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Key points to note for the coming SWELTEC year:

1. National Priorities – Each year the TDA identifies a set of national proprieties which must be key features of the training programme both at the University and in school. A document to support the school-based training activities can be found on the SWELTEC website. Please check this periodically as priorities can change during the programme
2. There is additional clarification to support the awarding of appropriate grades against both QTS standards and Ofsted criteria

3. There have been no major changes but minor amendments have been made to improve the clarity of the profile.
4. We have introduced some guidance on E-Safety

5. To ensure there is sufficient time for a Cause for Concern to be effective we have given additional prompts in the weekly training sheets
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QUICK-START GUIDE TO MENTORING
The key responsibilities of a mentor are to:

· induct the student to department
· arrange a suitable timetable
· ensure formal observation of the student on a weekly basis and written feedback using the SWELTEC forms

· co-ordinate observation by other staff

· conduct the weekly training session – to support, guide, train, co-ordinate feedback, set targets, monitor general progress
· complete, with the student, the profile at the end of each phase
· liaise with university tutor/PCM over any concerns and over gradings

· monitor subject knowledge progress
These roles are further developed below.

WHAT ARE THE ROLES OF THE SUBJECT MENTOR?
“…the quality of the next generation of teachers will, in large part,

depend on the quality of mentoring support they are given.”

(Furlong and Maynard, 1995, Mentoring Student Teachers, Routledge)

This quotation highlights the crucial role played by the subject mentor as a PGCE student’s main support during each school placement. SWELTEC recognises both the weight of this responsibility and the considerable time and effort that it takes to carry out this function properly.
In brief, a subject mentor’s main functions are to support and guide all aspects of the development of a PGCE student while in school – helping them work within the department’s and school’s structures, advising, reviewing and feeding back on lesson plans and in-class performance, giving further training on areas of difficulty or under-achievement, and working with the university tutor and PCM on making assessment of the student’s progress towards meeting the QTS Standards.

Your student will be able to provide you with the contact details of their university tutor if you need to make contact about any issues concerning your role or the student’s progress. A list of the main SWELTEC and university contacts that might be needed as a mentor can be found in Annex 2 at the end of this document.

The SWELTEC partnership agreement defines the mentor role in full as to:
1. work closely with the PCM and university tutor to ensure the quality, coherence, consistency and appropriateness of the school-based subject training provided

2. keep up to date with developments in mentoring within SWELTEC e.g. by attending school-based mentor training and the twice-annual subject mentor training sessions provided by the university’s
3. provide induction into departmental procedures, data (e.g. target grades for school pupils), resources and specifications as appropriate 

4. negotiate a timetable that meets the training needs of the student as appropriate to  the phase of the student’s training, e.g. approx 30% of a “normal” main scale timetable in the Foundation Phase, 60% in the Developmental and Consolidation Phases
5. ensure that the timetable includes a designated 60-minute time-slot for the weekly training meeting where progress against the Standards is discussed and appropriate targets are set. The student will bring forward evidence and record the discussion for the mentor to agree and sign (see Training Document for more detail). 

6. receive and approve the student teacher’s lesson plans in good time and provide appropriate  feed-back in time for the student to make agreed amendments

7. ensure that the student is observed at least once a week during Block School Experience and is provided with written feedback in relation to the Standards framework 

8. jointly observe with the university tutor and/or PCM as appropriate

9. oversee the assessment and recording of pupils’ progress undertaken by the student

10. monitor progress on the SWELTEC profile during the Block School Experience

11. complete the SWELTEC profile by the due date at the end of each block, in a conference-style meeting with the student and possibly university tutor and/or PCM

12. identify in the SWELTEC Profile areas for development for the next phase of training in relation to the Standards and work with the student to set targets and agree a plan of action

13. assess the progress against the Standards at the end of each phase (together with the PCM and university subject tutor as appropriate) and agree a final grade against OfSTED criteria in the final profile

14. contribute to the subject course as appropriate e.g. by attending joint interviews with university tutors, participating in course evaluations and development meetings.
The complete Partnership Agreement between schools and SWELTEC University’s, which details in full the terms and commitments of all other parties concerned in working together to train PGCE students, is available at www.sweltec.ac.uk

It is an expectation that all mentors will gain SWELTEC certification to assure the quality of their work and to recognise their contribution to the training of PGCE students. A brief outline of the certification process can be found at the end of this document in Annex 3 and the full details are on the SWELTEC website at www.sweltec.ac.uk
The actual process of mentoring is outlined below, after a brief summary of students’ entitlements.
WHAT IS A PGCE STUDENT ENTITLED TO IN MY SCHOOL?

All students are entitled to on-going support and training which will help them to maximise their potential to meet the QTS Standards while nevertheless receiving regular honest and constructive feedback on their development. The three major elements of the school-based training and support are:

· a whole-school Professional Studies programme organised by the PCM, designed to complement the Professional Studies sessions taught in the universities and to give an additional school-specific focus to these areas. Some schools run this programme intensively during the pre-block while others spread this programme throughout the placement. 

· an individualised subject-based training programme which is tailored to meet their needs.  It is vital that this training programme is planned during the Pre-Block School Experience and reviewed during the Block School Experience. The student’s Training Document is critical in outlining and tracking the individual training programme.
· an appropriate timetable, details of which are included in a subsequent section of this document.

