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Disability Survey

(If your school is new to SWELTEC, you have not previously completed this survey, or there have been some adaptations to your school please ensure this form is completed and returned to Margaret Reynolds, SWELTEC Co-ordinator)


School:_____________________________________________


PCM _______________________________________________


	Does the school have an accessible entrance? That is, it must be level access, have a ramp, lift or some access point, preferably the front, that a student can enter in a wheelchair
	

	Are all teaching rooms accessible by wheelchair and which allow the student to teach from the front?
	

	If classes are not taught in an accessible room, can they be moved to another location while the student is teaching? 
	

	Is the staff room accessible?
	

	Is there an accessible toilet?
	

	Who should SWELTEC contact to discuss the placing of a disabled student?
	





























Key points to note for the coming SWELTEC year:


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

There is additional clarification to support the awarding of appropriate grades against both QTS standards and Ofsted criteria

There have been no major changes but minor amendments have been made to improve the clarity of the profile.

We have introduced some guidance on E-Safety

To ensure there is sufficient time for a Cause for Concern to be effective we have given additional prompts in the weekly training sheets


 (
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
)






























Overview
SWELTEC Professional Co-ordinating Mentors (PCM) are pivotal in ensuring high quality training for new teachers.  Through supporting subject mentors, providing students with a school-based training programme and quality assuring  the whole process of the school-based  training, the  PCM is central in ensuring that SWELTEC provides the very best  training possible for new teachers.  
This document is written for PCMs. Additional documents and an electronic version of this document are available on the SWELTEC website.
www.sweltec.ac.uk
What is SWELTEC?

The South West London Teacher Education Consortium (SWELTEC) is the Partnership which currently includes nearly 200 schools and four universities. They are:

Brunel University
Kingston University
University of Roehampton
St Mary’s University College

For an overview of the SWELTEC management structure see annex 8.

SWELTEC Initial teacher training courses

There is not a SWELTEC course as such. All students follow the PGCE programme in the university to which they have been admitted. All courses are in line with the statutory requirements for Initial Teacher Training (ITT) as laid down by the Teacher Development Agency (TDA).

The purpose of SWELTEC is to provide a common pattern for school-based training. The course dates are the same; there is common documentation and profiling of the school-based elements of the programme and a shared programme of mentor and PCM development. All of these features enable us to share a common understanding of the training of new teachers and hence we can all provide the highest quality of training possible. 

SWELTEC aims to provide the best quality initial teacher education through personalised training which maximises the students potential to develop into an effective teacher.
The partnership agreement
The schools and universities in SWELTEC collaboratively participate in the training of our PGCE students. The partnership agreement is designed to meet the development needs of students on full-time PGCE Secondary courses. The agreement becomes effective once it has been signed by the Head of the partner school. PCMs should ensure that they are familiar with the detail of the agreement which can be found in Annex 1. Annex 12 contains a financial statement. 
The TDA set out a series of Requirements which all ITT providers must be compliant with. These can be found at: 
http://www.tda.gov.uk/partners/ittstandards/guidance_08/itt.aspx

Safeguarding and Disclosure
The following advice is taken from the document Safeguarding Children and Safer Recruitment. A copy of the document is available at 
https://www.schoolsrecruitment.dcsf.gov.uk/themes/default/pdfs/content/Safeguarding_Children_and_Safer_Recruitment_in_Education_Booklet.pdf
*The numbers below are direct references from the document above
Role of the university
Provision of child protection training.

12. Teachers should receive training in child protection as part of the course of training leading to QTS, but this may need to be reinforced by further training, or refresher training, when they are first appointed.

Role of the school

Provision of the schools child protection policy.
Ensure the student knows who the CP designated person is and how they can be contacted.

14. All staff, whether permanent or temporary, and volunteers who will work with children, should be given a written statement about the school or FE college’s policy and procedures, and the name and contact details of the designated person when they start work in a new establishment. 
Role of the Student
Ensure that you have a Child Protection policy for the school that you are working in. 
Ensure you know who to speak to in school if you have any child protection concerns.
In the event of a disclosure – 
20. Any member of staff or volunteer who is approached by a child wanting to talk should listen positively and reassure the child. They should record the discussion with the pupil as soon as possible and take action in accordance with the establishment’s child protection procedures. 
22. The way in which a member of staff talks to a child who discloses abuse could have an effect on the evidence that is put forward if there are subsequent proceedings, and it is important that staff do not jump to conclusions, ask leading questions, or put words in a child’s mouth. If a child makes a disclosure to a member of staff s/he should write a record of the conversation as soon as possible, distinguishing clearly between fact, observation, allegation and opinion, noting any action taken in cases of possible abuse, and signing and dating the note.
23. Staff must also be aware that:
- it is not the responsibility of teachers or other staff or volunteers in schools and FE colleges to investigate suspected cases of abuse;
- they should not take any action beyond that agreed in the procedures established by the LSCB; and
- they cannot promise a child complete confidentiality – instead they must explain that they may need to pass information to other professionals to help keep the child or other children safe.
Below is a summary of current advice on safeguarding children; in relation to ITT students.

The following information has been taken from the TDA guidance on R 1.4 Safeguarding. This is available at: http://www.tda.gov.uk/partners/ittstandards/guidance_08/itt/R1_4.aspx?section=scope

FAQ
Who is responsible for CRB checking the students, schools or Universities?

TDA documentation states
ITT providers must ensure that all entrants have been subject to a CRB enhanced disclosure, and they should keep records showing that a disclosure has been obtained for every trainee.
Should we expect to have access to CRB returns?
TDA documentation states
Schools should not expect to have routine access to completed CRB returns.

Do student teachers need a new CRB check for each new school placement?

TDA documentation states
Trainee teachers would not normally be subject to more than one CRB check during the course of their programmes, even when these extend beyond three years. Providers of ITT are not expected to make additional checks in respect of separate school placements. 
We hope this is helpful in clarifying the situation. If further clarification/reassurance is required please contact 
Paul Moses
TDA Head of QTS Standards and ITT Requirements
0300 065 6527
Add in E Safety guidance
Students will be asked to bring their University photographic ID and their CRB certificate number and date of issue on the 1st day in school
Please note that all university subject tutors undergo CRB checks.
Students professionalism
All students are aware of their professional responsibilities as a guest in your school. They are expected to meet the highest of Standards. Annex 14 contains our guidance in relation to such matters as attendance, reasons for absence and course requirements
The Universities 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.


The role of the PCM 

The central role of the PCM is to ensure the consistency and
 quality of the mentoring and assessment of students
A quick summary:

Liaise with central SWELTEC about providing school placements.
PCMs communicate with Margaret Reynolds at SWELTEC to offer subject placements, invoice for payment, seek guidance and support, update her on the names of mentors and so on. (Tel: 020 8417 5488, Email: sweltec@kingston.ac.uk)

Supporting, advising and training subject mentors
	PCMs are responsible for ensuring:

the selection and training of subject mentors to enable them to carry out their role 
that mentors are  supported and advised throughout the academic year
support for mentors working towards Stage 1 and Stage 2 Mentor Certification. See annex 13.

Designing and co-ordinating a central school-based programme for all SWELTEC students

Using the guidance in Annex 5, the PCM designs and co-ordinates for the SWELTEC students a generic school-based training programme. PCMs should evaluate this programme and provide the SWELTEC office with a copy of the programme. Students are also provided with central guidance for some school-based training activities (see Annex 6) which can be included into or used to supplement the school-based programme.

Ensuring the assessment of students, at all points in the course, is secure 

PCMs should play an active role is guiding and advising mentors at all key points of 	assessment. PCMs will need to review completed profiles to ensure that they are 	appropriate and accurate,  and support mentors when a Cause for Concern is issued 	(see Annex 4). PCMs should liaise with individual universities to support any 	internal or external examination processes. For an overview of the assessment process see Annex 3. The TDA provides guidance on meeting QTs standards at:
www.tda.gov.uk/partners/ittstandards/guidance_08/qts.aspx
 
Quality assuring the school-based training

PCMs are central to the quality assurance of school-based training. As well as evaluating their own school-based training programme PCMs are actively engaged with a range of evaluation tools such as evaluations by students, mentors and indeed themselves. Such QA data will also be of value to the school as part of its own school self-evaluation processes. PCMs may also meet OFSTED inspectors when each university is inspected.

Promoting the training of new teachers with school colleagues

	PCMs play a central role in promoting all aspects of PGCE training and, 		consequently, of the importance to teachers career development of engaging with the 	training of new teachers. 

Key dates
Autumn Term
	5th Sept
	SWELTEC documentation sent to all schools

	5  - 29th Sept 
	University’s working on school allocations

	30th Sept 
	University’s send names and CVs of students

	  5th  Oct
	School Induction day

	17th Oct
	Block School Experience starts

	2nd Nov
	PCM Conference

	9th Nov PM
	Students in their University 

	25th Nov 
	Initial letter from university’s for Spring term placements

	Week of 5th Dec
	Mentors should start completing the profiles with students

	9th  Dec
	Profiles completed, checked by PCM

	13th  Dec
	Students provide copy of their evaluation of their School Experience

	13th Dec
	PCMs complete their evaluations

	14th Dec
	Students in University handing in evaluations and their profiles etc



Spring / Summer Term
	3rd Jan
	Final university confirmation letter

	12th Jan
	Induction Day 

	20th Feb
	Start of main block of School experience

	26th Mar
	Mentors should start completing the profiles with students

	29th Mar 
	Profiles completed, checked by PCM

	30th Mar
	Students in University handing in their profiles etc

	Week of 21st May
	Mentors should start completing the profiles with students

	Week of 21st May
	Profiles completed, checked by PCM

	May
	External examiners possible visits

	1st June
	Last day of School Experience

	20th June
	PCM Conference
















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




	[bookmark: RANGE!A1:G52]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 
	HEI 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’Ss, 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.
Key Contacts for the PCM
SWELTEC Consortium Co-ordinator:  Margaret Reynolds	
Tel: 020 8417 5488	Fax: 020 8417 5116	Email:	sweltec@kingston.ac.uk
Kingston University, School of Education, Kingston Hill, KT2 7LB

The SWELTEC Co-ordinator has an overview of all of the SWELTEC arrangements and deals with partnership agreements, negotiates placements and deals with all of the routine communications to do with school partnership, mentor training and so on.  The Co-ordinator is based at Kingston University and is in regular communication with the administrative and academic staff in each of the four SWELTEC University’s.
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 College:                   	Ed Boyle			Tel:	020 8240 4196
		Email:	boylee@smuc.ac.uk 
University School Partnership Officers
These members of staff have a more detailed view of all of the students registered at their particular university and of the school placements as they relate specifically to their own students.  
Brunel University	Dipa Gorsia	Tel:	01895 267141
School of Sport and Education		Fax:	01895 269769
Halsbury Building 		Email:	dipa.gorsia@brunel.ac.uk
Uxbridge, Middlesex		 
UB8 3PH

Kingston University	Wendy ap Owen	Tel:	020 8417 5066
School of Education		Fax:	020 8417 5116
Kingston Hill		Email:	W.Apowen@kingston.ac.uk 
Kingston upon Thames 
KT2 7LB

University of Roehampton 	Barbara Mummery	Tel:	020 8392 3816
Department of Education		Fax:	020 8392 3335
Froebel College		Email:B.mummery@roehampton.ac.uk
Roehampton Lane
London SW15 5PJ

St Mary’s University College	Clare Kurdi	Tel:	020 8240 4151
School of Education		Fax:	020 8240 4256
Waldegrave Road		Email: kurdic@smuc.ac.uk 
Strawberry Hill
Twickenham
 TW1 4SX
SWELTEC Academic Liaison Officer
Ken Robson	k.Robson@kingston.ac.uk     Tel: 020 8417 5164
This role involves co-ordination of the work of the different SWELTEC committees and liaising with colleagues in the university’s and schools in the area of policy development and organisational matters.

