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Pause 

When? 

Pausing on Steplab is to be used by the induction coordinator to pause the content release for an 

early career teacher (ECT). Its main aim is to accommodate an ECT’s short-term absence. It is not 

there to aid mentor absence, although an inevitable outcome of pausing the programme for the ECT 

is that no coaching will happen. Here is guidance on how to pause on Steplab. 

Important to note: 

> Pause should only be used in the case of short-term ECT absence (less than 6 weeks). 
> Pause does not pause the entire programme, it only pauses the release of modules.  
> Even though the content has been paused, it doesn’t necessarily mean you won’t receive 

payment for the ECT. ECTs will still be held to the same engagement metrics, even when 
paused. 

> When the ECT returns after having been paused, they will continue with the last module 
they accessed before they left. There is no requirement for the ECT to catch up as content is 
revisited in other strands and on year 2 of the programme.    

> Mentors who have an ECT who has been paused can continue to engage in other ways 
outside of their weekly coaching of the ECT. Please remember that mentors with an ECT on 
pause are still held to the same engagement criteria. This means, unless the mentor is also 
paused, they will be expected to keep up with their engagement on the programme in ways 
outside of weekly coaching of their ECT. E.g. attend event or attend coaching on coaching.  

> If you need to cover short-term mentor absence, please consider finding a replacement and 
register them the usual way on the DP Portal.  

> Pause should be used when the ECT is expected to complete the programme in their 
planned schedule of delivery. If it looks like it might be longer, the ECF Lead should consider 
the option of deferral.  

 

 

Examples of when pause is an appropriate course of action: 

> The ECT is going to be absent from work for a short period of time (<6weeks). They are 
unable to engage with the programme during this period. They want to continue making the 
most of the statutory entitlement once they return to the programme.  

> The induction coordinator can use their discretion and pause the ECT’s Steplab content for 
this short period of absence.  

> If it looks like the ECT will be off for a sustained period of time, then the induction 
coordinator should speak to their ECF Lead about next steps.  

 

 

 

 

 

 

https://www2.ambition.org.uk/l/330231/2021-12-14/74ly6/330231/1639487425RkPAtzV7/How_to_pause_the_ECF_programme_guidance.pdf


Defer 

When? 

Deferring is to be used when an early career teacher (ECT) is going to be absent for a long period of 

time (> 6 weeks) and it would be more suitable to move them onto a different programme schedule. 

The ECF Lead can make this decision and defer an ECT on the DP Portal. The defer option is not to be 

used to manage a mentor’s absence, although an ECT deferral will mean that the mentor associated 

to them should also be deferred for the same period of time. This is because mentor engagement is 

strongly tied to the coaching of an ECT. Here is guidance on how to defer on the DP Portal.  

Important to note: 

> When an ECT is deferred, all payments from the point of deferral will be paused.   
> If you have mistakenly registered an ECT too early that is OK. The ECF Lead can ‘defer’ the 

ECT and then record the date in the DP Portal that the ECT is going to restart the 
programme. All content will be held from being released to the ECT until the updated start 
date. The ECT is not expected to engage until this date. 

> When processing a deferral, the ECF Lead should specify the ECT’s expected date of re-

joining the programme, which should normally be no longer than 12 months from the point 

of deferral.  

> All ECTs are entitled to their two years, no matter when they start the programme.  
> Clinics do not have to be attended in order, an ECT can attend them in whatever order they 

are delivered to them in their revised schedule.  
> The mentor for an ECT who is deferred is not expected to engage with the programme until 

the ECT returns; they should also be deferred unless they are also mentoring another ECT.  
In this case, the ECF Lead needs to provide the same return date for both mentor and ECT on 
the DP Portal.  

> If the date of return for the ECT is expected to change, the DP should update this 
information in the DP Portal accordingly.  

> Ambition will inform the DfE about the deferral. Payments for the ECT will resume when 
they return to the programme.  

> The ECT is still entitled to the induction if they have been deferred, and it’s important they 
do not miss out.  

> If a mentor has taken leave for a sustained period, please do find a replacement, and 
register them the usual way. Here are step by step instructions on how to replace a mentor. 