WHAT DOES THE TRAINING PROCESS INVOLVE?
Training is most effective when students learn in departments where all members of staff, including support staff, are active contributors to their learning and progression.  Within the SWELTEC Partnership there is a strong awareness of the developmental value of the training department, and this is central to the success of a placement. However, the keys to a successful outcome are the relationship between the PGCE student and the mentor and the effectiveness of the weekly training session.
Mentors within the SWELTEC Partnership recognise that their role now transcends lesson observation and debriefing. Mentors need to be constructive, consistent and empathetic:
· during each pre-block experience, they construct with the student an individual Training Plan based upon the initial needs analysis as completed by the student

prior to the first visit to the school, and then on subsequent targets in the second school
· they help students to implement the individual Training Plan and to monitor and evaluate progress during the weekly training sessions
· in addition, mentors might also arrange for students to visit and observe colleagues across the school who have particular classroom or subject expertise.  

Mentors need to be aware of the range of experiences that adult learners bring to the situation.
· In some cases, mentors will find themselves working with students who are older than themselves. 

· It is helpful when mentors and other school colleagues acknowledge previous skills and a student’s qualifications and background in the subject area.

The Individual Weekly Subject Training Session

The subject-based weekly training session is central to the school-based training programme. It provides a regular, formal opportunity for the subject mentor and student to discuss recent progress, review lesson plans, consider the implications of lesson evaluations, seek guidance on subject knowledge, and to identify and plan future training needs in relation to the Standards. Whilst the main foci of the meetings will be subject-related issues including, but not restricted to, day-to-day monitoring and review, it is highly desirable that generic and/or subject-specific training issues are also included. The weekly training session provides an effective focus for training activities in relation to the Standards. They form a significant part of the evidence base of the development of the student's skills throughout the training programme. They provide valuable evidence for the completion of the assessment Profile.

The recommended pattern for this process is: Review, Plan, Train
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WHAT SHOULD THE WEEKLY TRAINING SESSION ADDRESS?
Although there will be a strong focus on progress from the previous week and identification of issues for the coming week, there may also be longer-term issues identified from the needs analysis/audits and the training programme which the mentor judges to be relevant and timely.  Each week’s Training Sheet contains suggests a number of different points which could be the focus of the session, but these may be modified to suit an individual student’s stage of development .

WHAT IS MEANT BY A TRAINING DEPARTMENT?
· the mentor takes a leadership responsibility for the student in partnership with the university subject tutor

· mentoring tasks often involve other members of the department, including support staff - this provides the opportunity for the explicit discussion and development of features of teaching, learning, assessment and subject knowledge

· the training department helps the student to undertake the activities from the School-Based Training Activities - this will involve the student in a number of whole-school contacts

· the training department provides the student with opportunities to observe good practice and varied teaching styles

· the training department may also contribute towards the development of the student’s subject knowledge through the opportunity to watch a range of lessons 

· the training department facilitates the design of the student’s block experience timetable and gradually introduces the student into those classes before the block begins.  The student should work with a range of teachers wherever possible.

· during the block school experience, different members of the training department are involved in lesson observation and debriefing - this involvement provides material for the weekly training session and has benefits for the continuing professional development of teachers within the department.

The relationship between the mentor and the student is a delicate one. In the majority of cases it is a positive one. It works best when both parties understand what reasonable expectations are. 

WHAT SHOULD MY EXPECTATIONS BE OF A PGCE STUDENT?

Students should arrive at their placement schools with a clear understanding of what is expected and required of them. It is helpful if mentors also know what is expected, and this is outlined below.

Professional conduct 

All students should recognise that they are expected to behave professionally at all times in school and that, for the duration of their placement, they have the same obligations and rights as full members of staff.

Full attendance and punctuality to school and lessons are indisputable requirements (for fuller advice on attendance and absence, Annex E below), as are adherence to a school’s dress code, upholding of a school’s values, and observation of a school’s policies (e.g. rewards and sanctions).

A Complete School Experience File

The file should contain a complete record of the student’s work while on a placement – see a full list of required contents at Annex D – but must at least include: general information about the placement school and the department; all training documents; records of all work with individual classes – registers, lesson plans and evaluations, teaching materials and worksheets, relevant schemes of work, assessment records and, as appropriate, examples of pupils’ work.

The file should be available at all times for the mentor, PCM or university tutor to examine. It should be regularly monitored and may be read and referred to by a range of other people including departmental colleagues and OfSTED inspectors.

The file is essential to school-based mentors in that it contains the evidence to demonstrate that the student has met the QTS Standards.  For example, it is sometimes the case that the student will show that they have planned in great detail.  The plan may reveal a much greater level of expertise in the subject than can be demonstrated in a single lesson.  Equally a student may show in his or her evaluation self-awareness and understanding of issues of classroom management which will indicate to the mentor that real development is taking place in these areas.  For these reasons the file will be helpful in weekly discussions when the student and mentor discuss targets and when it comes to filling in the Profile at the end of each phase of Block School Experience.

It is essential that the file is available at all times in school and especially when the university subject tutor visits.  On that occasion the tutor will see one or two lessons and thereby gain an impression of the student’s classroom performance.  By its very nature this visit will only be a ‘snapshot’ of the whole of the experience in that block.  It is the file that gives that tutor an overview of the context of the lesson seen and of other aspects of the student’s professional development.  It will not be possible for the tutor to assess the school experience in depth unless the file is available.