Subject Tutors 
It is the subject tutors in each of the university’s who have the day-to-day responsibility for liaising with mentors and PCMs, for supervising students in school and for teaching the university-based elements of the course. This level of communication is of vital importance in keeping the partnership working well. University tutors welcome communication from school-based colleagues and in particular when the school-based mentor has any concerns about the progress of their student or about their role as mentor. A list of contacts for university tutors can be found in Annex 5. 






Support for you in your role as PCM
1. Quality and Standards Advisors (QSA) for SWELTEC
If you are new to the role of PCM then SWELTEC offers support via these advisors. If you would like to make contact with them then please contact Margaret Reynolds at SWELTEC: sweltec@kingston.ac.uk. These advisors also play an important role in our quality assurance processes.

2. The SWELTEC Website
All of our documentation is on the SWELTEC website: www.sweltec.ac.uk

3. Training materials for PCMs
You will find a range of training resources on the website which have been developed by PCMs to support those new to the role or those wishing to update themselves.

4. Helping you to train your subject mentors 
Available in hard copy and on the website we have a pack of eight units which provide you with easy to access activities for training mentors in your school. These materials can used to support your mentors effectively managing their role and can help them achieve Stage 1 and/or Stage 2 Mentor Certification.

5. Would a PCM “buddy” be helpful?
A number of or experienced PCMs have offered to provide support in a “buddy” form. If you would like to discuss your role with an experienced PCM then please contact Margaret Reynolds at SWELTEC: sweltec@kingston.ac.uk

6. The SWELTEC PCM conference
In July we hold a half-day conference for PCMs where we address current issues, innovations, and try to look towards the future.  The morning of the PCM conference is given over to the training of new PCMs

7. University Tutors
The university tutors visiting your school are highly experienced and they can provide you with support, guidance, opinions. Ideally you will meet them on their subject visit to your school. Tutor contact details can be found in Annex 7. 

8. Course Directors
Course Directors are always willing to support you through email, phone conversations and school visits. Contact details can be found earlier in this document.

9. The SWELTEC Co-ordinator
There is not much Margaret Reynolds does not know about SWELTEC. She is always willing to support. 

10. University School Partnership Officers
Partnership officers are also available in each of the university’s for assistance	

11.	Assessment
An overview of assessment of QTS can be found in Annex 3. Each university also has written assessments and individual course directors can provide details of these.



Quality assurance: an overview
SWELTEC aims to ensure that all parties in the partnership carry out their roles to the highest of professional standards. Each university has detailed QA processes and, of course, all training programmes are subject to regular OfSTED inspection.  Each university also has to complete, on an annual basis, a Self Evaluation Document for the TDA. This is similar to a school SEF.
PCMs will be aware of the range of evaluation forms which they and the university can use for QA purposes, including their own evaluations and those of their mentors. Course Directors are always more than willing to receive communications about concerns that PCMs may have. Of particular importance to our QA system is the Cause for Concern process (see Annex 4.) 
The student voice. We regularly seek the views students hold about all aspects of their training. If a student expresses a significant concern about an aspect of their school placement then the university tutor and the PCM should investigate and, if there is a genuine concern, aim to resolve the issue. The vast majority of issues can be dealt with at this level.  For more serious issues the Course Directors may also need to be involved.
Course Directors share information on significant QA issues as a check for any significant patterns. If a pattern of concern appears SWELTEC will initiate a process of support (See Annex 9)  If matters cannot be successfully resolved SWELTEC will consider de-selecting either a department and/or a school. Whilst this has happened the number of cases is very small. 
The role of the Quality and Standards Advisors is an important component in SWELTEC’s own quality assurance system that runs parallel to external systems such as OfSTED and external examiners. The role was created to provide an overview of the training programmes within partner schools. Comments by Professional Co-ordinating Mentors within the Student Evaluation of School Experience form are, of course, an important part of this, but it was felt that there was a need to provide an additional system of evaluation and support that could operate across SWELTEC and that would help to disseminate good practice as well as identify where support is needed.

The QSA’s sample schools over a rolling programme. Priority is given to schools new to the Partnership, or those requesting additional guidance and support but will also visit schools that have been identified as being in need of additional support by other components within the SWELTEC evaluation system.

The QSAs are employed by SWELTEC for the equivalent of 5 days per term to work with schools to provide support and training. It is hoped that this will allow them to visit twenty-plus schools per year, a sample in excess of 10% of the Consortium. The agenda will vary with the reason for the visit but might include discussions with the students, teachers, mentors and the PCM. The intention is that where a need is identified, the Training Schools and UNIVERSITY providers within the Consortium will help provide the necessary training.

PCMs will be asked to complete and audit at the end of each school experience and to evaluate the training provided by the school. SWELTEC will be initiating a process of certification for PCMs as a way of recognising good quality provision.   





Annex 1
SWELTEC Partnership Agreement
INTRODUCTION
The South West London Teacher Education Consortium (SWELTEC) is a partnership which currently includes nearly 200 Partner Schools and four Higher Education Institutions (University’s). This document sets out the agreed commitment between a Partner School and the four university’s. More detailed information and advice on roles and procedures mentioned in the agreement are to be found in the SWELTEC Handbook. The agreement will come into effect once it has been signed by both the Head of the Partner School and by the SWELTEC Co-ordinator on behalf of the university’s. 
PURPOSE OF THE AGREEMENT
The agreement is designed to meet the development needs of students on full-time PGCE Secondary courses in the partner university’s. The Partner School and the appropriate university’s  will jointly contribute to the completion of a student’s Training Documents and Profile of Student Progress.  These register the evidence that the student has met the revised (2007) DCSF/TDA Professional Standards for Qualified Teacher Status (QTS).   
The agreement has been designed so that the University/School partnership fulfils the 2007 Requirements for ITT. It is noted that overall management of the training process, the accreditation of courses and selection of Partner Schools lies with the university’s.
STATEMENT OF VALUES
The Consortium believes that the purpose of teacher education is to equip teachers with the relevant knowledge, understanding, skills, attitudes and behaviours so that, through their teaching, they meet the cognitive, physical, emotional, moral, social and aesthetic needs of the pupils and students in schools.
The Consortium is deeply committed to the notion of teachers as reflective practitioners. In order to develop as effective teachers, it is essential that students have opportunities both to practice their classroom skills and to reflect on and develop their practice. To become a “reflective practitioner” requires close, supportive relationships between Partner Schools and the university’s. This partnership works to provide the best possible professional environment for student teachers to reach their full potential. 
The Consortium is committed to deepening and enriching the partnership between schools and the university’s so that student teachers gain the most from the expertise both of teachers in the classroom and of other school staff. Central to this is the shared understanding between Partner Schools and the university’s of the training process and the values of education.  
The Consortium is committed to equal opportunity for all individuals regardless of race, culture, religion, age, gender or disability and sexual orientation.
The agreement may be extended with the consent of all four of the PGCE Course Directors from the university’s and the Partner School to include related courses such as part-time PGCE Secondary, PGCE KS2/3 or Secondary GTP.



BECOMING A PARTNER SCHOOL
The decision to accept a school’s application to become a Partner School will be made by the SWELTEC Course Directors.
SELECTION CRITERIA
Selection of schools to become Partner Schools depends on:
an endorsement of our commitment to the values of equal opportunities  
a positive school ethos where students are accepted and welcomed as temporary colleagues
commitment of the whole school ‑ staff, governors, parents ‑ to partnership in ITT and to provision of quality training for students
clear internal systems for managing the placements with an experienced member of staff taking the lead
evidence of:
a commitment to continuing professional development
effective role models who can share their expertise in the curriculum and related areas
a positive approach to course development and quality control through a willingness to participate in course development, in‑service training for mentors and review procedures
willingness to offer a range of involvement in wider aspects of school life (for example pastoral care, PSHE, extra-curricular activities, staff meetings)
an overall satisfactory  OfSTED report.
Selection of departments within partner schools depends on:
commitment to the notion of a training department
the ability to provide models of good practice for students in relation to teaching styles, curriculum materials and assessment methods, within the National Curriculum where appropriate
the capacity to provide a subject mentor who has both the experience and time to fulfil the role
the ability to offer a range of experience appropriate to the students’ stage in the university programme
provision of adequate resources and facilities.
WITHDRAWAL FROM THE AGREEMENT
Either partner may, following consultation, withdraw from student placements if there is evidence of:
changing circumstances which would affect the quality of the training provided
changing circumstances, which make collaboration between the partners in respect of student placements impractical
It is understood that all partners will do their utmost to avoid late cancellation of placements and that withdrawal during a placement is reserved for very exceptional circumstances.
DE-SELECTION
Subject tutors may decide to de-select departments after consultation with the PCM in the Partner School.
Schools may be de-selected by the Course Directors / Strategic Management Group after consultation with the Partner School if there is evidence of an inability to continue to meet the selection criteria.

