them the student 
lifestyle. If you work in some other jobs, you have time 
to grow into it and may even be treated with less respect 
as a rookie. This doesn’t work in education. I am not 
saying that you can’t have friends, that you can’t let off 
steam, that you can’t feel stressed when everything is 
going wrong, but there are ways of doing it.

If things are getting too much for you, speak to 
your line manager in a proper meeting and let them 
help you out. Most importantly, help yourself out. Be 
on time every day. Give yourself enough time to do the 
printing you need well before your lesson so there is 
no last-minute panicked running around. Acknowledge 
that everyone has their own issues going on and that you 
may not be seeing the whole picture. 

Follow the dress code. I am saying this because 
irritating things like this get in the way of the senior 
leadership team seeing your fabulous teaching and your 
developing relationships. It also means that in a year or 
two when you are confident in your teaching and you 
feel ready to move up the career ladder (I know -– it 
feels impossible, but it will come!) you will not need to 
change the perception that you are immature at best and 
unprofessional at worst.

Improving classroom practice is obvious and should 
also be balanced by regular observations from a variety 
of your colleagues. Your in-school mentor should be 
seeing you every couple of weeks and most importantly 
should be providing high-quality feedback to allow you 
to improve step-by-step. 

This feedback should focus on one or two (maximum) 
points to focus and work on and these should be 
observed the next time they come in. If, for some reason 
you are not getting the support you need, talk to your 
mentor first and ask for more. If this doesn’t work, speak 
to the senior leader who oversees all the NQTs. Failing 
this, you should contact the NQT representative at your 
local authority (they are fabulously bossy with schools 
who don’t do as they are told).

Don’t try everything all at once
One mistake many NQTs make (I did!) is to try and 
take on everything at once. If you take only one thing 
from this article, let it be this: you cannot do everything 
at once! So, if you are focusing on planning effective do 
now/starter activities to ensure a focused introduction 
to every lesson, focus on this, experiment and try new 
ideas, speak to other colleagues and see what works. 
Your mentor should keep working with you on this until 
it improves and then you can move confidently onto 
something else.

Remove stress by learning the boring bits
The admin-focused sessions aren’t the most exciting 
but they do help a lot. They remove unnecessary stress. 
For example, if you need to upload homework to the 
school’s software programme having the time and space 
to be shown how to use it properly means you aren’t 

In my first year of teaching I was mentored by an 
incredible woman who was efficiency personified. She 
had a laser-like focus on what I needed to work on, one 
step at a time and she was fierce! I remember her having 
some pretty harsh words with me when I got behind on 
my marking (you will, too!) and she pointed out that it 
wasn’t going to go anywhere so I might as well get on 
with it! 

I sometimes felt stung by her words, but later on, 
when I had licked my wounds for a while, I could 
see that she was right and, since I worked with her, I 
too have become a real advocate of telling the truth to 
NQTs, and to all colleagues. Honesty is essential if you 
are going to improve.

Focus on what’s important
Do yourself a favour and make your NQT year all 
about teaching and learning – yours and the students. 
The students will thank you, your mentor will support 
you and you will develop amazing relationships with 
awesome colleagues who will always go the extra mile 
to help you out. 

Your NQT year is a partnership between you and the 
school where you should be supported and challenged 
to develop in all areas of your practice and where you 
should build habits of openness and reflexivity that will 
help you flourish throughout your career. Good luck – it 
works out fine in the end! SecEd

• Victoria Tully is the deputy headteacher at 
Fulham Cross Girls’ School and Language College 
in London. She is also a participant on Ambition 
School Leadership’s Future Leaders programme. Visit  
www.ambitionschoolleadership.org.uk

School leader Victoria 
Tully offers some insights 
into the kind of NQT support 
that trainee teachers should 
expect from their schools 
from September
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Common challenges for the NQT

Job applications
Adopting a “show me, don’t tell me” approach to job 
applications is essential according to Luke Haisell, a 
literacy coordinator based at Brockhill Park School in 
Kent.

He explained: “For example if you’ve taught year 7 
tell them about your classroom management and how 
students have made progress. And give specific details, 
not sweeping statements.”

Research is also key to a successful application for 
interview: “Read up on the school’s Ofsted reports and 
how the school is portrayed in the local media to get 
a sense of what its strengths are and what it needs to 
improve on. For example, if the school needs to push 
for higher student attainment, demonstrate in your 
application how you could help to achieve that,” he 
advised.

Application forms for teaching posts vary and can be 
lengthy and time-consuming to complete. To make your 
application stand out Alison Wood, an English teacher 
at Hillhead High School in Glasgow, recommends 
highlighting your skills by giving specific examples of 
skills gained during teaching practice, such as showing 
why you are an effective communicator. 

Interviews
Preparation is essential when you are gearing up for 
your first interview for a teaching post. Ms Wood says 
it is helpful prior to your interview to read the school 
handbook to get an “impression of the school’s vision 
and values”. She also recommends visiting the school’s 
website “to get a sense of what extra-curricular activities 
exist”.

When preparing for your interview she added: 
“Make a big list of potential interview questions broken 
down into different areas, such as teaching, learning, 
behaviour management, and whole-school activities.” 

It can be helpful to have practice interviews to help 
prepare for the real thing. Ms Wood continued: “I asked 
my headteacher if they would give me a formal mock 
interview. It was the best experience, and made things 
much less nerve-wracking when I had my first job 
interview.”