The file will also provide the material to support much of the work that goes on in the University.  In particular, students are often expected to draw on the material in their files to contextualise the discussion in the written assignments.  In some cases, extracts from the file will be assessed directly as evidence of the skills and understanding related to specific Standards.

Students’ files will form an important part of the eventual decisions about their final OfSTED gradings

HOW MUCH OBSERVATION AND FEEDBACK SHOULD MY STUDENT RECEIVE?
Regularity of formal observation
· Students should be formally observed, and a SWELTEC observation form and summary sheet should be completed, on a weekly basis by the mentor or other departmental colleague or PCM. Other less formal observations will also be written, but it is not good practice to observe every lesson taught by the student.  Receiving feedback on every lesson taught can overburden the student with more advice than can be assimilated easily.
· Observation should be planned to cover the full range of the classes being taught and should address specific Standards whenever possible.

Recording the observation

All observations must be related to the current QTS Standards.

· Observers should use the SWELTEC observation sheets.  Copies of any observations should be given to the student, the mentor, the PCM and the university tutor. Please note there are three sheets: a commentary front sheet, continuation sheets and a summary sheet on which the lesson is assessed against the Standards, although it is not necessarily appropriate to refer to every section of the Standards in every lesson.  A Lesson Observation Aid (related to QTS Standards) is provided to assist the observer.
· School-designed sheets can be used but must be clearly related to the QTS Standards and include a space for target-setting.  They must be copied to the relevant people, as above.

· Mentors may prefer to make notes in the lesson and write them up afterwards. Others prefer to write a running commentary with some general points at the end of the observation sheet.  A chronological analysis of the lesson can be very helpful as one of a range of strategies.

Addressing the student directly

The mentor is engaging with the student in an important training activity.  For this reason it is appropriate to address your comments to the student directly and with precision:

“The transition from whole-class discussion to writing activity went well because you answered key questions before they began.  Much better than with 8B last time I saw you…”

rather than:

“Miss Smith began by settling the class and taking the register…”

What to write about

· Mentors are not expected to make detailed comments in relation to each Standard. However, they should remember that over the weeks of the school experience a body of evidence is built up to show that the student has demonstrated how they have addressed each Standard.  

· Although classroom management will usually be an element of the observation, students also need to have comments about their subject knowledge development, assessment and other elements from the summary sheet. 

· It should always be clear from the record of the observation what was being taught and whether the learning outcomes were achieved.  

· Areas for improvement should be focused into two or three achievable targets.  

· It is very good practice to look back at previous targets and see how they are being met in the context of the lesson being observed.

Giving Feedback

It is important to achieve a good balance between positive encouragement and constructive criticism.

Being positive and honest
· Praise and encouragement should be focused in a helpful way. It is more useful to offer such comments as:

“You handled the question and answer session really well” or “The demonstration was clear and everyone could see what you were doing” rather than to offer general comments. 

· Entirely positive feedback may lead to the student becoming complacent and acquiring a false sense of his or her own expertise.  Honest feedback given constructively may help to highlight areas to which students may need to pay particular attention. Mentors working with a particularly gifted student will need to develop strategies to develop the student’s skills further.  

Target-setting

· Students find it very difficult to cope with a lengthy list of faults to remedy.

· Try to define precise short-term priorities for improvement and development and to address them in a systematic way.  

· Related priorities to specific QTS Standards.  Once the initial targets have been met, further priorities can be defined.

Being consistent

· Students often receive a good deal of positive reinforcement verbally immediately after a lesson.  This may be followed by a written commentary that contains a great deal of critical appraisal.  This can be confusing and demoralising.  

· Weak students often receive a great deal of advice from a range of colleagues.   Confident students can assimilate a good deal of advice, evaluate it and work out which strategies may work best for them.  Weaker students are less likely to do so and can become bewildered by the range of advice being given and resort to trying out one strategy after another and thereby communicate confusion and inconsistency to the teaching groups.  

· The mentor should take an overview and ensure that the student is receiving consistent advice with achievable aims.

Being aware of progression and development

Mentors should think through what is reasonable to expect from a student at each stage of the programme and consider this when giving feedback. 

· In the early weeks of the first school experience, the student will be focused on establishing a classroom presence and on developing skills in planning and classroom management.  It would be quite inappropriate to expect a student at this stage to have a detailed knowledge of the assessment arrangements for the subject or to be able to plan extensively for differentiation.  

Working with the Profile

The completion of the student’s Profile is a key aspect of the mentor’s work. It is recommended that students should be pro-active in bringing forward evidence that they feel supports their case for meeting the Standards. It is essential that mentors verify the evidence and base their students’ gradings against the published standards and Ofsted criteria. 

· The Profile should be used both formatively, during the block school experience at the weekly training sessions, and summatively to provide the student with a clear picture of their progress at the end of each phase.  

· The Profile should be completed through discussion between the mentor and student.  The views of the PCM, university tutor and other members of the department should also be included where appropriate.

Partnership in PGCE student training is very much a two-way process, with university’s being indebted to schools for collaboration in this aspect of their courses and for the expert input that comes from mentors and others who know their pupils in depth and can influence the students’ ability to develop their practice to suit the circumstances of the specific school. In return, most schools acknowledge the benefits to themselves of working with trainee teachers: the positive effect on staff development that the presence of students can have within a school is widely recognised through the injection of new ideas, fresh approaches and the opportunity this affords to teachers to reflect on and regenerate their own practice. This is regularly reflected in mentor evaluations at the end of placements. Furthermore, the fact that many of our students take their first teaching post in a SWELTEC school, (Approx 60 – 70%) is a major benefit and often represents a considerable saving in advertising and recruitment costs.