ROLES AND COMMITMENTS
THE SWELTEC OFFICE will:
administer partnership agreements
negotiate placements with partner schools and distribute them to university’s
maintain the SWELTEC committee structure
deal with  general communications to do with school partnership
co-ordinate professional development for Professional Co-ordinating Mentors (PCMs) and mentors
ensure that PCMs receive SWELTEC documentation
ensure that consistent quality assurance procedures are implemented throughout the partnership
maintain the SWELTEC website.
THE PARTNER UNIVERSITY will:
provide a Course Director and support colleagues to ensure the fulfilment of the responsibilities of the university, which are specified here
handle all matters related to publicity and admissions procedures for the course 
arrange the placement of students in Partner Schools 
handle all administrative matters related to course accreditation, inspection, assessment and examination procedures and quality assurance
manage and co‑ordinate the course
provide training at suitable times for all staff involved in delivering the course
ensure that staff training encompasses inclusion and equal opportunity legislation as it applies to ITT
ensure delivery of the university-based elements as described in the PGCE Course Handbook
audit each student's subject knowledge and ICT knowledge, understanding and skills, and make arrangements for students to reach all the required Standards by the end of the course
provide information on students' academic background, initial audit and interim and final assessments, and facilitate discussion of these between Partner Schools and university’s
provide personal guidance and support for students through academic staff and access to expert counselling, if required, through Student Services and/or the Students' Union
provide students with basic training in awareness of their legal status in school and of safety procedures in schools and subject classrooms
ensure that students undertake CRB clearance
monitor the Partnership Schools' contribution to training, offering extra support where required to ensure that training provided is of a high standard, and aim to ensure that students are placed only in schools which provide training of a high standard
ensure that all procedures are carried out for the final assessment of students for the award of the PGCE and Qualified Teacher Status, and for the completion of Career Entry and Development Profiles
organise internal and external moderation procedures, and investigate quality issues raised through such moderation
adhere to the SWELTEC Cause for Concern procedures.

THE UNIVERSITY TUTOR will:
provide school-based staff with relevant subject documentation
provide students and school-based staff with support on current subject developments.
visit students on at least one occasion during each of the three Block School Experiences to observe, support and discuss student progress in relation to the Standards framework
contribute to the SWELTEC training document through their university-based input and through discussion of the school experience with the mentor and the student.
THE PARTNER SCHOOL will:
ensure that all students are provided with clear guidance in respect of the safeguarding of children
provide a senior and experienced member of staff, taking leadership of ITT, to fulfil the role of the Professional Co-ordinating Mentor and make appropriate provision for them to carry out these responsibilities 
ensure that all staff receive appropriate on-going training and support to fulfil their roles in ITT
ensure that staff training encompasses equal opportunity legislation as it applies to their roles in ITT
provide mentors who have the appropriate subject knowledge and understanding, the pedagogical skills, and the interpersonal qualities, willingness and time to support students in developing these
offer appropriate training and support for students including a guaranteed private meeting each week between Mentor and student, the outcome of which is recorded in the SWELTEC Training Document. It is anticipated that this will normally last for 50-60 minutes.
provide a programme of induction to the school and training in whole-school issues that meets the SWELTEC specification (see Key Documents)
provide access to information on the school’s and the department's use of a range of data for different purposes, such as target-setting; assessment, transfer from primary school and support required
include students in parents' meetings, reporting to parents, and the school’s INSET programme
participate in course evaluation and monitoring procedures
keep the UNIVERSITY informed of any developments in school that might affect adversely the quality of the student experience in school, e.g. being placed in Special Measures by OfSTED
adhere to the SWELTEC Cause for Concern procedures as set out in the SWELTEC Handbook.
THE PROFESSIONAL CO-ORDINATING MENTOR will:
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
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
liaise with the SWELTEC office on the level and degree of commitment to ITT each year, e.g. the numbers of students, which subjects and which phases that can be offered
lead a school-based training programme for all student teachers  that meets the SWELTEC specification (see Key Documents)
keep up to date with developments in ITT by participation in events organised by the Partnership during the academic year e.g. the Annual PCM conference
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 http://www.sweltec.ac.uk/documents.html)
encourage, support and manage, in liaison with the SWELTEC office,  training so that all mentors obtain  certification of  school-based mentoring at levels 1 and 2
co-ordinate the school-based assessment of the students
co-ordinate the evaluation of school-based training by students and mentors and liaise with University’s and SWELTEC as appropriate 
have responsibility for implementation and review of school experience activities.
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  .
THE SUBJECT MENTOR will:
work closely with the PCM and university tutor to ensure the quality, coherence, consistency and appropriateness of the school-based subject training provided
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
provide induction into departmental procedures, data (e.g. target grades for school pupils), resources and specifications as appropriate 
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
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). 
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
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 
 jointly observe with the university tutor and/or PCM as appropriate
oversee the assessment and recording of pupils’ progress undertaken by the student
monitor progress on the SWELTEC profile during the Block School Experience
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
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
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
contribute to the subject course as appropriate e.g. by attending joint interviews with university tutors, participating in course evaluations and development meetings


OTHER ASPECTS OF PARTNERSHIP
The following related areas also contribute to the effectiveness of this partnership in ITT:
teacher membership of the SWELTEC Strategic Management Committee
teacher involvement in the validation of university ITT programmes
teacher membership on Programme and School Boards
teacher involvement in selection of students for Secondary ITT
teacher involvement in curriculum areas in the university’s
the employment of seconded teachers on programmes
the employment of experienced teachers/lecturers who have continuing school links and responsibilities
continuing professional development including award bearing courses and consultancies
teacher involvement in school-based research into aspects of teaching and learning
university tutor involvement in schools, e.g. as governors, providers of INSET and assisting with preparation for OfSTED inspections and project bids.
QUALITY ASSURANCE
The quality of the Partnership is assured in the following ways:
common documentation:
“Handbook of Guidance and Information” (Red Book) for students, schools and tutors which clearly covers all aspects of students’ training in schools
“Profile of Professional Development” which records a student’s training and progress in school throughout their course, and observation sheets
induction and on-going professional development for school and university-based staff
training formally evaluated by students, university’s and Partner Schools and sharing of feedback from this
the Strategic Management Committee comprising representatives of Partner Schools and the university’s 
internal and external moderation of students’ school experience
Programme Boards with representation from students, Partner Schools and university’s
assessment and examination boards with representation from schools, tutors and external examiners
the effectiveness of partnership arrangements in OfSTED inspections of ITT
programme review and revalidation
the external monitoring by Quality and Standards Advisors.
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THE PROFESSIONAL CO-ORDINATING MENTOR will:
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
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
liaise with the SWELTEC office on the level and degree of commitment to ITT each year, e.g. the numbers of students, which subjects and which phases that can be offered
lead a school-based training programme for all student teachers  that meets the SWELTEC specification (see Key Documents)
keep up to date with developments in ITT by participation in events organised by the Partnership during the academic year e.g. the Annual PCM conference
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 http://www.sweltec.ac.uk/documents.html)
encourage, support and manage, in liaison with the SWELTEC office,  training so that all mentors obtain  certification of  school-based mentoring at levels 1 and 2
co-ordinate the school-based assessment of the students
co-ordinate the evaluation of school-based training by students and mentors and liaise with university’s and SWELTEC as appropriate 
have responsibility for implementation and review of school experience activities.
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  .

Please note that the roles of all other parties are set out in the partnership agreement document 


Annex 3. An overview of the assessment process

 (
Autumn /
F
oundation term
Students are assessed on their work in school via the foundation profile. This is an essentially formative process with targets being agreed 
that
 lead to action plans in the next school. 
The weekly training sheets, observations records, the students file (including their evaluations!) as well as professional conversations students have with staff all contribute to the evidence base.
)







 (
Summer/Consolidation term
1. Assessment against the Professional Standards for QTS. This is the final assessment and students must 
meet each and every one of the Standards 
in order to be recommended for QTS. At this point mentors should use the levelled grade descriptors (1 to 4 
scale
) and the
 website 
http://www.tda.gov.uk/partners/ittstandards/guidance_08/qts.aspx
2. The very final assessment we are required to do uses the “OFSTED best fit descriptors. Details can be found in the Profile document. 
) (
Spring/Developmental term
Students are assessed on their progress towards achieving QTS using the Developmental Profile. The profile contains each and every Standard and our own SWELTEC descriptors to support assessment. Although this point of assessment is mainly 
formative
 there starts to be an indication of final assessment and this may trigger examination visits f
r
om a university. Targets are agreed which lead to action plans in the final phase of school experience. 
The weekly training sheets, observations records, the students file (including their evaluations!) as well as professional conversations students have with staff all contribute to the evidence base. A helpful source 
for us all to use in making assessment judgements is 
from the TDA can be 
found at :
http://www.tda.gov.uk/partners/ittstandards/guidance_08/qts.aspx
.
)

Annex 4.  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 in partnership with the student. 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 a week or so hoping 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)

    

The Cause for Concern Process 
 (
A.
 Following a period of time in which issues have been raised but not resolved, the mentor, tutor or a senior member of school staff 
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 interested parties followed by completion of first section of form including Nature of Concern & Evidence for Concern
)


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

 (
Action
 points identified with reasonable time scale for resolving issues 
)

 (
D.
 Instigator sends copy of form to mentor/tutor/PCM
Student places copy in their 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/PCM review progress and complete form. 
Mentor
 ensures copies are sent to relevant personal
)


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


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
	






The SWELTEC Handbook                                                                                           Page 70

SWELTEC PCM Handbook	Page 7

Annex 5: An example of a School-based programme
 (
All SWELTEC Partner Schools will be expected to base their ITT programme on the specification that has been set out in this document. The specification describes the minimum entitlement for the students and it is expected that some schools will add to the programme in order to make the best of the strengths and opportunities that their particular school offers.
)














 (
NOTE
This example does not imply a recommended teaching order or even session headings. 
)

 EXAMPLE OF A PROGRAMME OUTLINE
	Autumn Term
	Spring & Summer

	Induction  
	Induction 

	Managing Behaviour 
	Managing Behaviour 

	Special and Inclusive Education : “removing barriers to achievement” 
	Special and inclusive Education 

	Working with others (Support Staff etc) 
	Working with others (Support Staff etc) 

	Statutory Frameworks 
	Statutory Frameworks 

	Nat priorities/Nat Curriculum 
	Nat priorities/Nat Curriculum 

	ICT 
	ICT 

	Assessment 
	Assessment 

	
	Legal Aspects 

	
	EAL 

	
	Differentiation including G & T

	
	Equal Opportunities 

	
	Out-of-school & work-related 





	Specification reference
	Area
	Distribution between school placements
	Possible means of delivery

	1
	Induction to School
	Both Schools
	session by PCM
'SWELTEC School-based Training Activity A'

	2
	Inclusion & SEN

	School 1 = code of practice & application 
School 2 = application in 2nd school
	taught introductory session by SENCO
access to school SEN policy & IEPs
supporting SEN pupils
reflective seminar to discuss experience
'SWELTEC School-based Training Activity F'

	3
	Learning Styles

	On-going focus for mentor meetings
	session led by member of staff
focus for  mentor meeting

	4
	Partnership learning: working with others
	School 1 = main introductory sessions
School  = comparison of school practices
	session by Head of Year or Tutor on the pastoral system & outside agencies
shadowing range of support staff
interview task on key personal in school
'SWELTEC School-based Training Activity H'

