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The (UN) Official Guide to Completing the New Scheme Teacher Accreditation Report 

 

1. Introduction 

The idea of completing a set of documents alongside learning to teach has become an issue for many New 

Scheme Teachers (NSTs). The aim of this guide is to offer some help from those who have gone through 

the system (or who are involved in administering it) to those who are trying to do it. The aim is to produce 

a series of tips, tricks and requirements that will make the process (hopefully) a little easier.  

 

2. What this document is… 

• A brief guide to completing the paperwork for the Institute of Teachers and Dept of Education and 

Communities; 

• A series of work samples, annotated, that highlight key requirements and good practice. 

 

3. What this document is not… 

• This is not a DEC/Institute of Teachers policy statement; 

• it does not take into account small changes that might be instituted at any time by the Institute of 

Teachers and/ or DEC; 

• The only way forward to completing the report (but it is one method that has been seen to work!). 
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thanks. I have also benefitted from the generous help of the following DEC teachers who have provided 
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We hope you find this document of use and that it will answer many of your questions. 
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1. Starting Out 

Your first task should be to get the relevant documents from DEC and NSW Institute of Teachers.  

Currently, this means: 

• DEC – Accreditation of New Scheme Teachers at Professional Competence; 

• IoT – Information for New Scheme Teachers 

In addition, since many NSTs will be in casual or temporary situations, it is worthwhile getting an evidence 

diary from the IoT. This can be a valuable resource. If you are teaching across a number of schools and 

locations, you can keep an accurate record of what you have achieved, which will make documenting the 

evidence that much easier (you won’t need to submit it but it will make life easier). 

 

2. Practicalities of Producing the Evidence for Accreditation 

One of the aspects we’ve found most common is that there is so much paperwork and advice given that it’s 

impossible to know what is useful and when to use it. That’s where this guide comes in. It gives you the 

basic ideas of what to include, how to sort it out and how to arrange your work with minimal fuss. So, 

turning to the finished product, what is it and what does it contain? 

 

• What is it? – a collection of evidence and specific documentation that must be able to fit into an A4 

plastic sleeve; 

• What does this mean in practice? 

o In total, about 25-30 pages A4, single sided; 

o A range of evidence (more about this later) to support your claims; 

o Evidence of authenticity of work: 

� Initials of NST and Principal (or designated other) at the bottom right of each page; 

� School stamp on the back of each sheet. 

 

3. Contents 

So, you’ve got about 30 pages (max) to convince the world you know what you’re doing? Well, yes and no. 

You won’t be submitting material unless it’s fairly obvious it’s going to go well (there are already 

procedures in place if this doesn’t look like happening). Also, you don’t need to reproduce everything 

you’ve done. The aim is to produce a snapshot of what you can do with your students. It should show that 

every element in the IoT standards is covered but not every standard needs to be tackled (some of those 

in element 7 are less easy to come by for the NST for example). The key is to show what you can do and 

how you have done it. You do this by producing evidence from a range of sources and demonstrating 

where you have met the standards. This will become clearer later when we look at specific annotated 

examples. 

 

3.1. What can (or should) be included? 

• Evidence sheet completed by your Principal (or someone they have designated to do the job) 

outlining the ways in which you fulfil the IoT requirements. This is written in formal language 

mirroring the documentation handed out – this is the official, standard documentation that needs 

to be completed. Most importantly for you, in the right hand column is the evidence you have 
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submitted to back up these claims. You don’t have to worry about completing the form (it’s done 

for you, you sign it and it starts your evidence folder) but it might be useful to look at the range of 

evidence that could back up these claims. We’ll come to this later on. An example of this 

documentation can be seen below; 

• A one-page guide showing what evidence you have submitted. This is discretionary but now seen as 

almost universal. It’s a simple table of evidence versus standards. It shows what evidence claims to 

meet which standards. It has the advantage of helping you make sure you’ve got everything sorted 

out and allows you to get a spread of evidence across the standards; 

• The evidence you are submitting. There’s more about this below. 

 

3.2 What makes good evidence? 

It’s clear that certain types of evidence and approaches to the work are 

going to demonstrate your ability better than others. Based on the work 

we’ve seen, here are the best ideas: 

• Coverage – make sure you have a wide range of settings 

(years/groups/subjects) as far as possible. For Primary schools this might mean just one class but 

have a range of subject content (and the opposite for Secondary schools). Likewise, there should be 

a fair range of evidence types and not just lesson plans or programs etc. 