WHAT SHOULD MY STUDENT DO ON THE PRE-BLOCK EXPERIENCE?

Both school placements include a period of school-based pre-block experience which provides an opportunity to introduce students to the school and department in which they will be working, gives them experiences that link work done in their UNIVERSITY with classroom practice, and prepares them for their teaching on the block experience. Work on the pre-block will also begin to give the students experiences that provide evidence for working towards the QTS Standards.

During the pre-block in both schools, students should have meetings with Professional Co-ordinating Mentor, observe of a range of classes and teachers within their subject area – including classes that they will teach - act as support teacher with the normal class teacher, planning for individual needs, and try micro-teaching (if the student feels confident enough), then teaching of small groups of pupils would be appropriate; this may only be for part of a lesson, work to develop their subject knowledge, and gather data about the school.
HOW MUCH TIME SHOULD MY STUDENT BE SPENDING IN THE CLASSROOM?
The following section contains guidelines about the allocation of classes to a PGCE student, but these may be varied considerably to suit an individual student’s stage of development and needs. 

In order for students to have maximum opportunity to get to know the classes they will be teaching, it is very helpful if they can be given their timetable as early as possible in the placement; this will allow them to focus their observations, planning and preparation. This applies to both placements.
Foundation Phase

The first Block School Experience provides an opportunity for the students to experience what it means to be a teacher and to begin to develop their Professional Attributes, Knowledge and Understanding and Skills, as defined in the QTS Standards. Mentors should recognise that, depending on students’ backgrounds, they will bring a diverse range of previous experience in all of these areas and that this will influence their abilities and development needs.
· students should take approximately 33% of a main professional scale teacher’s timetable, i.e. on a typical 25-period week this would mean a timetable of 7 or 8 periods actual teaching, though some students may start on considerably less time (see below).
· a further 33% or so should be used either for in-class supportive work or for further focused observation.

· the remainder is for working on the Block School Experience file, planning lessons, preparation, pupil assessment and self-evaluation.
· where possible, schools are asked to provide experience of all 11-19 phases appropriate to the subject option.
Students are encouraged to be attached to a tutor group during the first placement so that they begin to see what the form tutor’s role consists of, but they are not required to take on any specific duties; some may, though, like to start to carry out some functions.

Need for flexibility:

· this model may be appropriate for some students; however, not all of them will be ready for this amount of whole-class teaching at this early stage. 

· during the initial weeks they may act in a supporting role with the class teacher, and undertake focused observation, teaching of small groups or team-teaching.

· the start of whole-class teaching should depend on the confidence and readiness of the student. When the student assumes responsibility for teaching classes, the usual class teacher will always be close at hand and will take a supportive role in lesson planning and in the preparation of materials. 

· while most students will start whole-class teaching in the week after half-term at the latest, some may need a more gradual introduction to this.

· where there are two students from the same subject in a school, they may work collaboratively.
· if there are any doubts about timetable arrangements, please refer to the PCM or the University tutor.

Developmental/Consolidation Phase

In order for students to build on their first experience and to meet the QTS Standards in full, timetable demands on the second placement are greater.
· approximately 60-65% of a main professional scale teacher's timetable should normally be allocated to students for contact with pupils, i.e. 14/15 periods out of a typical 25-period week.
· an additional 10-15% should be used either for in-class supportive work with other teachers or for further focused observation.

· the remainder is for working with the Block School Experience file, planning, preparation, assessment and evaluation and meeting the needs of the Individual Training Plan, individual targets and training needs, and on school-based assignments and research tasks.
· where provision for Post-16 education and primary liaison exists, it is vital that students are given experience – this may be through whole-class teaching, team-teaching, micro-teaching or focused observation and visits to other institutions as appropriate. 
Students must be attached to a form group for this placement and should start to assume some of the responsibilities of a form tutor.
Please note:
As with the Foundation Phase, a few students may not be ready to go straight into taking on the full teaching commitment, so mentors should be prepared to allow for a more gradual introduction in the second school.

Subject mentors should also review the timetable at the end of the Developmental Phase with a view to making any desirable adjustments that would further enhance the student’s achievement against the Standards  e.g. by giving them challenging opportunities that will enable them to further develop and demonstrate their skills. Any changes should be informed by a needs analysis arising out of the weekly training sessions and should be discussed with the UNIVERSITY tutor.
WHAT IS THE ROLE OF THE University TUTOR?
On a day-to-day basis, the university tutor will:

1. visit students on at least one occasion during each of the three Block School Experiences to observe, feed back to them, give support and guidance, and discuss their progress in relation to the Standards framework with the mentor and, where possible, the PCM.
2. maintain contact with the school where necessary, particularly where there are issues over a student’s progress, and to communicate information to mentors.
Working as a mentor with the university Tutor
University tutors visit at least once per school experience. In cases where a student is having any difficulty, this may be increased. The visit is a crucial one for all involved in the partnership. The university tutor will be concerned to see that the student is making good progress.  Clearly watching one lesson on one day can only give a snapshot of the work that is being carried out by that student.  Other aspects of the experience will be revealed by working with the student’s school experience file and through discussion with the mentor.