	5
	Statutory & non-statutory curricula & frameworks

	School 1 = Health & Safety
                  Child Protection
                  Professional Behaviour
School 2 = GTC code of practice
                  Child Protection in 2nd school
	reading task on school policy to cover Health & Safety, Child Protection, Professional Behaviour
taught session on application in school
SWELTEC School-based Training Activity B

	6
	The Curriculum
KS3&4 & Post-16 if applicable

	School 1 = introduction
School 2 = focus on Dept implications
                  sharing good practice
	taught session on policy/application in school
guided observation sheets
focus of mentor meeting
'SWELTEC School-based Training Activity D'

	7
	Use of ICT to support learning
	Both Schools
	general session on systems in school
access to good practice in own & other depts
'SWELTEC School-based Training Activity E'

	8
	Legal requirements & policies promoting the well-being of children.
	School 2 only (unless relevant in School 1)
	reading task on school/borough policy
attendance of induction session for new staff
            participation in preparation process and school journey in any subject area
'SWELTEC School-based Training Activity B'

	Specification reference
	Area
	Distribution between school placements
	Possible means of delivery

	9
	Assessment for Learning etc
	School 1 = policy in school
                  formative classroom assessment
School 2 = policy in school
                  use of base-line data
	taught session on school policy & use of base-line data
focus of mentor meetings

	10
	EAL

	Coverage depends on the importance of this issue in the school concerned
If it has not been covered in the 1st then it should be covered in the 2nd or in an school of good practice from the SWELTEC list
	taught session by school specialist 
supporting EAL support staff
reflective seminar to pool discuss experience
experience in a specialising school for a day (contact through SWELTEC)
'SWELTEC School-based Training Activity F'

	11
	Nat. Strategies
Lit, Num,Cit

	School 1 = policy in school
School 2 = policy in school
                  sharing of good practice
	see 5
lesson observation across a variety of depts
reflective seminar to pool discuss experience

	12
	Differentiation
G & T

	School 2 = policy in school
                  sharing of good practice                                                                      
	taught session on school G & T policy
focus of mentor meeting
session to share good practice

	13
	Safety

	In both Schools
	focus of mentor meeting
delivered with 4

	14
	Managing Behaviour

	In both Schools with the emphasis in the 2nd on reflecting on experience and refining techniques
	taught session on school policy & implementation
reflective session based on trainee observation & experience

	15
	Homework

	School 1 = school policy & dept practice
School 2 = school policy & dept practice
	focus of mentor meeting

	16
	Equal Opps & the Inclusion agenda

	School 2 only
	to include gender, race, class, culture, physical & learning disability
reading task on school policy
taught session on inclusion & its implications
'SWELTEC School-based Training Activity B'

	17
	
	Out-of-school & work-related
	School polices
Focus of mentor meetings
'SWELTEC School-based Training Activity I”
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The school based training activities
The school experience activities link closely with the work undertaken in the Higher Education Institution (University) and they complement your school block experiences. This booklet sets out a series of activities for you to carry out, some during the Thursdays and Fridays that you spend in your schools in the Autumn and Spring terms, others during your block school experiences. The overall purpose of the pre-block days in school is to help you orientate yourself in your placements and begin to deepen your understanding of a wide range of current professional issues. 
The activities in this booklet provide you with practical, school-based opportunities that require you to investigate and then reflect on a number of aspects of teaching and learning. Completion of the activities will contribute to your development as a teacher and will provide valuable evidence towards meeting some of the Standards for Qualified Teacher Status (QTS) – see diagram on the following page.
Some of the activities are focussed specifically on work in your own subject department while others give you the opportunity to look at work in other curriculum areas as well as the wider context of the school community. 
Except for the activities relating to finding out about your departments, which should be done very early on in your placements, and to teaching a first lesson towards the end of your Autumn pre-block, there is no particular order in which they should be completed. It is your responsibility to ensure that these activities are carried out, but it is likely that your school will organise a programme for them. You must do certain activities (as indicated) in both your placements, and it may be helpful to do others in both schools. Some may involve organising visits to other schools, as indicated on individual sheets.
Most activity sheets have a space where you can fill in any previous experience that enables you to meet, wholly or partially, the Standards addressed by the activity; you should discuss and agree with your subject tutor whether this means that you do not need to do the whole activity. Next you will need to find out the information required, carry out the observation stipulated and then write your response to the practical and reflective activity. You may also add any supplementary material if you feel this is appropriate. It is important to recognise that the three sections of the Standards are interwoven and have many links; each sheet therefore only specifies the Standards to which a significant contribution is made by the particular activity.
You may wish to use some of your observations and reflections as the basis for discussion in mentoring sessions.
Activity sheet A: Induction to your school
You will need to do this activity in both your placement schools
This activity is intended to help you orientate yourself in the school and the department and to focus your attention on some of the practicalities you will need to understand in order to begin your teaching successfully. It may take you some time to compile all this information and, as schools are very busy places, you will need to be flexible in the interests of good professional relationships.
	
Find out the following about your school/department:
Head of Department

Subject mentor and other subject teachers

Other holders of key responsibilities

Support staff who work in the department

Location of departmental resources

ICT facilities (including staff and student access)
Photocopying and reprographics

Examination specifications used at GCSE/Foundation and Intermediate levels

Examination specifications used at A level/post-16/Diplomas

Other assessment procedures

Department handbook

Communicating with parents

Homework policy

Rooms/access

Health and safety

Times of departmental meetings

Extra-curricular activities

Pupil data that is available

Arrangements for your block school experience timetable


Activity sheet B: Safeguarding
Safeguarding is a relatively new term which is broader than ‘child protection’ as it also includes prevention. Safeguarding has been defined as:
All agencies working with children, young people and their families taking all reasonable measures to ensure that the risks of harm to children’s welfare are minimised; and 
Where there are concerns about children and young people’s welfare, all agencies taking appropriate actions to address those concerns, working to agreed local policies and procedures in full partnership with other local agencies. (Safeguarding Children (2005), The 2nd Joint Chief Inspectors Report on Arrangements to Safeguard Children. 
Within school all members of staff have a responsibility to safeguard children (including training teachers). The following activity helps you to ensure that you are aware of and understand the schools safeguarding policy.
 (
Foundation Stage
 School Placement
Ensure that you have read your schools safeguarding document.
Ensure that you know who to talk to if a child discloses information to you.
Write the name of this designated person below
________________________________________
Please ask your mentor to sign below to confirm that this information is correct
_________________________________________
)









 (
Developmental/Consolidation Phase
 School Placement
Ensure that you have read your schools safeguarding document.
Ensure that you know who to talk to if a child discloses information to you.
Write the name of this designated person below
________________________________________
Please ask your mentor to sign below to confirm that this information is correct
_________________________________________
)








Activity sheet C: A variety of activities (which link in to your weekly training sessions) to complete over your school placements
You can complete these activities on both of your school placements. It may then be useful to compare how contrasting school approach each of the items below.  
 (
Find out what your school is doing to address the following:
Managing the Learning Environment (including Rewards and Sanctions)
Transition from KS2 – KS3 (including integration and use of setting)
Range of courses available at KS4
Range of courses available at KS5
Find out how ‘functional skills’ are integrated into teaching in your department
Find out how ‘PLTS – personal, learning and thinking skills’ are integrated into teaching in your department
Inclusion - Find out how provision is made for the following within your department:
Inclusion – Students with Learning Disabilities
Inclusion – Gifted and Talented Students
Inclusion – English as an additional language Students
PSHE and Pastoral provision  
Citizenship
Partnership in learning - Find out how your school uses non-teaching staff to provide for pupils’ learning and well-being
 
)

























Annex 7  University tutor contact
It is the subject tutors in each of the university’s who have the day-to-day responsibility for school contacts, for supervising students in school and for teaching the university-based elements of the course. This level of communication is of vital importance in keeping the partnership working well. University tutors welcome communication from school-based colleagues and in particular when the school-based mentor has any concerns about the progress of their student or about their role as mentor.
	B          Brunel University:

	English 
	Dr Andrew Green
	01895 267157
	Andrew.Green@brunel.ac.uk 

	ICT
	Mr Nic Crowe
	01895 267146
	Nic.crowe@brunel.ac.uk 

	Maths
	Dr Dawn Leslie
	01895 265779
	Dawn.Leslie@brunel.ac.uk

	PE
	Anne Chappell
	01895 266496
	Anne.Chappell@brunel.ac.uk 

	PE
	Paula Zwozdiak-Myers
	01895 267156
	Paula.Zwozdiak-Myers@brunel.ac.uk

	Science
	Dr Rob Toplis 
	01895 265778
	Rob.Toplis@brunel.ac.uk

	Science
	Dr Michael Allen
	01895 265829
	Michael.Allen@brunel.ac.uk

	Kingston University:
	
	
	

	Maths
	Mark Humble
	020 8417 5075
	M.Humble@kingston.ac.uk

	Maths
	Bud Abeysekera
	020 8417 5350
	B.Abeysekera@kingston.ac.uk

	MFL
	Sylvia Broughton
	020 8417 5163
	S.Broughton@kingston.ac.uk 

	MFL
	Gordon Phillips
	020 8417 2391
	G.Phillips@kingston.ac.uk  

	Science
	Ken Robson
	020 8417 5164
	K.Robson@kingston.ac.uk 

	Science
	Nicki Treby
	
	n.treby@kingston.ac.uk

	University of Roehampton:

	English
	Philippa Hunt
	020 8392 3281
	P.Hunt@roehampton.ac.uk 

	History
	Alison Messer
	020 8392 3000
        ext. 4547
	A.Messer@roehampton.ac.uk 

	History
Maths
	Susie Townsend
Nick Langford
	020 8392 3748
020 8392 3859
	s.townsend@roehampton.ac.uk
N.Langford@roehampton.ac.uk

	MFL
	Peter Saunders
	020 8392 3000
         ext. 4184 
	P.Saunders@roehampton.ac.uk 

	MFL
	Lucy Woodley
	020 8392 3236
	Lucy.woodley@roehampton.ac.uk

	RE
	Mike Castelli
	020 8392 3248
	M.Castelli@roehampton.ac.uk 

	Science
	Keith Hicks
	020 8392 3466
	k.hicks@roehampton.ac.uk 

	Science
	Marcus Barbor
	020 8392 3263
	m.barbor@roehampton.ac.uk 

	St Mary’s College:
	
	
	

	AICT
	Julie Noctor
	020 8240 4373
	chamberj@smuc.ac.uk

	Geography
	Monica Baughen
	020 8240 4043
	Baughem@smuc.ac.uk 

	Maths
Maths
	Bob Vertes
Jackie Oldham
	020 8240 4154 

	bobv@smuc.ac.uk
 

	MFL
	Anna Lise Gordon
	020 8240 4053
	gordona@smuc.ac.uk  

	PE
	Lorna Goodwin
	
	

	RE
	Cathy Hobday
	020 8240 4000
	hobdayc@smuc.ac.uk 

	Science
	Irena Grounds
	020 8240 4285
	groundsi@smuc.ac.uk 




The QSA advisers are:  Phil Snell and Sue Taylor who can be contacted through Margaret Reynolds at SWELTEC central office. 