• 2-3 pages - you’ve only got about 30 pages so you need to be selective about what you choose. 

Some evidence contains many pages of basically the same material. If it doesn’t add something 

new, don’t fit it in! 

• Annotated – the best evidence shows explicitly where the NST has modified it. This can be done 

using text boxes or handwriting but there should be some obvious notation that demonstrates you 

can take what you are given (or have produced) and changed it in light of experience; 

• Focussed – where precisely did part of your evidence meet a given standard? Write it in a text box 

or call-out – “this shows evidence of standard x because I’ve done y” or similar; 

• Attributed – this is a weaker area but one worth pursuing. You see a whole program that no NST 

would be asked to make and it’s submitted as evidence. What is it trying to show? The best 

evidence takes a program (for example), notes that it comes from the Faculty/School and then 

shows how it’s been used and modified by the NST. This demonstrates you can both follow the 

school’s policy and modify it to suit your specific situation; 

• Linking – if possible, try to link different evidence to the same cohort e.g. markbook page linked to 

an assessment task linked to a lesson plan. 

• Claims against Standards – tricky. The aim is to claim a range of standards but not too many. For 

example, a one-page flyer claims 10 standards? Unlikely! However, 3 pages claiming only 1 

standard, is too few. For balance, 4-6 seems to be the right number as evidence often covers a 

range of elements. 

• Make sure NO names are visible. You’ll be submitting sensitive data about your students and the 

wider school community. With all of this there’s one crucial caveat that must be adhered to. In 

Word you can put a black text box over names; in Acrobat you have the ‘redact’ option. In paper 

versions you can use a felt pen but it might need more than one photocopying to be completely 

covered. 
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 4. Evidence 

The aim here is to show actual examples and provide a commentary about what features make it a good 

sample. The list is by no means exhaustive but it should give you an idea of what to include and how to go 

about it. Before we look at cases, here’s a table listing the most common types of evidence and where/why 

they might be most effective in showing your quality. 

Evidence Type Elements Comment 

Assessment information e.g. instructions to 

students 

3 Vital in showing how you have translated your teaching into their 

learning. Shows how you develop tasks according to the needs and 

abilities of your students. Probably best to keep to one or two 

examples since these are common across subjects/years. 

Class management policies and agreements 4 Not too common but a useful way of showing how you choose to 

manage your classroom. It might be even more useful if a survey 

were developed, results shown and then the resulting policy. It would 

fit easily into 2-3 pages 

Communications with staff/parents etc. 2,7 Letters/emails/interviews you have written, received or taken part in. 

Make sure no names or any identifying features are visible. This looks 

best when you have a sequence of events showing how you handled 

the situation (might include meeting notes with HT/DP etc. 

Lesson notes 1,4 Almost universal but possibly overused. Make sure you have 1 or 2 of 

these ideally from completely different settings. They show how 

you’ve taken the program and developed your own ‘teacher voice’ 

about what you want to say. 

Mark sheets 3 Excellent evidence about the workflow of your students. Make sure 

all names are removed. Best to have a number of tasks marked – 

shows continued reflection on their learning. 

Open Day literature 7 Many NSTs get involved in open Day activities. A one-page flyer, 

annotated to show what part was played is good evidence. 

Professional development information  6,7 This might be thin on the ground but it can be added. Don’t put in all 

the literature. A simple table showing what you went to and what 

you learned is fine (it’ll be initialled by the Principal so it will be  atrue 

record of what you’ve done). 

Programmes differentiated/developed  5,1,2 A very important part of your work. Two common problems are 

found here. Firstly, that a huge program is added – you don’t need 

this, only 2-3 pages max to illustrate where you are going. Secondly, 

there’s nothing on it – attribute (where did you get it from) and 

annotate (what have you done to differentiate this for your 

students). Might be worth linking to lesson plans you developed from 

this. 

Room plans 2,4 Not too common but can be useful especially if explicitly linked with 

policy e.g. classroom management (following our survey we decided 

to make the seating plan like this…..) or procedure e.g. seating for 

group or ICT work. 

Small group work information 5 Can be useful especially if linked to differentiation. The key is not to 

add everything but just enough of a sample to illustrate your point. 