For the mentor, the visit is an opportunity to share any concerns about a weaker student and to plan development for a student who is doing very well.  It is the opportunity to discuss aspects of mentoring with the university tutor and to explain aspects of the student’s progress which may not be immediately apparent.

The class teacher will normally jointly observe the lesson with the university tutor.

The Training Document will provide a framework for all of these discussions and it is at this point that the essential collaboration takes place in order to ensure that all of those involved are in agreement about the evidence and judgements contained in the Profile for that period of training. 
For these reasons it is extremely important that university tutors and mentors actually meet during the school visit. University tutors will do all that they can to make sure that mentors are informed well in advance of a visit and that they make visits at times when mentors will be able to meet with them.

If for any reason it is not possible to speak to the mentor during the school visit, tutors will follow up by telephone, fax or e-mail.   
WHAT IS THE ROLE OF THE PCM?
On a day-to-day basis, the PCM is an essential link in the student’s experience and will:

1. act as the first point of contact between the SWELTEC office and individual university’s in co-ordinating all aspects of the training and assessment of the ITT programme

2. have responsibility for quality assuring all aspects of training and assessment within their own school e.g. by monitoring the provision of weekly subject training sessions and the observation of student teachers’ lessons

3. lead a school-based training programme for all student teachers  that meets the SWELTEC specification (see Key Documents)

4. lead a school-based programme of mentor training for new mentors and co-ordinate the on-going development and monitor the quality of all ITT mentoring within the school - for the updated mentor training documents, see www.SWELTEC.ac.uk
5. co-ordinate the school-based assessment of the students
manage the school-based aspects of any Cause for Concern issues ensuring that all involved, student, mentor, university tutor are informed, in good time, of the concerns, targets, time-frame and outcomes agreed.  
WHAT DO I DO IF WE HAVE CONCERNS ABOUT MY STUDENT’S PROGRESS
In the first instance, the fact that there are concerns in department should be raised with the student in an honest and professional manner; they know that one of your duties is to monitor their progress and to address concerns. Depending on the nature of the worries, this may be able to lead to a resolution without any further action, but if not, the PCM should certainly be informed and involved in any further discussion. It is only after that that the school might consider going to a Cause for Concern procedure.
Working with students who are causing concern
There may be occasions in school when the performance of a student is such that additional action is required beyond the normal systems of support and assessment. In such cases, mentors and/or tutors are required to set in motion the Cause for Concern process.
A Cause for Concern form should be initiated in cases of:

	Lack of Progress
	A student is considered to be failing, or is judged to be in danger of failing, to meet the required Standards for the particular phase of the course. Such cases may be resolvable if action is taken early enough.

	Lack of Professionalism
	For example: punctuality, dress, lack of self-critical awareness, inability or unwillingness to accept professional criticism, difficult relationships with staff, and so on.

	Professional misconduct
	The student is considered to be behaving in a way which is professionally unacceptable.


The purpose of initiating a Cause for Concern form is to make certain that the student is aware of the concerns at the earliest possible stage in order that an appropriate support action plan can be agreed. Often teaching skills have to be learnt and some students who make a slow start can become very effective teachers given the time to develop their skills and confidence. It is far better to report a cause for concern which then disappears than to wait for an improvement which does not materialise. In such cases it may be too late to make an effective intervention. 

The kinds of actions which may be appropriate include:

· ensuring the student receives consistent guidance about action to be taken - weaker students often have difficulty in choosing the best approaches from a number of options suggested
· ensuring the teaching load is appropriate for the current situation
· ensuring classes being taught are appropriate for the current situation
· arranging for the student to work alongside an experienced teacher in a support role - for example, leading specific sessions of the lesson in order to allow them to work to their strengths and hence develop successful practice
· arranging for the student to work with a teacher to provide support for specific pupils who will benefit 
· from additional support or extension activities
· providing extra support in developing the student’s subject knowledge
· arranging for additional, focused observation perhaps outside as well as inside the department in order to develop the student’s understanding of good teaching in practice
· setting clear and unambiguous short-term achievable targets.
Who should instigate the Cause for Concern process?

The subject mentor, university tutor or a senior member of school staff may all start the process.

What is the process?

The instigator should start filling in the Cause for Concern form, having formally notified the student that the process has been started (see following page)

A copy of the Cause for Concern form can be found below and on the SWELTEC website at www.sweltec.ac.uk
The Cause for Concern Process 
















CAUSE FOR CONCERN FORM

	Name of Student
	
	Name of Mentor
	

	Name of School
	
	Name of PCM
	

	University
	
	Name of University Tutor
	

	Form initiated by
	
	Role
	

	Nature of and Evidence for concern

(continue overleaf if necessary)

	Agreed action                                                                           By when

(continue overleaf if necessary)

	Signature of mentor

Date

	Signature of Professional Co-ordinating Mentor

Date

	Signature of UNIVERSITY tutor

Date

	I understand that if these targets are not effectively addressed, my placement may be in jeopardy and / or I may fail to meet QTs Standards.

Signature of student

Date 

	Monitoring of progress on agreed action                                                  Dates                                                                    
(continue overleaf if necessary)

	Conclusion of process

(continue overleaf if necessary)

Date

	Quality Assurance Check                                                                                     Yes    No

1. Are there any broader issues that affect quality assurance?

2. Has the matter been referred to an appropriate Board / Commitee?

	Copies of form to:

	Student
	
	PCM
	
	Mentor
	
	Tutor
	
	File Copy
	


Passing and Failing the Course
It is important that everyone involved in the partnership is aware that the final decision as to whether any student passes the course is taken by the examination board of the relevant university and is based on an overview of all the evidence relevant to the student’s programme.