Annex 8.  The SWELTEC Management structure
 (
The SWELTEC Management Group
The four Heads of Education
The four Course Directors
The SWELTEC Academic Liaison Officer
The SWELTEC Co-ordinator
The SWELTEC co-ordinator
)





 (
The Strategic Management Group
Representatives from partner schools
The four Course Directors
The SWELTEC Academic Liaison Officer
The SWELTEC co-ordinator
) (
The 
SWELTEC 
Course Directors Group
The four Course Directors
The SWELTEC Academic Liaison Officer
The SWELTEC co-ordinator
)
 (
SWELTEC Central Office
The SWELTEC co-ordinator
)




 (
The Quality and Standards Advisors
)

 (
PGCE Programmes in the four Universities
University course directors, subject leaders, placements officers
) (
School Partners
Professional Co-ordinating Mentors
)






Annex 9 QA and de-selection  
SWELTEC aims to provide first class support for PCMs. The system below outlines the process of support/review to ensure the quality of provision. 
 (
SWELTEC office collects data on new PCMs from school returns
Course director and Training schools set dates for cluster training sessions
)

 (
2. SWELTEC office replies to “new” PCM offering a place at a cluster/training school PCM training session. New PCMs Issued with the PCT training CD. On acceptance SWELTEC office notifies Training school 
)



 (
3. 
Those new PCMs that cannot attend a cluster training session allocated a QSA visit.
)
 (
4. 
Those that do not respond:
a. SWELTEC office sends an e-mail reminder with a positive response leading to box above
b. If no response SWELTEC rings with offer of a PCM “buddy” and offer of QSA visit. PCM sent the training CD
c. If no response Training school PCM/QSA/Course Directors ring with above offers and also visiting 
university’s
 tutors briefed to discuss training with PCM (organised by course directors.
d. SWELTEC sends e-mail with a warning relating to the partnership agreement (p13)
f. If no response SWELTEC send letter to Head teacher
g. If no improvement Course Directors consider de-selection
)












Note: On PCM conference day there will be a new PCM training session.
For comprehensive training materials see the SWELTEC website
www.sweltec.ac.uk



Annex 10 Role of Subject Mentor
THE SUBJECT MENTOR will:
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

Annex 11 Role of University tutor
THE UNIVERSITY TUTOR will:
1 	provide school-based staff with relevant subject documentation
2 	provide students and school-based staff with support on current subject developments.
3 	visit students on at least one occasion during each of the three Block School Experiences to observe, support and discuss student progress in relation to the Standards framework
4 	contribute to the SWELTEC training document through their university-based input and through discussion of the school experience with the mentor and the student.


Annex 12 Financial Statement

Finance Statement
The amount that providers receive from the TDA for each PGCE student is between £5000 and £6000, depending on the subject. From this sum, schools received £300 per student per term to support the provision of a Professional Co-ordinating Mentor, a school-based Professional Studies programme, mentoring and mentor development, leaving the balance for the university to meet the overheads of running the PGCE course. The detailed breakdown of costs will vary for university’s in different locations but will certainly include: staffing (teaching), school visits, accommodation, recruitment, administration, library, quality assurance, legal guarantees and insurance, SWELTEC administration, SWELTEC documentation and PCM development and travel expenses.
In addition schools may place job adverts free of charge on the SWELTEC website free of charge.
Additional benefits to schools:

the positive effect on staff development that the presence of students can have within a school is widely recognised;
the fact that many of our students take their first teaching post in a SWELTEC school, 76% in 2009/2010, is a major benefit and often represents a considerable saving in advertising and recruitment costs.

Since the 2006/7 academic year, university providers will receive additional fees from the students. The TDA has stated that the purpose of these fees is to help make good the shortfall in university funding that has developed over recent years.



Annex 13 
SWELTEC Certification of mentoring

	SWELTEC is introducing a new system to recognise the achievements of mentors in the training of future teachers. We will be doing this 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, and 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. In the future we aim to have a stage 3 which will recognise high-level mentoring by certification and/or the award of M-level credits from one of the SWELTEC Universities.


There are, then, 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
Contents of this document.
Stage 1 certification
Introduction and “who does what?”		
Stage 1 Record Sheet.				
Stage 2 certification
Introduction and “who does what?”		
Stage 2 Record Sheet.				
Criteria for Stage 2 certification.	 		 
                        Non-compulsory activities                                      		.           page 7	
			
This documentation can also be found on the SWELTEC website under “Mentors”, as can the essential SWELTEC New Mentor Training Documents




SWELTEC Certification of mentoring
	 
Stage 1: Initial preparation for successful mentoring

Stage 1 is for those (i) who are new to mentoring students
		     (ii) who wish to become mentors of students
		     (iii) class-teachers working with students. 
Teachers wishing to take part in this scheme need to gain the support of the schools SWELTEC Professional Co-ordinating Mentor (PCM).
The requirement for Stage 1 certification is 6 hrs’ study of mentoring which will normally be met through provision by Professional Co-ordinating Mentors of a training programme covering at least Units 1 and 2 of the SWELTEC mentor training pack. Such programmes need not be “taught” - they can be via self-study of the SWELTEC training pack. We anticipate that in a large number of cases, prior experience of mentoring may be substituted for the activities. PCMs will issue the certificates available in electronic form from SWELTEC.



Who does what?
Teacher/mentor
	1.
	Discuss with your PCM your wish to study for Stage 1 certification.

	2.
	Complete the relevant sections of the Stage 1 record sheet for PCMs and e-mail your registration to SWELTEC (the address is on the sheet).

	3.
	Work your way through at least Units 1 and 2 of the SWELTEC New Mentor Training Document (available on the website and as hard copy). In addition you may find it helpful to discuss mentoring role with an experienced mentor in your department.

	4.
	When you and your PCM are satisfied that you have completed study at least equivalent to Units 1 and 2, write details of your study on the record sheet, both sign this and then send the sheet to SWELTEC.

	5. 
	Your PCM will then be able to issue you with a Stage 1 certificate and you are then ready to work with student teachers.


Professional Co-ordinating Mentor 
	1.
	Post the SWELTEC flyer in your staff room and inform your existing mentors of the scheme.

	2.
	With the prospective mentor, complete the relevant sections of the Stage 1 record sheet and check that the teacher has emailed registration to SWELTEC (the address is on the sheet). Keep the record sheet for file.

	3.
	With the prospective mentor design appropriate activities for approximately 6 hrs of study. Normally this will be the teacher working through at least Units 1 and 2 of the SWELTEC New Mentor Training Document (available of the website).

	4.
	When the activities have been successfully completed, the teacher will record brief details on the record sheet and sign it; you then sign and send it to SWELTEC.

	5.
	You can then issue a Stage 1 Certificate (available electronically from SWELTEC central office) and the teacher sends the record sheet to SWELTEC.



SWELTEC Certification of mentoring
Stage 1 record sheet for Professional Co-ordinating Mentors
	
Certification of mentors at Stage 1: Initial preparation for successful mentoring
Stage 1 is for those  (i) who are new to mentoring students
		      (ii) who wish to become mentors of students
		      (iii) class-teachers working with students. 
The requirement for stage 1 certification is 6 hrs’ study of mentoring which will normally be met through provision by PCMs of a training programme covering at least Units 1 and 2 of the SWELTEC mentor training pack. 

In cases where mentors have (i) a substantial record of mentoring SWELTEC students and have worked through the above units PCMs may use this as prior accreditation for the award of the certificate.




	         Name of teacher
	

	Subject department
	

	School
	

	Name of PCM
	



	Date of registration of interest
	
	Please notify SWELTEC m.reynolds@kingston.ac.uk

	Dates of 6hrs’ study
	
	Please enter brief description of particular activities undertaken



	
	
	

	
	
	

	
	
	

	Completion date and issuing of Stage 1 certificate
	


Signatures to confirm the above
	PCM
	
	Teacher
	


Please forward a copy of this completed form to Margaret Reynolds at School of Education, Kingston University, Kingston Hill, Kingston, Surrey, KT2 7LB
Support and guidance: if you have any queries then please contact Margaret Reynolds (m.reynolds@kingston.ac.uk).
SWELTEC Certification of mentoring
	Stage 2: Being a successful mentor
Stage 2 is for those currently working as a SWELTEC mentor. Certification at this stage requires working as a mentor over a sustained period of time of at least one year. 

Pre-requisites: Stage 1 certificate or equivalent and, usually, 12’ hours experience of mentoring.
 Successful candidates will have provided evidence of reflective engagement in the range of activities, set out overleaf, through submission of a Mentor Development Portfolio or equivalent.




Who does what?
Mentor
	1.
	Discuss Stage 2 certification with your PCM. You may also wish to talk to the university tutor of your student and other mentors in your school.

	2.
	Complete the relevant sections of the Stage 2 record sheet for Professional Co-ordinating Mentors and e-mail your registration to SWELTEC (the address is on the sheet)

	3.
	During the period of your registration ensure that you track your progress through the criteria. Keep in discussion with your PCM and the visiting tutor from the university.

	4.
	You will need to provide evidence of successful completion of all of the key criteria. You may wish to do so in a portfolio or though keeping a track of where the evidence is. 

	5. 
	When you have sufficient evidence, discuss this with your PCM. If all is well the record sheet can then be completed, signed and sent to SWELTEC. The university tutor will also be asked to confirm that a satisfactory level has been achieved. 


Professional Co-ordinating Mentor 
	1.
	Post the SWELTEC flyer in your staff room and inform your existing mentors of the scheme.

	2.
	With your mentor, complete the relevant sections of the Stage 2 record sheet. Check that the mentor has emailed a registration to SWELTEC (the address is on the sheet. Keep the record sheet in your file. 

	3.
	As a normal part of your PCM role you will be supporting and monitoring the work of your mentor during the year.

	4.
	Towards the end, the mentor will present you with their evidence base for successfully completing all of the criteria. If you confirm this then the mentor completes the record sheet, you sign and send it to SWELTEC. 

	5.
	Once the university tutor has confirmed agreement, SWELTEC will send you the named certificate. 





SWELTEC Certification of mentoring
Stage 2 record sheet for Professional Co-ordinating Mentors
	Certification of mentors at Stage 2: Being a successful mentor
Stage 2 is for those currently working as a SWELTEC mentor. Certification at this stage requires working as a mentor over a sustained period of time of at least one year. 

