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Overview 
The Quality Assurance (QA) process for Phase One trainees ensures that all required aspects of training are in place, mentors are supported, and trainees are progressing effectively. The process also offers an early check on how trainees have settled in, placement suitability and that standards are being met and adhered to. This process consists of pre-QA meeting preparation, a structured QA meeting where possible, or, if not, a key information form to be completed by the in-school Mentor, as well as a post-meeting follow-up to confirm next steps and to reiterate points discussed. 
Step 1: Pre-QA Meeting – Mentor receives information about QA, including what can be expected 
Purpose: To prepare Mentors adequately so that they understand what is to be required of them and what questions will be asked in the QA Meeting. This is important for their own preparation and should increase both engagement and attendance. This will also allow some Mentors to complete the key information form ahead of time, or instead of the meeting should they be unavailable for any reason.
Pre-QA Meeting Online Form (Completed by Mentor) 
Section 1: Basic Information 
- School Name: 
- Trainee Name & Email: 
- Mentor Name & Email: 
Section 2: Trainee's Teaching Experience 
- Subjects & Year Groups Taught: 
- Teaching Hours Per Week: 
- How regularly is the trainee observed? (Weekly / Bi-weekly / Monthly / Not at all) 
  - If Not at all, why? 
Section 3: Mentor-Trainee Engagement 
- How often do you meet? (Weekly / Bi-weekly / Ad-hoc) 
- Does the trainee engage well in mentor meetings? (Yes/No) 
  - If No, what is the main challenge? 
Section 4: Professional Conduct & Training 
- Has the trainee completed their school induction? (Yes/No) 
- Have they completed Safeguarding & Prevent CPD? (Yes/No) 
- Do they understand key school policies (behaviour, assessment, marking)? (Yes/No) 
Section 5: Progress & Support Needs 
- Is the trainee meeting expectations? (Yes/No) 
- Any concerns about their confidence or progress? (Yes/No) 
  - If Yes, what support would help? 
Upon submission, the mentor is redirected to schedule the QA meeting. 
Step 2: QA Meeting – Discussion & Action Planning 
Purpose: To evaluate the trainee’s progress, provide support, and agree on next steps. 
QA Meeting Agenda 
1. Review Pre-QA Form Responses (Mentor & PC) 
2. Discuss Trainee’s Strengths & Development Areas 
3. Identify Additional Support Needed (if any) 
4. Agree on Next Steps & Responsibilities: 
   - Trainee Actions (e.g., complete CPD, refine lesson planning) 
   - Mentor Actions (e.g., increase observation frequency, offer targeted feedback) 
   - Grad2Teach Actions (e.g., provide additional training, monitor progress) 
5. Schedule Next QA Meeting 
The Partnerships Coordinator (PC) completes the QA summary and sends a follow-up email. 
Step 3: Post-QA Meeting – Follow-up Email (PC Completes & Sends) 
Purpose: To confirm agreed actions and hold all parties accountable. 
Post-QA Meeting Email Template 
Subject: [QA Meeting Summary] – Next Steps for [Trainee Name] 
Dear [Mentor Name], 
Thank you for attending the QA meeting on [Meeting Date] for [Trainee Name]. Below is a summary of our discussion, including agreed actions and next steps for Grad2Teach, the School, and the Trainee. 
Summary of QA Meeting 
- Trainee Name: [Trainee Name] 
- Mentor Name: [Mentor Name] 
- School: [School Name] 
- Grad2Teach Representative: [PC Name] 
- Next QA Meeting Scheduled For: [Next QA Meeting Date] 
Trainee Progress Check 
- Overall Progress: [Meeting expectations / Some concerns / Not meeting expectations] 
- Key Strengths Identified: [E.g. Strong classroom presence, good subject knowledge] 
- Areas for Development: [E.g., Lesson planning, differentiation, behaviour management] 
- Additional Support Needed? [Yes/No – specify if applicable] 
Agreed Actions & Next Steps 
	Action 
	Responsible Party 
	Deadline 


Follow-Up Plan 
- Our next QA meeting/check-in is scheduled for [Next QA Meeting Date]. 
- If any concerns arise before then, please contact [PC Name] at [PC Email]. 
Final Confirmation 
To confirm agreement on the next steps, please reply to this email by [Deadline] with "Confirmed" or any required amendments. 
Best regards, 
[PC Name] 
Grad2Teach Partnerships Coordinator 
[PC Email] 
[Your Contact Number] 

Post-QA Form Completion Email Template (where QA Meeting has not been attended)
Dear [Mentor Name], 
Thank you for completing our QA Form on [Meeting Date] for [Trainee Name]. Below is a summary of your notes, including suggested actions and next steps for Grad2Teach, the School, and the Trainee. 
Summary of QA Form Outcome 
- Trainee Name: [Trainee Name] 
- Mentor Name: [Mentor Name] 
- School: [School Name] 
- Grad2Teach Representative: [PC Name] 
- Next QA Meeting or Check-in Scheduled For: [Next QA Meeting Date] 
Trainee Progress Check 
- Overall Progress: [Meeting expectations / Some concerns / Not meeting expectations] 
- Key Strengths Identified: [E.g. Strong classroom presence, good subject knowledge] 
- Areas for Development: [E.g., Lesson planning, differentiation, behaviour management] 
- Additional Support Needed? [Yes/No – specify if applicable] 
Agreed Actions & Next Steps 
	Action 
	Responsible Party 
	Deadline 


Follow-Up Plan 
- Our next QA meeting/check-in is scheduled for [Next QA Meeting Date]. 
- If any concerns arise before then, please contact [PC Name] at [PC Email]. 
Final Confirmation 
To confirm agreement on the next steps, please reply to this email by [Deadline] with "Confirmed" or any required amendments. 
Best regards, 
[PC Name] 
Grad2Teach Partnerships Coordinator 
[PC Email] 
[Your Contact Number] 
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