Failing Students
Although we hope that these cases will be relatively rare, they are the ones which cause school-based mentors the most concern and where clear guidelines for action are needed.

It is important that everyone involved in the Partnership recognises that all students have rights under the regulations of the university at which they are registered.  In any case where there is a possibility of failure it is crucial that correct procedures are followed.

Writing References
Sometimes school-based mentors may be asked to provide a reference for students applying for their first teaching post.  Because this is a serious responsibility, it may be helpful for mentors to have guidelines, and these are available on the SWELTEC website at www.sweltec.c.uk
WHAT TRAINING IS AVAILABLE FOR ME AS A MENTOR?
Initial mentor training

Part of the role of the PCM is to develop and monitor the work of new mentors; this can be done by in-school training led by the PCM, or by supported self-study using the SWELTEC New Mentor Training Pack developed for this purpose. New subject mentors may often be supported by early and extended visits by UNIVERSITY tutors amd also by other experienced mentors in the school. 

Subject-specific Training for Mentors

There is an on-going programme of subject-specific mentor development. These sessions are often planned on a workshop-style basis. They provide a useful forum for mentors to share good practice and to update themselves on developments within the subject area.  See Annex A for the programme planned for 2010/11.

Involvement of Mentors in the university Courses

In addition to the formal mentor training organised within SWELTEC, there are a range of other ways in which school-based colleagues are involved with the university-based courses.  They are involved as advisors, they assist in interviewing candidates for the courses, contribute to teaching sessions, and help with developing course materials and in curriculum review.  All of these are valuable aspects of professional development.  Any school-based colleague who would like to be involved in these activities should contact the relevant subject tutor or one of the Course Directors.

	SWELTEC PGCE DATES FOR 2011 / 2012

PGCE WEEK

 

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

AUTUMN TERM

1

05-Sep

UNIVERSITY BASED STUDY (including at least 6 days' school experience, not in partner school)  University arrangements may vary

2

12-Sep

3

19-Sep

4

26-Sep

 

 

5

03-Oct

 

Induction Day

SCHOOL BASED

6

10-Oct

 

PRE-BLOCK EXPERIENCE

7

17-Oct

                     SCHOOL BASED BLOCK EXPERIENCE (Foundation Phase)

8

24-Oct

SCHOOL HALF TERM WEEK
9

31-Oct

                     SCHOOL BASED BLOCK EXPERIENCE (in school 1)
10

07-Nov

 

 

pm in HEI*

 

 

11

14-Nov

 

 

 

 

 

12

21-Nov

 

 

 

 

 

13

28-Nov

 

 

 

 

 

14

05-Dec

Profile to be completed this week 

15

12-Dec

  

Day in HEI

 

SPRING TERM

16

02- Jan

Bank Holiday

Induction Day

SCHOOL BASED

17

09-Jan

 UNIVERSITY BASED STUDY

INDUCTION DAY

18

16-Jan

 

Pre-block experience (in school 2)

Possible other setting for 2 days

19

23-Jan

20

30-Jan

21

06-Feb

22

13-Feb

SCHOOL HALF TERM WEEK
23

20-Feb

           SCHOOL BASED BLOCK EXPERIENCE (in school 2)
24

27-Feb

 

  

 

25

05-Mar

 

 

 

 

 

26

12-Mar

 

 

 

 

 

27

19-Mar

 

 

 

 

 

28

26-Mar

Profile to be completed this week 

University day

STUDENTS TO WORK TO SCHOOL VACATION DATES

29

16-Apr

CONSOLIDATION PHASE STARTS THIS WEEK

30

23-Apr

                SCHOOL BASED BLOCK EXPERIENCE (in school 2)

 

 

31

30-Apr

 

 

 

 

 

32

07-May

Bank Holiday

 

 

 

 

33

14-May

 

 

 

 

 

34

21-May

Final Profile and Grading Completed This Week
 

 

 

35

28-May

 

 

 

 

 

36

04-Jun

Bank Holiday Bank Holiday  Half term

 

37

11-Jun

University study

38

18-Jun

University Study - to include two days back in school or other educational setting

Taking into account holidays and varied starts to terms by university’s this structure gives a full 36 week course spread over 37 weeks NB Students return to university for a half day (2-4.30pm) on 9 Nov and a full day on 14 Dec and 30 Mar 2012.


	


ANNEX A
WHAT SUPPORT IS THERE AVAILABLE FOR MENTORS?