 

Example: 

> An ECT is going to be off work for 9 months maternity leave. They will miss a lot or most 
content for the year. It would be suitable to defer the ECT and move them to a different 
schedule.   

> While they are off, payment for the ECT will be paused. They can restart the programme at 
the beginning of the term they return to work. If they started any self-study content before 
they left, they can pick up where they left off.  

> When the ECT returns, they can continue attending the clinics in the order in which they are 
being run by their DP. Clinics do not need to be attended in order. The ECT will, however, 
need to attend the conferences in order. This mean attending conference 1 first and 
conference 2, second. If the ECT had attended conference one before they were deferred, 
they can attend conference two when they return. The same applies to the mentor who has 
been deferred in the ECT and mentor pair. 

https://www2.ambition.org.uk/l/330231/2021-12-14/74lyd/330231/1639487692HbG4bT0f/How_to_withdraw_and_defer_on_DP_Portal.pdf
https://www2.ambition.org.uk/l/330231/2021-12-15/74p7z/330231/1639580896aFPL9eH2/How_to_replace_a_mentor_on_the_ECT_Programme.pdf


Withdraw 

When? 

The ECF Lead can withdraw an early career teacher (ECT), mentor or induction coordinator at any 

point in the year on the DP Portal. Here is guidance on how to withdraw on the DP Portal.  

 

Example: 

> The ECT, mentor or induction coordinator have left the school.  
> The mentor has stepped down from their role due to other commitments.  
> The ECT is not eligible for the programme.  
> The mentor is not eligible for funding due to having been a mentor on a previous pilot ECF 

Programme. 
> The induction coordinator is leaving their role as they are moving schools or have other 

commitments. The ECF Lead, with support from the school, should have an alternative 
induction coordinator ready to replace the one leaving.  

 

Important to note: 

> The ECF Lead will need to inform their delivery partner lead (DPL) if they want to reverse a 
withdrawal. There will be a time lag between informing your DPL and the participant being 
fully reinstated with access to My Ambition and Steplab.  This is because as Ambition must 
do some ‘backroom’ work in their systems to fully reinstate a participant. 

> The ECF Lead should only populate the date of withdrawal on the DP Portal on or after the 
date the participant has gone. The date of withdrawal should not be used to schedule 
withdrawals ahead of time. This is because the date of withdrawal will remove all Steplab 
access. 

> If a school no longer has any participants due to withdrawals, the ECF Lead must let their 
DPL know about this.  

> No payment will be received for a withdrawn participant if they haven’t engaged in the 
payment window they were active in. If they have met the engagement criteria within a 
payment window, payment reflective of this will be received.  

> The participant does not need to contact the DfE if they have been withdrawn. Ambition 
Institute will communicate the withdrawal with the DfE.  

> If the ECT has been withdrawn, then the mentor also needs to be withdrawn. If the DP or 
school particularly wants that mentor to continue in some capacity as they feel the mentor 
is benefiting the programme, the ECF Lead can discuss this option with their DPL.  

 

 

 

 

 

https://www2.ambition.org.uk/l/330231/2021-12-14/74lyd/330231/1639487692HbG4bT0f/How_to_withdraw_and_defer_on_DP_Portal.pdf


Other 

> As a result of a change in schools, lead providers must be able to continue to provide the 
programme to that early career teacher in a new school setting, unless that move is to a new 
geographical area that is not covered by this lead provider. In the event of the latter, no 
output payments will be received by the lead provider. 

> If there is a need to cover a mentor’s absence, for any reason, it is important to remember 
the induction coordinator can always step in to coach the ECT on Steplab as an interim 
solution. They do this by assigning themselves as the ECT’s mentor on Steplab, the usual 
way.  

> If an ECF Lead wants to amend Ambition’s usual schedule of delivery, they can do so. For 
example; the participant onboards after 1st November (post Summer registration) so won’t 
receive Steplab content until the following January. If the ECF Lead feels that releasing the 
content before the default January timeframe would suit the participant, they can discuss 
this option with their DPL in their weekly KITs.   