Pre-requisites: Stage 1 certificate or equivalent and, usually, 12 hours’ experience of mentoring.
 Successful candidates will have provided evidence, through submission of a Mentor Development Portfolio, of reflective engagement in the range of activities set out on the next page.



	Name of teacher
	

	Subject department
	

	School
	

	Name of PCM
	

	Name of University subject tutor
	



	Date of registration of interest
	
	Please notify SWELTEC m.reynolds@kingston.ac.uk

	Dates of study

	
	



	Completion date and issuing of Stage 2 certificate
	



Signatures to confirm the above
	PCM
	
	Teacher
	


Please forward a copy of this completed form to Margaret Reynolds at School of Education, Kingston University, Kingston Hill, Kingston KT2 7LB.  Support and guidance: If you have any queries then please contact Margaret Reynolds (m.reynolds@kingston.ac.uk).
For Office use only:
	Has agreement been received from the university subject tutor?
	No
	
	Yes
	



Criteria for Stage 2 certification
	
	Criteria
	Completed
	Completion Date

	1.
	Recognition by school of quality engagement in learning and teaching with a high level of professional commitment to and reflection on pupils and their personal development. 
	
	

	
	
	
	

	
	Attendance at a SWELTEC subject mentor training session.
	
	

	
	
	
	

	
	Working through the SWELTEC mentor training activity pack with other mentors/prospective mentors and/or PCM.
	
	

	
	
	
	

	
	Being fully conversant with the SWELTEC training programme through knowledge of the course structure, school-based training activities, and centrally-run professional development programme etc.
	
	

	
	
	
	

	
	Being fully conversant with SWELTEC processes such as subject audits, training documents, Cause for Concern process, assessment processes, internal and external examination procedures. 
	
	

	
	
	
	

	
	Working, reflectively, as a mentor with at least two students (covering the whole of an academic year).
	
	

	
	
	
	

	
	Consistently providing training through setting appropriate timetables, supporting students in developing their individual training plan, weekly training meetings, lesson observations and feedback, target-setting (across the range of standards), support in completing school-based tasks, liaising with, supporting and advising other colleagues working with the student (such as other department staff, SEN support staff, LSA etc). 
	
	

	
	
	
	

	
	Ensuring that students appropriately use the Foundation, Developmental and Consolidation Phase training documents.
	
	

	
	
	
	

	
	Carrying out joint observation and feedback sessions with other department staff and or/school PCM.
	
	

	
	
	
	

	
	Facilitating observations/support teaching experience.
	
	

	
	
	
	

	
	Carrying out shared observation and feedback with UNIVERSITY tutor. 
	
	

	
	
	
	

	
	Supporting students with their professional self-evaluations.
	
	

	
	
	
	

	
	Supporting the gathering of evidence by the student for the completion of profiles.
	
	

	
	
	
	

	
	Completing at least one Foundation, Developmental and Consolidation Phase profile. 
	
	

	
	
	
	

	
	Reflecting upon issues raised by students in the student evaluation of school experience.
	
	



Additional, non-compulsory but helpful activities might include:

	
	Criteria
	Completed
	Completion Date

	
	Attendance at a PGCE Examination Board of a SWELTEC University
	
	

	
	Membership of a SWELTEC University PGCE subject panel
	
	

	
	Interviewing, with SWELTEC University tutors, PGCE candidates
	
	





Annex 14 Attendance and absence

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.

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.
d) Interviews
These should not be recorded as absences
Annex 15
The Strategic Management Group:	
This committee consists of the Course Directors, school colleagues and, if necessary, the Heads of School in each of the four University’s. The role of this group is to take an overview of all aspects of the Partnership. The group meets each term to consider developments in ITT and how they impact upon SWELTEC policy issues and to share good practice with a view to enhancing quality across the Partnership.  
School Representatives
Currently the schools represented on the group are:
Cheam High School		Lucy Macdonald	 Tel: 020 8644 5790
		Email: lmacdonald@suttonlea.org
Glenthorne High School		Belinda Norman    Tel: 020 8644 6307
		Email: bno@glenthorne.sutton.sch.uk
Heathland 		Julie Fahey	Tel: 020 8572 4411
		Email: jfahey@heathland.hounslow.sch.uk
Lampton School		Julie Jaffray	Tel:  020 8572 1936
	Email: Jjaffray@lampton.hounslow.sch.uk 
Oxted School	          Sue Richardson    Tel: 01883 712425 x 224
	          Email: srichardson@oxted.surrey.sch.uk 
Sacred Heart, Hammersmith		Anne-Marie Moore      Tel:  020 8748 7600
		Email: amoore@sacredh.lhf.sch.uk
Tolworth Girls School		Ziuta Lavery	Tel:020 8397 3854
		Email: zlaver2@rbksch.org
Waldegrave School		Vicki Colclough  Tel:  020 8894 3244
	          Email: v.colclough@waldegrave.org.uk 


If you are interested in joining the SWELTEC SMG group please contact Margaret Reynolds at sweltec@kingston.ac.uk

Annex 16 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.
(Please see “Working with students whose progress is causing concern”)

Withdrawing the School Placement
If the Cause for Concern process described above is followed through it will only be in rare cases that a school feels unable to continue to support the student in their placement and it should never happen without prior communication and the Cause for Concern procedure being thoroughly pursued.  The only exception to this would be in the extremely rare case of a student acting in such a way that it was impossible for the school to permit them to continue.  This would include extreme instances such as the student hitting a pupil or behaving in a totally unprofessional way in school.  In such cases, each of the university’s has a regulation allowing for the student’s course to be terminated without the possibility of a re-sit once the facts have been made clear.
There is a form on the website which PCMs should complete and send toMargaret Reynolds 




Annex 17 The PCM audits

SWELTEC PCM Audit of Foundation Placement 2011
You may want to use the information from this audit to develop an ITT section in your school SEF
School________________________________________________________
	Q1. Numbers
	

	Number of trainees in this experience 
	

	How many paired /collaborative placements?
	

	How many new mentors?
	

	How many experienced mentors?
	

	How many Stage 1 mentors?
	

	How many Stage 2 mentors?
	



	Q2. Trainee  feedback from evaluations

	Strengths identified

	.
.
.
.

	Areas identified for development

	.
.
.
.



PTO


	Q3. Mentor feedback from evaluations

	Strengths identified

	.
.
.
.

	Areas identified for development

	.
.
.
.



	Q4. Any additional comments you may wish to make concerning your experience of  the SWELTEC PGCE Secondary Partnership

	




	











SWELTEC PCM Audit of Development and Consolidation Placement 2012
You may want to use the information from this audit to develop an ITT section in your school SEF
School ________________________________________________________
	Q1. Numbers
	

	Number of trainees in this experience 
	

	How many paired /collaborative placements?
	

	How many new mentors?
	

	How many experienced mentors?
	

	How many Stage 1 mentors?
	

	How many Stage 2 mentors?
	



	Q2. Trainee  feedback from evaluations

	Strengths identified

	.
.
.
.

	Areas identified for development

	.
.
.
.



PTO


	Q3. Mentor feedback from evaluations

	Strengths identified

	.
.
.
.

	Areas identified for development

	.
.
.
.



	Q4. Any additional comments you may wish to make concerning your experience of  the SWELTEC PGCE Secondary Partnership

	




	











Annex 18 Certification for the PCM
SWELTEC Certification for PCM
Record Sheet for Professional Co-ordinating Mentors (PCM) to be forwarded to SWELTEC Office
	Certification of Professional Co-ordinating Mentors  : Being a successful PCM 
This certificate is for those currently working as a SWELTEC PCM. Certification at this stage requires working as a PCM over a sustained period of time of at least one year. 
It is expected that those applying will have Stage 2 Certification and/or successful experience as a PCM.
Successful candidates will have provided evidence, through submission of a PCM Portfolio, of reflective engagement in the range of activities set out on the next page.

	Name of PCM 
	

	School
	

	Name of Headteacher
	

	Name of approving University Course Director
	

	Date of registration of interest
	
	Please notify SWELTEC m.reynolds@kingston.ac.uk

	Dates of study

	
	

	Completion date and issuing of Stage 2 certificate
(if appropriate)
	



Signatures to confirm the above
	PCM
	
	Headteacher
	


Please forward a copy of this completed form to Margaret Reynolds at School of Education, Kingston University, Kingston Hill, Kingston KT2 7LB
Support and guidance: If you have any queries then please contact Margaret Reynolds  (m.reynolds@kingston.ac.uk).

For Office use only:
	Has agreement been received from the university Course Director?
	No
	
	Yes
	




Criteria for PCM certification
	
	Criteria
	Evidence
	Completion Date

	1.
	Recognition by school of quality engagement in learning and teaching with a high level of professional commitment to and reflection on pupils’ and their own personal development. 
	
	

	
	
	
	

	
	Attendance at a SWELTEC PCM Conference 
	
	

	
	
	
	

	
	Selecting and developing suitable mentors for SWELTEC PGCE students over an academic year
	
	

	
	
	
	

	
	Being fully conversant with the SWELTEC training programme through knowledge of the course structure, school-based training activities, and centrally-run professional development programme etc.
	
	

	
	
	
	

	
	Being fully conversant with SWELTEC processes and documents such as subject audits, training documents, Cause for Concern process, assessment processes, internal and external examination procedures, mentor support and Professional Studies materials. 
	
	

	
	
	
	

	
	Working, reflectively, as a PCM with at least five mentors covering all three phases (not necessarily in the same year)).
	
	

	
	
	
	

	
	Consistently providing training for mentors through supporting mentors in developing their individual skills using either SWELTEC Mentoring support materials or their own programme. (The programme will need to be in the portfolio) 
	
	

	
	
	
	

	
	Providing a consistent and comprehensive Professional Studies Programme for PGCE students appropriate to their needs at each of the three school experience stages. ( A copy of the programme will need to be in the portfolio)
	
	

	
	
	
	

	
	Quality Assuring the mentoring process by carrying out at least one joint observation and feedback sessions with each subject mentor per year.
	
	

	
	
	
	

	
	Encouraging subject teachers to obtain SWELTEC certification at Stage 1 and/or Stage 2 
	
	

	
	
	
	

	
	Ensuring that all documentation e.g. profiles, student evaluations and cause for concerns is completed correctly and signed-off appropriately.
	
	

	
	
	
	

	
	Encouraging and facilitating subject tutors to attend subject mentor meetings, interviewing panels and subject panels
	
	

	
	
	
	

	
	Ensuring that each student teacher has a suitable timetable and training programme consisting of weekly training meetings, lesson observations and feedback, target-setting (across the range of Standards), support in completing school-based tasks, liaising with, supporting and advising other colleagues working with the student (such as other department staff, SEN support staff, LSA etc), access to appropriate school information and data and opportunities to participate in school and department meetings, inset and parents’ consultation meetings and extra –curricula as appropriate .
	