Support for mentors comes in a variety of formats:
· SWELTEC subject-specific mentor development meetings (see dates for 2011-12 meetings below)

· generic training delivered by PCMs and specific on-line materials to support mentors wishing to gain certification (see Annex C below and www.sweltec.ac.uk
· contact with university tutors by phone and/or e-mail and on their visits to their students, when joint observations (wherever possible), discussion of students’ progress and of other issues should resolve any issues

· other mentors of in the school or in different schools – university tutors may be able to suggest colleagues who could advise and contribute on a ‘buddy’ basis.
University Mentor sessions (Dates could be subject to change please ensure that mentors confirm their attendance and check website for updates)
	
	Autumn Term
	Spring Term

	Applied ICT
	Mon 30 Nov 2011

St Mary’s University

2 – 4.30pm
	Mon 6 Feb 2012

St Mary’s University

2 – 4.30pm

	Design & Technology
	Wed 5 Oct 2011

University of Roehampton

2 – 4.30pm
	Wed 18 Jan 2012

University of Roehampton

2 – 4.30pm

	English (Brunel students)
	Wed 28 Sep 2011

Brunel University

2 – 4.30pm
	Wed 22 Feb 2012

Brunel University

2 – 4.30pm

	English (Roehampton students)
	Thurs 13 Oct 2010

University of Roehampton

2 – 4.30pm
	Wed 8 Feb 2012

University of Roehampton

2 – 4.30pm

	Geography
	Mon 31 Oct 2011

St Mary’s University

2 – 4.30pm
	Wed 29 Feb 2012

St Mary’s University

2 – 4.30pm

	ICT
	Fri 4 Nov 2011

Brunel University

2 – 4.30pm
	Fri 10 Feb 2012

Brunel University

2 – 4.30pm

	History
	Tue 1 Nov 2011

University of Roehampton

2 – 4.30 pm
	Wed 18 Jan 2012

University of Roehampton

2 – 4.30pm

	Mathematics 
	Wed 12 Oct 2011

Kingston University

2 – 4.30pm
	Wed 22 Feb 2012
University of Roehampton

2 – 4.30pm

	Modern Language 
	Wed 2 Nov 2011

St Mary’s University

2 – 4.30pm
	Wed 22 Feb 2012

Kingston University

2 – 4.30pm

	PE
	Wed 28 Sept 2011

Brunel University

12-1pm New mentors

1- 4pm all mentors
	Wed 11 Jan 2012

Brunel University

12-1pm New mentors

1 – 4pm all mentors

	PE
	Wed 28 Sept 2011

St Mary’s University

2 – 4.30pm
	Wed 11 Jan 2012

St Mary’s University

2 – 4.30pm

	Religious Education
	Tue 1 Nov 2011

University of Roehampton

2 – 4.30pm
	Tues 7 Feb 2012

St Mary’s University

2 – 4.30pm

	Science 
	Tue 18 Oct 2011

Brunel University

2 – 4.30pm
	Tue 21 Feb 2012

Kingston  University

2 – 4.30pm


The Subject Partnership Development sessions are opportunities for mentors to get an update on new developments in their subject and/or in initial teacher training. They are also a forum for reflection and discussion with UNIVERSITY tutors and other mentors on how these developments impact upon their work as mentors, with practical examples to support this work. It is therefore important that mentors attend one SWELTEC subject meeting a year. To this end, sessions are offered in the Autumn and the Spring terms, to cover both placements.

To book a place on any of the above courses please contact the SWELTEC Co-ordinator: 

 Tel:  020 8417 5488.  Fax: 020 8547 7116.  Email:  M.Reynolds@kingston.ac.uk 

ANNEX B

WHAT CONTACTS MIGHT I NEED AS A MENTOR?

Contacts and Support

An essential aspect of the Partnership is sound communication.  This section gives details of the key people in SWELTEC who you may need to contact directly and the web-based support that is now available.

SWELTEC Consortium Co-ordinator

SWELTEC Co-ordinator, Margaret Reynolds
Tel:
020 8417 5488


Fax: 
020 8417 5116

The PGCE Course Directors

The Course Directors have an overview of the PGCE Secondary Course within their own University. They meet regularly to consider the practical details of the organisation of the programme and work in partnership with school-based colleagues. They are:

Brunel University:

Dawn Leslie

  
 
Tel:01895 267156



         


                  Email:  dawn.leslie@brunel.ac.uk 
Kingston University:               Ken Robson


Tel:020 8417 5164


                   Email:K.Robson@kingston.ac.uk
University of Roehampton:    Cliff Ford




Tel:020 8392 3570


                   Email:C.Ford@roehampton.ac.uk 

St Mary’s University College:  Ed Boyle




Tel:020 8240 4196


                   Email:boylee@smuc.ac.uk 

ANNEX 3
 Certification of mentoring

	Several years ago, SWELTEC introduced a system to recognise the achievements of mentors in the training of future teachers. This is done at three progressive levels, all of which will provide mentors and prospective mentors with recognition of their successful work with student teachers. Such recognition will also provide evidence towards other professional development areas such as Chartered London Teacher, Performance Threshold Standards, Performance Management Targets, AST applications, Excellent Teacher Status or Senior Teacher Status.
Stages 1 and 2 will be recognised by a SWELTEC certificate, which is aligned to the pan-London mentor development system of all London ITT providers. 


There are currently two levels of mentor certification:

Stage 1, initial preparation for successful mentoring, is for those new to mentoring or those wishing to mentor in the near future

Stage 2: being a successful mentor, is for those currently working as a SWELTEC mentor
This documentation can also be found on the SWELTEC website under “Mentors”, as can the essential SWELTEC New Mentor Training Documents
ANNEX 4
The Teaching File

The file should contain

A:
General information about the placement school and the department. 

This should include important school policies such as Health and Safety and Rewards and Sanctions.  Students should be familiar with school policy on important issues such as equal opportunities, assessment and Special Educational Needs. 

B:
The Training Programme

· the Training Document

· copies of all of the observation sheets relating to the student’s school experience

· records of all sessions delivered as part of the new SWELTEC school-based programme of professional development.