She recommends that NQTs and trainees should not 
be overly formal when being interviewed as it prevents 
their personality coming through: “Remember that 
interviewers don’t just want to hear about what you’ve 

and asking pupils who are talking over each other to stop 
– even if it meant waiting for several minutes.

School work, including homework, needed to be 
completed on time and to the best of the students’ ability. 
If students didn’t meet those requirements he would use 
measures, such as a phone call home, or detention.

Lesson observations
Preparing for that first lesson being observed as an NQT 
can be a nerve-wracking experience. But the teachers 
we spoke to advise beginning teachers not to feel that 
everything that happens in that lesson should be a 
perfect performance. 

“I know in some schools there’s that premise that an 
observation should be all-singing and dancing and bells 
and whistles,” Mr Haden said. Instead, when he was first 
observed as an NQT, “I didn’t do anything different”. 
But during that “normal” lesson – as with any lesson he 
gives – the first time he was observed he aimed to teach 
something “new and fun”.

While factors such as learning progress, classroom 
management and teacher-student relationships may be 
part of the NQT observation process, it is also important 
to remember the value of that lesson and what you 
are trying to achieve for your students, regardless of 
how you may be judged on your performance, and to 
appreciate how the students perform in your lesson at 
that time. “Observations are always worrying. Take 
a step back and take time to praise your students and 
appreciate their work,” Mr Morrison added.

Becoming a form tutor
Being responsible for a form group for the first time 

done – they also want to know about the kind of person 
you are when you’re in front of a class. So try and relax.”

Interviews for a post may involve teaching a class, 
which can be daunting when you don’t know their 
abilities and needs. Mr Haisell suggests emailing the 
head of the subject that you would be teaching at the 
school to find out about the different learning needs of 
the class you will be teaching.

“For example, if you are teaching English, and some 
students have special needs, you can plan the lesson to 
meet different needs,” he explained.

Mr Haisell’s first interview involved teaching a year 
8 English lesson. His aim was to show how students had 
progressed in their learning. So he prepared a descriptive 
writing lesson where students were asked to write about 
being by the seaside. To encourage those thoughts: “I 
asked them to close their eyes; I put a fan on, sprayed 
water around and then asked them to write about their 
feelings about the seaside.”

After this sensory experience, he says the students 
“were all engaged and produced good pieces of 
descriptive writing”, which were reflected on to see how 
their writing had improved.

Being “creative, passionate and enthusiastic” is a 
lesson to be followed from the first moment of that first 
teaching interview, he believes.

First day as an NQT
For Andy Morrison, an English teacher at Christopher 
Whitehead Language College in Worcester, the first time 
he taught as an NQT gave him “a surge of confidence”.

“It was fantastic to have that first day as a teacher, 
with students writing your name on the front of their 
books,” he recalled.

When you are a trainee you have the reassurance and 
feedback from experienced teachers. But then you have 
to “go it alone” and it can leave NQTs feeling concerned 
and insecure. 

Mr Morrison drew on his existing experience of 
the school to produce some introductory exercises for 
classes when he started as an NQT. He asked students 
to write a letter about what they thought they were like, 
and what they hoped to get from their time at school.

He chose this exercise as his first teaching lesson 
to help best understand his students’ needs and their 
personalities. He added: “You realise from personal 
experience that faced with that first day of school kids 
may feel confident or shy, so it’s nice to have a ‘level 
playing field’ where they can all write about what 
they’re like.”

As well as getting to know students through such 
exercises, it is also important to set the tone for future 
lessons. When James Haden, a chemistry teacher in 
Worcestershire, began his first day as an NQT he set out 
his “ground rules” in the classroom via a PowerPoint 
presentation. 

He believes it is important to stick to those rules 
as “it’s about consistency”. For Mr Haden that meant 
having a seating plan to help target students in need of 
more attention by placing them at the front of the class, 

can be one of the most challenging but rewarding 
experiences of life as a new teacher. Mr Haisell says 
being a form tutor has been “the highlight of being an 
NQT”.

Form tutors have the opportunity to encourage 
students to talk about a variety of issues with their group, 
from “emotional wellbeing to CV writing”.

Form tutors can sometimes feel like surrogate 
parents, as they are the first point of call when it comes 
to students’ welfare. But Mr Haisell’s training on being 
an effective form tutor has helped him to ensure that 
when taking on this pastoral role for the first time he is 
also able to draw a line between being “approachable 
but not a friend”. “You’re a guide,” he added.

Mr Haden believes that while it is important to 
“try and be as approachable as possible”, if there are 
particular issues, such as conflict between two students, 
he will pass that information on to the relevant manager 
such as the school head of year. 

“Be mindful of your welfare, try not to get too 
involved, and be mindful for yourself,” he added.

Some schools now favour a mixed age form group 
approach where year 7s find themselves in a form group 
with year 11s. Managing that mix of students with 
different abilities every day can be challenging but also 
enjoyable. 

Mr Morrison also enjoys planning form tutor time, 
which could be anything from a general knowledge quiz 
to asking students to share funny stories “to ensure there 
is a nice relaxed atmosphere”. SecEd

• Kathy Oxtoby is a freelance journalist and former 
secondary teacher.

Kathy Oxtoby speaks to 
recently qualified teachers 
to seek advice about the 
common challenges that 
trainee teachers will face
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