Teaching resources 1 A very common addition. A worksheet you have made or a handout. 

Keep it to 2-3 pages and annotate to show where you have addressed 

a particular standard. 

Transcripts of interviews 4,7 One of the most common features, these are the records of lesson 

assessment carried out by the HT/DP etc. the best have brief 

comments by the HT, a record of the resulting discussion between HT 

and NST and then the reflection/subsequent action taken by the NST.  
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Here are your examples! It’s not possible to get every case but there’s enough to show you what can be 

done. 

4.1 Front Pages 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Comment: 

Here are three of the standard four pages you’ll 

get at the start of your evidence folder (the first is 

a checklist). Apart from the usual 

names/addresses etc note that the right hand 

column is used to say which evidence you are 

using to claim competence for that standard. 

Often individual items appear more than once 

(you claim across elements).  

Note signatures at the bottom right.  

 

The final page is for additional comment and is not 

often used. 
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4.2 Checklists 
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Comment: 

These used to be quite rare but now they are 

almost universal. They serve two functions. Firstly, 

they provide a useful overview of the spread of 

evidence (for both NSTs and the assessors). 

Secondly, they can be used to quickly identify 

areas of weakness or strength – where they is too 

little/much evidence. You’ always have more than 

you need so the trick is to provide an even balance 

across all elements and a wide range of standards. 

The three examples show different approaches – 

visual, number-based and directly linked to 

comment. Which one depends on your style but 

the visual ones tend to be more common. 
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4.3 Assessment Information 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Comment: 

Two totally different approaches each 

with the aim of showing what they gave 

to students. The top extract is part of an 

assessment task; the lower extract is part 

of a group exercise. Both show what is to 

be expected. However, the lower 

example ties in with more reflection on 

the nature of the work (not shown here) 

and can demonstrate how disparate 

areas of teaching (and the elements) can 

be usefully combined. Some NSTs just put 

in duplicated worksheets without any 

comment – how could you demonstrate 

what you can do from that? 

 

 N.B. Normally, it’s only worth putting in 

extracts of work because of space 

constraints. 
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4.4 Classroom Management 

 

 

 
 

 

Comment: 

Again, two different approaches to the same issue. The top example is from a 

secondary school; the other from a primary school. Note the annotations in the 

top case, showing the NST reacting to and modifying the work. In the lower 

example, it’s written into the text (and is accompanied by a more detailed 

explanation (not shown). 
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4.5 Communications 
 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

Comment: 

Three common examples. Part of a permission note developed by the NST following school guidelines and a report 

fitting into a standardised template. Given they are the NST’s own work they are valuable examples of the sorts of 

communication that can go to all stakeholders. A range of such material is extremely common in evidence folders. 

Next page, a great example of evidence on a range of levels. It’s part of a student report but has comments prior to 

and annotations during the work being presented. It shows exactly how the NST is approaching the work and how 

each standard is being explicitly addressed through both comment and direct pointing to words. 
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4.6 Lesson Notes 
 

 
 

 
 

 

 

 

Comment: 

Two totally different examples, showing 

the diversity of approaches to teaching! 

Again, the best evidence here is to use a 

small extract (e.g. 1 page) and then to 

spend some time describing the work, 

putting it in context, giving accurate 

attribution and reflecting on how the 

lesson went and what might be done next 

time. It’s this cycle of plan > execute >  

evaluate > plan etc. that should be part of 

a teacher’s way of working and something 

that’s important to demonstrate as an 

NST. 
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4.7 Mark Sheets 
 

 
 

 

 
 

Comment: 

Just two examples here (they’re all much 

the same!). What differentiates the top 

one is that it’s explicitly linked to 

reflection about the work and how the 

results gathered alter teaching and 

learning processes. 
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4.8 Professional Development 
 

 
 

 
 

 

 

 

 

Comment: 

If it needed to be made clear, these examples highlight the variety of approaches to the 

same subject. The top case is a list of professional development. The lower case not 

only describes the work but goes on to reflect, explicitly, how this has been used in 

teacher development. 
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4.9 Programs 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Comment: 

These are two good examples. The 

one on the left has the advantage 

of differentiation whilst the one 

below has an evaluation of the 

work in question. Ideally, you’d 

combine both into a detailed 

example of work. 
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