	

	
	
	
	

	
	Completing SWELTEC PCM Audit and Evaluation of school based training for each phase and reflecting upon issues raised by mentors and other school staff, students and tutors in their own evaluations of school experience
	
	










Additional, non-compulsory but helpful activities might include:

	
	Criteria
	Completed
	Completion Date

	
	Attendance at a PGCE Examination Board, Programme Board or similar of one or more of the SWELTEC University’s
	
	

	
	Membership of a SWELTEC Strategic Management Group
	
	

	
	Contribution to teaching on one or more of the SWELTEC University’s programme of study
	
	

	
	Involvement with one or more of the SWELTEC University’s recruitment or marketing events
	
	

	
	Participating in the interviewing of PGCE candidates at one or more of the SWELTEC University’s
	
	

	
	Participating in and facilitating an inspection of a SWELTEC institution e.g. Ofsted, External; Examiners etc
	
	






















Annex 19 The QTS Standards
Professional Standards for qualified teacher status
1	Professional attributes
Q1 Have high expectations of children and young people including a commitment to ensuring that they can achieve their full educational potential and to establishing fair, respectful, trusting, supportive and constructive relationships with them.
Q2 Demonstrate the positive values, attitudes and behaviour they expect from children and young people.
Q3 	(a) Be aware of the professional duties of teachers and the statutory framework within which they work.
(b) Be aware of the policies and practices of the workplace and share in collective responsibility for their implementation.
Q4 Communicate effectively with children, young people, colleagues, parents and carers.
Q5 Recognise and respect the contribution that colleagues, parents and carers can make to the development and well-being of children and young people and to raising their levels of attainment.
Q6 Have a commitment to collaboration and co-operative working.
Q7 	(a) Reflect on and improve their practice, and take responsibility for identifying and meeting their developing professional needs
(b) Identify priorities for their early professional development in the context of induction.
Q8 Have a creative and constructively critical approach towards innovation, being prepared to adapt their practice where benefits and improvements are identified
Q9 Act upon advice and feedback and be open to coaching and mentoring.

2	Professional knowledge and understanding
Q10 Have a knowledge and understanding of a range of teaching, learning and behaviour management strategies and know how to use and adapt them, including how to personalise learning and provide opportunities for all learners to achieve their potential.
Q11 Know the assessment requirements and arrangements for the subjects/curriculum areas in the age ranges they are trained to teach, including those relating to public examinations and qualifications.
Q12 Know a range of approaches to assessment, including the importance of formative assessment.
Q13 Know how to use local and national statistical information to evaluate the effectiveness of their teaching, to monitor the progress of those they teach and to raise levels of attainment.
Q14 Have a secure knowledge and understanding of their subjects/curriculum areas and related pedagogy to enable them to teach effectively across the age and ability range for which they are trained.
Q15 Know and understand the relevant statutory and non-statutory curricula, frameworks, including those provided through the National Strategies, for their subjects/curriculum areas, and other relevant initiatives applicable to the age and ability range for which they are trained.  
Q16 Have passed the professional skills tests in numeracy, literacy and information and communication technology (ICT)
Q17 Know how to use skills in literacy, numeracy and ICT to support their teaching and wider professional activities.
Q18 Understand how children and young people develop and that the progress and well-being of learners are affected by a range of developmental, social, religious, ethnic, cultural and linguistic influences.
Q19 Know how to make effective personalised provision for those they teach, including those for whom English is an additional language or who have special educational needs or disabilities, and how to take practical account of diversity and promote equality and inclusion in their teaching.
Q20 Know and understand the roles of colleagues with specific responsibilities, including those with responsibility for learners with special educational needs and disabilities and other individual learning needs.
Q21	 (a) Be aware of current legal requirements, national policies and guidance on the safeguarding and promotion of the well-being of children and young people.
(b) Know how to identify and support children and young people whose progress, development or well-being is affected by changes or difficulties in their personal circumstances, and when to refer them to colleagues for specialist support.
3	Professional skills
Planning
Q22 Plan for progression across the age and ability range for which they are trained, designing effective learning sequences within lessons and across series of lessons and demonstrating secure subject/curriculum knowledge.
Q23 Design opportunities for learners to develop their literacy, numeracy and ICT skills.
Q24 Plan homework or other out-of-class work to sustain learners’ progress and to extend and consolidate their learning.  
Teaching
Q25 Teach lessons and sequences of lessons across the age and ability range for which they are trained in which they:
(a) use a range of teaching strategies and resources, including e-learning, taking practical account of diversity and promoting equality and inclusion;
(b)  build on prior knowledge, develop concepts and processes, enable learners to apply new knowledge, understanding and skills and meet learning objectives;
(c) adapt their language to suit the learners they teach, introducing new ideas and concepts clearly, and using explanations, questions, discussions and plenaries effectively;
(d) manage the learning of individuals, groups and whole classes, modifying their teaching to suit the stage of the lesson.
Assessing, monitoring and giving feedback
Q26 	(a) Make effective use of a range of assessment, monitoring and recording strategies.
(b) Assess the learning needs of those they teach in order to set challenging learning objectives.
Q27 Provide timely, accurate and constructive feedback on learners’ attainment, progress and areas for development.
Q28 Support and guide learners to reflect on their learning, identify the progress they have made and identify their emerging learning needs.
Reviewing teaching and learning
Q29 Evaluate the impact of their teaching on the progress of all learners, and modify their planning and classroom practice where necessary.
Learning environment
Q30 Establish a purposeful and safe learning environment conducive to learning and identify opportunities for learners to learn in out of school contexts.
Q31 Establish a clear framework for classroom discipline to manage learners’ behaviour constructively and promote their self-control and independence. 
Team working and Collaboration
Q32 Work as a team member and identify opportunities for working with colleagues, sharing the development of effective practice with them.
Q33 Ensure that colleagues working with them are appropriately involved in supporting learning and understand the roles they are expected to fulfil.



Annex 20 OfSTED descriptions of student teachers

Using the criteria to grade individual trainees
These criteria indicate the quality of teachers in training, not those of qualified practitioners. Many of the characteristics are indicators of the potential of trainees to become good or better teachers. A particular case is the quality of trainees’ lessons. For example, we should not expect level 1 trainees to always teach outstanding lessons (as judged using the criteria for school or college inspections), although the very large majority of their lessons should be at least good. We should look for the potential to be outstanding teachers, which includes learning from situations where lessons do not go as planned, including learning from mistakes.
It is recognised that many observations by trainers of trainees’ lessons are developmental rather than ‘absolute’. The assessment of the lesson needs to be considered alongside other evidence to judge the progress made by the trainee. 
Reaching the judgement for the grading of a 1 – 4 trainee teacher
Those making judgements need to check that the satisfactory ‘criteria’ have been met before using the ‘level 2’ or ‘level 1’ characteristics to make a judgement at a higher level.
To be judged level 3, all aspects of level 3 in each of the four groups have to be achieved:
In order to judge a trainee as level 2 or level 1, those making the judgement need to look at the characteristics in all four sections. The characteristics are intended to describe the features that indicate that a trainee is performing at that level. It is a ‘best fit’ model. They also need to be interpreted within the setting and context in which the trainees work. 
To be level 1 overall there has to be sufficient  level 1 features in all four areas. Similarly, in reaching a judgement for level 2 there has to be sufficient level 2 features in all four areas. 

Trainees’ attainment judged to be level 4:
Any trainee’s attainment will be deemed to be inadequate (grade 4) if they do not by the end of the course (unless they have been granted an extension or deferral):
meet all of the QTS Standards 
meet all of the criteria for ‘satisfactory’ in each of the sections outlined below for grading trainees’ attainment.









	Features of trainees who are at level 3

	Key aspects of trainees’ performance: In lessons.
teach consistently at least satisfactory lessons (by the end of their training) in which learners make progress or consolidate their learning[footnoteRef:1] [1: ] 

teach at a satisfactory level across a range of different contexts (for example, different ages, groups sizes, levels)
respond to individual and groups of learners’ questions and needs to enable learners to progress and meet the learning expectations 
demonstrate secure subject knowledge that develops learners’ understanding and skills
set clear expectations for learning and behaviour 
manage the learning environment and resources to enable all learners to make progress
match teaching and learning activities to the intended learning outcomes 
plan and use resources efficiently, including the deployment of other adults, learning support and other professionals 
monitor learners’ progress and assess their achievement, and provide feedback to learners which aids their progress
begin to develop learners’ wider understanding and appreciation of social and cultural diversity.

	Key aspects of trainees’ performance: Trainees’ files
plan lesson/s that set clear learning outcomes and indicate how the planned activities will enable learners to meet these, and how progress and achievement will be monitored and assessed – including recognition of potential barriers to learning such as low levels of literacy/numeracy
evaluate their teaching and show an understanding of the need to evaluate the effectiveness of it through the impact on learners – with evidence of the use of aspects covered in training activities to secure trainees’ own progress
take some responsibility for their own professional development – clear relationship between targets set by trainers and trainees’ own reflections and personal target-setting, and trainees’ progress
take account of Every Child Matters, and social and cultural diversity.

	Key aspects of trainees’ performance: Trainees’ explanations
can explain how the training has enabled them to improve their teaching
can explain how their lesson planning fits into a sequence that will enable learners to make progress
can explain how they monitor and assess learners’ achievements, and how this indicates that they are making progress
show awareness of barriers to learning, such as levels of literacy or numeracy, and the likely impact on their subject, with some ideas for dealing with this
know who they should turn to for expert advice on particular aspects of learners’ overall development, specifically including child protection and safeguarding issues
demonstrate a secure understanding of Every Child Matters and of social and cultural diversity.

	
Key aspects of trainees’ performance: Noticeable characteristics
tend to have a limited, but adequate, range of teaching and assessment strategies, but use these competently and with confidence 
evaluate their own practice, including through its impact on learners, and take appropriate action
recognise that they need help with some aspects of teaching, and are willing to seek out and act on advice and guidance
show clear capacity to become competent, and in some aspects, good teachers.


	Features of trainees who are at level 2

	Key aspects of trainees’ performance: In lessons
teach lessons that are never less than satisfactory, but often good or better
ensure that all learners are sufficiently challenged and achieve the intended learning objectives
teach in a way that engages learners’ interest so that they become fully involved in the lesson 
make creative use of resources 
use a range of different assessment methods matched well to the expected learning outcomes and show an understanding of why a particular method was chosen
monitor and assess learners’ achievement and provide feedback to them that is based on the specific needs of learners or groups of learners that leads to further progress 
show flexibility/adaptability that takes account of the progress made by learners and match their teaching to it, including by matching pace to learning and the use of a variety of teaching methods 
understand how to overcome barriers to learning such as low levels of literacy/numeracy
use their subject knowledge to find different ways of explaining or teaching approaches
work effectively with learning support and other professionals in planning, teaching and monitoring and reviewing learners’ progress
make links with and explore possibilities to develop learners’ understanding and appreciation of social and cultural diversity.