C:
The student should keep the following in the file for every class taught:

· group lists

· notes on the previous work undertaken by the group in the subject area

· assessments made

· records of pupils’ attendance/punctuality

· an outline Scheme of Work for the unit of work to be taught

· an individual lesson plan for every lesson taught in chronological order

· evaluations of lessons taught

· copies of worksheets used.

D:
Assessment and attendance records should be kept separately if required by the department. There should be a similar record for work with small groups or individuals.  Students should also keep a log in a separate section of the file of other aspects of their work in school such as participation in a parents evening or contribution to extra-curricular activities.  In this way the file will contain a comprehensive account of the entire school-based experience.

ANNEX 5
Attendance
This is a vital aspect of students’ progress on the course. Full attendance is essential for two reasons:

· the PGCE course is an intensive period of training.  There are specific guidelines for the amount of time to be spent in school.  If a student misses a session in the university, he or she misses a part of the taught course which cannot be repeated.  As the majority of such sessions are practically-based or involve working collaboratively with other students, it is not possible to make up missed work through reading or by copying notes as might be the case for courses which are more conventionally academic.

· regular attendance is a significant aspect of teachers’ professionalism.  One important aspect of the PGCE year is that frequent absence is disruptive to the progress of pupils and causes significant additional burdens to departmental colleagues.  For this reason we expect that students attend school on exactly the same basis as regular members of staff. They are expected to be on time for the start of the school day and to attend meetings scheduled beyond teaching hours.  Any student who cannot attend school due to illness or for pressing personal reasons must inform the school and the university at the earliest opportunity.  School-based mentors are asked to keep a note of attendance and to inform the university if there is any reason to be concerned.  The exact number of any sessions missed by a student must be noted so that university tutors have an overview. 

Reasons for Absence and Course Requirements

The university’s in SWELTEC take great care not to disrupt the school-based programme in any way.  If for any reason your student is required to attend the University during periods normally allocated for school-based training then you will be informed officially. Return days to the university near the end of the Foundation and Developmental phases are planned into the SWELTEC year (see Annex 1).

Illness and Absence for Personal Reasons
a)

Short-term Absence

It is not unusual for students to miss a few days due to common illnesses. It may be necessary for a student to make up the days missed in order to meet the Requirement for the number of days in school. During the Summer Term students will be applying for their first teaching posts.  It is normal practice for schools to release students for interviews.  Whenever a student is absent from school and the reason is known in advance, they must provide the planned work for their teaching groups in the same way that a regular member of staff would, so that the continuity of work is not disrupted for the class.  Students are all aware that they should inform the school at the earliest possible opportunity of any absence. 
b)

Long-term Absence

Unfortunately students sometimes have more prolonged illness or need on-going medical treatment.  Occasionally there are circumstances that mean that a student has to ask for time off the course for pressing personal reasons such as family illness.  There is no blame attached to this, but there comes a point when the student will not have sufficient time available to meet all of the Standards. If this absence is prolonged and the student misses a substantial period, then he or she may not be able to complete the programme in the current year.
c)
Unauthorised Absence
Any cases of unauthorised absence should be reported immediately to the university of the student concerned.

Mentors should be aware that students are expected to remain on the school premises throughout the normal school day and they are never required to return to the University to prepare materials or use the facilities there during these times.

It is extremely important that everyone involved monitors absence carefully so that all of the facts are clear if attendance becomes a problem for an individual student.  The Examination Board in the university will consider the facts of each case and may recommend that the student completes the course in the following academic session in order to make up for time lost.

Student prepares for the meeting by thinking through:


(1) developments over the past week (by considering which targets have been addressed and which new ones might be established and so on)


(2) broader issues of their training related to the Standards. 


Student drafts out appropriate section of the weekly training sheet in their training document.





Mentor prepares for the weekly meeting by, for example, discussing with other colleagues the progress of the student over the last week, considering the wider training appropriate for the student at this point.





Mentor and student meet to discuss previous progress and provide an input into the subject training. The weekly training sheet is a focus for this with the mentor amending and/or adding to the student's original notes and previous needs analysis/audits.


Fresh targets are set and recorded on the sheet.


Both student and mentor sign the sheet as a record of the training.





A. Following a period of time in which issues have been raised but not resolved, the mentor, PCM, or even UNIVERSITY tutor decides to instigate the Cause for Concern process. 


The student is informed to ensure clear awareness of the concern.





Evidence from:  lesson observations, student file, student professionalism, and so on. 





B. Consultation phase of relevant parties followed by completion of first section of the form including Nature of Concern & Evidence for Concern





C.  Mentors, tutor, PCM and student agree action, enter details on form and sign relevant sections.











Action points identified with reasonable time scale for resolving issues 





D. Copies of the form are sent to student, mentor, university tutor and PCM. Student places copy in their school experience file.





Review of agreed action points as central focus for the weekly training meeting 





E. Mentor supports student in meeting agreed action and notes progress made on form





F. At date set for completion of agreed action, mentor, student, tutor and PCM review progress and complete form. Mentor ensures copies are sent to relevant personnel.





G. Quality Assurance Check. If a quality assurance issue arises from the above process mentor/tutor completes section G. 
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PLEASE NOTE


The standards for QTS / NQT will be changing from September 2012. This will be a key focus of the PCM Conference on 2 November 2011
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