	Key aspects of trainees’ performance: Trainees’ files
plan lessons that take account of the needs of groups of learners and individuals, through the setting of differentiated learning outcomes, and matching these to the teaching and learning approaches and activities used – with clear recognition of how to deal with any potential barriers to learning – and through this demonstrate their own depth of subject knowledge
plan clear links between expected outcomes and how progress and achievement will be monitored and assessed, with outcomes used in subsequent planning
set lessons clearly in a sequence that is designed well to secure progression
provide clear evidence of understanding the need to take responsibility for their own professional development through evaluating performance and setting challenging targets, working with trainers to refine these and to monitor their progress, then evidence of implementation, review and critical reflection.

	Key aspects of trainees’ performance: Trainees’ explanations
can give examples of how they have secured progression for groups of learners through a sequence of lessons, including how they know that learners have made progress
are able to explain why they use particular teaching and learning approaches and why these work in their subject
demonstrate their understanding of barriers to learning and how these can be overcome in their subject
can give examples of working with a wider range of professionals to secure the overall development of learners
demonstrate a secure understanding of the implications of Every Child Matters, and social and cultural diversity, and can apply this to their own teaching.

	Key aspects of trainees’ performance: Noticeable characteristics
show a willingness to try out range of approaches to teaching and learning, know how to learn from both success and ‘failure’, and know when/who to ask for support both in trying out new approaches and in evaluating how well they work
clearly understand their own role as ‘learners’ and how to ensure they achieve their own learning goals
systematically evaluate their own practice, including through its impact on learners, and take appropriate action

	Features of trainees who are at level 1

	Key aspects of trainees’ performance: In lessons
teach lessons that are mostly good, and often show characteristics of outstanding lessons
ensure that all learners make progress so that they fully achieve the challenging intended learning outcomes 
teach learners to be able to explain how the teaching helped them to make progress
teach lessons that invariably capture the interest of learners, are inclusive of all learners, and feature debate between learners and between learners and the teacher
have a rapport with learners – high-quality dialogue and questioning, guiding learning, with attention to individuals and groups
monitor learners’ progress to evaluate quickly how well they are learning so that they can change the approach during the lesson if necessary, and provide detailed feedback and targets to individual learners that are focused well to ensure further progress
demonstrate the ability to apply their own depth of subject knowledge to support learners in acquiring understanding and skills, often showing understanding, through application of a range of different approaches to ensure that all learners make the expected progress
demonstrate flexibility and adaptability by changing pace, approach and teaching method in a lesson in response to what learners say and do 
make links with other aspects of learners’ development and understanding (for example, linking to work in other subjects)
fully exploit possibilities to promote learners’ understanding and appreciation of social and cultural diversity.

	Key aspects of trainees’ performance: Trainees’ files
demonstrate a clear and deep understanding of how to plan for progression – stages in learning, different rates of progress, identifying clear ‘strands of progression’ and the use of these to plan ‘steps in learning’, their teaching, dealing with barriers to learning, and through this demonstrate depth of subject knowledge and subject pedagogy
provide evidence of monitoring and recording learners’ progress and how this the outcomes are used in subsequent planning, with a clear focus on groups and individual learners
demonstrate the clarity of links between learning objectives, teaching approaches and assessment strategies – ‘what I want learners to learn, how they will learn, and how I know that they have, what I will do next’
show innovation within the constraints of a scheme of work/curriculum
maintain files as working documents – annotated as part of self-evaluation
show high-quality self-evaluation with clear focus on learners and setting challenging targets for their own professional development – including, for example, future career progression with evidence of implementation and further review, and critical analysis and reflection, taking full account of feedback from trainers and other professionals they work with
innovative approaches to the integration of Every Child Matters, and social and cultural diversity.

	Key aspects of trainees’ performance: Trainees’ explanations
describe the stages in progress through a topic/set of ideas and concepts/sequence of teaching – explaining what they would look for in learners
can give examples of lessons, and individual/groups of learners, to illustrate this – including the identification of barriers to learning and how these were/can be overcome
are able to discuss in detail individual learners’ progress as well as attainment/achievement
are able to use their depth of subject-specific pedagogical understanding to explain in detail why they use particular teaching approaches and why these are likely to be more successful than others
demonstrate an understanding of the range of professionals that contribute to learners’ overall development and their place in the ‘bigger picture’ – well-informed discussion about individual/groups of learners and particular needs
show a depth of understanding of the implications of Every Child Matters across a wide range of work and how to promote learners’ understanding and exploit the potential provided by social and cultural diversity

	Key aspects of trainees’ performance: Noticeable characteristics
take risks when trying to make teaching interesting, are able to deal with the unexpected and ‘grab the moment’
inspire and communicate their enthusiasm to learners
have an intrinsic passion for learning
show innovative and creative thinking – lateral thinkers
have the ability to reflect critically and rigorously on their own practice to inform their professional development, and to take and evaluate appropriate actions – they are able to learn from their mistakes
take full responsibility for their own professional development
are highly respected by learners and colleagues and, where appropriate, parents/carers and employers
have the clear capacity to become outstanding teachers
demonstrate, or show the capacity to develop, leadership and management skills.








	Features of trainees who are at level 4

	Trainees’ attainment judged to be inadequate:
Any trainee’s attainment will be deemed to be inadequate (grade 4) if they do not by the end of the course (unless they have been granted an extension or deferral):
meet all of the QTS Standards and/or
meet all of the criteria for ‘Level 3’ in each of the sections outlined previously for grading trainees’ attainment.






































Annex 21 The UCET CRB Guidance

 (
Educating the UK’s Educators
)


Criminal Records Bureau (CRB) checks and initial teacher training (ITT) trainees 
Introduction & background
This question and answer leaflet answers some of the most common questions about CRB checks for teacher training students that are asked by schools, local authority staff and others. It reflects existing statutory requirements and guidance and has been approved by, amongst others, the Training & Development Agency for Schools and DFE. 
Responsibility for ensuring that trainee teachers are subject to CRB and child protection procedures rests with accredited providers of initial teacher training. ITT providers must act in accordance with the Secretary of State’s requirements for ITT which include responsibilities relating to safeguarding. ITT providers are subject to regular OFSTED inspection and can be subject to non-compliance procedures including withdrawal of accreditation if they fail to meet the requirements. ITT providers are required to ensure that all entrants to ITT:
Have been subject to a Criminal Records Bureau enhanced disclosure and/or any other appropriate background checks,
Possess the appropriate qualities, attitudes and values expected of a teacher, and
 Are provisionally registered with the GTCE within 28 days of the commencement of their training programmes.

In addition, ITT providers are required to work in partnership with all those who have an interest in initial teacher training. In the safeguarding context, this can include local authorities (LAs), LA designated officers (LADOs), Local Safeguarding Children Boards (LSCBs), schools, and local school representative organisations. 
ITT providers take full account of information contained in CRB disclosures when recruiting trainee teachers and will not offer places to those with any convictions that suggest they might pose a risk to children and young people or cast doubt on whether they have the personal qualities expected of teachers. If a trainee teacher with a conviction is offered a place, details (other than those for minor offences deemed by GTCE to be of no consequence) are passed to the GTCE who will consider, on a case by case basis, whether the offence should prevent the trainee from provisionally registering. If the GTCE decides not to provisionally register a trainee teacher they will not be able to continue with their course. Therefore, ITT students will already have been subject to a two-stage vetting and filtering process at the commencement of their ITT programmes.  
Frequently asked questions
Q1: Should schools expect to have sight of a trainee’s completed CRB disclosure?
No. Responsibility for CRB checking rests with ITT providers who are required to have robust and effective recruitment practices in place - schools cannot be held to account for any decisions taken by providers. ITT providers must not share disclosure information with third parties, and should usually dispose of completed disclosures within six months.  Additionally, schools should not require sight of the trainee’s copy of the disclosure. Schools should ask the ITT provider for the date of the check and the CRB disclosure reference number in order for this to be entered on their single central record of recruitment and vetting checks. Relevant criminal convictions will have been considered by the GTCE when making its decisions about whether someone meets its criteria for provisional registration and entry into the profession. 

Q2: Can trainees whose enhanced CRB disclosure has not yet been received begin training in schools?
Yes. Trainee teachers are sometimes recruited very close to, or even after, the commencement of courses. Therefore, it is not always possible for CRB checks to have been completed before school placements are due to begin. Head teachers can, in such circumstances, accept trainees pending the completion of the CRB process - provided that the ISA Children’s barred list has been checked and additional supervision is put in place. 

Q3: Should ITT staff be CRB checked?     
No. Statutory guidance makes it clear that visitors to schools who will only have contact with children on an ad-hoc or irregular basis are not subject to CRB requirements. This includes ITT staff, provided they are supervised by those who have been subject to appropriate checks and registration (this can include trainees themselves).

Q4: Should trainee teachers on programmes exceeding three years be subject to an additional check after three years?
No. Repeat checks of trainee teachers are not required, nor desirable.

Q5. Should schools and/or local authorities introduce their own safeguarding requirements in addition to those carried out by ITT providers and the GTCE?
No. Existing procedures are robust and effective. Additional requirements are unnecessary and would be wasteful, time-consuming and disproportionate.

Q6. What is the role of Ofsted in relation to trainee teachers and school inspection?
Ofsted look very carefully at safeguarding processes for trainee teachers when they inspect ITT providers. Ofsted inspectors undertaking school inspections are clear that ITT providers, not schools, are responsible for safeguarding processes relating to trainee teachers placed in schools.  

Q7. Should a trainee teacher commencing an employment-based ITT programme be CRB checked?

The employer is responsible for initiating the check. An employee such as a teaching assistant, higher level teaching assistant, or cover supervisor that starts an EBTT scheme at the school where they are employed will normally require a new CRB check, because the transfer to teacher training represents a significant increase in responsibilities and will afford greater access to children and young people.
Q8. Where can I obtain further information? 
Statutory guidance is available at: www.schoolsrecruitment.dcsf.gov.uk/themes/default/pdfs/content/Safeguarding_Children_and_Safer_Recruitment_in_Education_Booklet.pdf; 
TDA guidance on the Secretary of State’s requirements for ITT is available at: www.tda.gov.uk/qts; 
Ofsted advice to school inspectors is available at:  www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Education-and-skills/Schools/Supplementary-guidance-and-resources
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