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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 trainee teachers. Such recognition will also provide evidence towards other professional development areas such as Chartered London Teacher, Performance Threshold Standards, Performance Management Targets, AST applications, Excellent Teacher Status, ‘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 credit 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
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SWELTEC Certification of mentoring


	 Stage 1: Initial preparation for successful mentoring.

Stage 1 is for those  (i) who are new to mentoring trainees



           (ii) who wish to become mentors of trainees



          (iii) class teachers working with trainees. 

Teachers wishing to take part in this scheme need to gain the support of the schools SWELTEC Professional Co-ordinating tutor (PCT).

The requirement for stage 1 certification is 6 hrs study of mentoring which will normally be met through provision by Professional Co-ordinating Tutors (PCTs) 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. PCTs will issue the certificates available in electronic form from SWELTEC.


Who does what?
Teacher/mentor:

	1.
	Discuss with your Professional Co-ordinating Tutor (PCT) your wish to study for stage 1 certification.

	2.
	Complete the relevant sections of the Stage 1 record sheet for Professional Co-ordinating tutors 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 PCT 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 Professional Co-ordinating Tutor will then be able to issue you with a Stage 1 certificate and you are then ready to work with trainee teachers.


Professional Co-ordinating Tutor (PCT);

	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, sign it and you then sign and send 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 tutors

	Certification of mentors at Stage 1: Initial preparation for successful mentoring.

Stage 1 is for those  (i) who are new to mentoring trainees



        (ii) who wish to become mentors of trainees



       (iii) class teachers working with trainees. 

The requirement for stage 1 certification is 6 hrs study of mentoring which will normally be met through provision by PCTs 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 trainees and have worked through the above units PCTs may use this as prior accreditation for the award of the certificate.


	Name of teacher
	

	Subject department


	

	School


	

	Name of PCT


	


	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

	PCT
	
	Teacher
	


Please forward a copy of this completed form to Margaret Reynolds at School of Education, Kingston University, Kingston Hill, Kingston, Surrey

Support and guidance: If you have any queries then please contact Margaret Reynolds (m.reynolds@kingston.ac.uk).
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	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 Professional Co-ordinating Tutor (PCT).You may also wish to talk to the university tutor of your trainee and other mentors in your school.

	2.
	Complete the relevant sections of the Stage 2 record sheet for Professional Co-ordinating tutors 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 PCT 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 Professional Co-ordinating Tutor. 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 Tutor (PCT);

	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 PCT 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 then SWELTEC will send you the named certificate. 
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Stage 2 record sheet for Professional Co-ordinating tutors

	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 PCT


	

	Name of University Subject tutor
	


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

	Dates of study

Please record overleaf details of 
	
	

	Completion date and issuing of stage 2 certificate


	


Signatures to confirm the above

	PCT
	
	Teacher
	


Please forward a copy of this completed form to Margaret Reynolds at School of Education, Kingston University Kingston Hill Kingston

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. 
	
	

	1. 
	
	
	

	2. 
	Attendance at a SWELTEC subject mentor training session.
	
	

	
	
	
	

	3. 
	Working through the SWELTEC mentor training activity pack with other mentors/prospective mentors and/or PCT.
	
	

	
	
	
	

	4. 
	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.
	
	

	
	
	
	

	5. 
	Being fully conversant with SWELTEC processes such as subject audits, training documents, Cause for Concern process, assessment processes, internal and external examination procedures. 
	
	

	
	
	
	

	6. 
	Working, reflectively, as a mentor with at least two trainees (covering the whole of an academic year).
	
	

	
	
	
	

	7. 
	 Consistently providing training through setting appropriate timetables, supporting trainees 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 trainee (such as other department staff, SEN support staff LSA etc). 
	
	

	
	
	
	

	8. 
	Ensuring that trainees appropriately use the autumn, spring and summer training documents.
	
	

	
	
	
	

	9. 
	Carrying out joint observation and feedback sessions with other department staff and or/ school PCT.
	
	

	
	
	
	

	10. 
	Facilitating observations/support teaching experience.
	
	

	
	
	
	

	11. 
	Carrying out shared observation and feedback with HEI tutor. 
	
	

	
	
	
	

	12. 
	Supporting trainees with their professional self-evaluations.
	
	

	
	Criteria
	Completed
	Completion Date

	13. 
	Supporting the gathering of evidence by the trainee for the completion of profiles.
	
	

	
	
	
	

	14. 
	Completing at least one autumn, spring and summer profile.
	
	

	
	
	
	

	15. 
	Reflecting upon issues raised by trainees in the trainee evaluation of school experience.
	
	


Additional, non-compulsory but helpful activities might include:

	
	Criteria
	Completed
	Completion Date

	16. 
	Attendance at a PGCE Examination Board of a SWELTEC University
	
	

	17. 
	Membership of a SWELTEC University PGCE subject panel
	
	

	18. 
	Interviewing, with SWELTEC University tutors, PGCE candidates
	
	




Mentoring trainee teachers

	If you are mentoring SWELTEC trainee teachers, or would like to start mentoring trainee teachers, then SWELTEC (with the support of the Teacher Development Agency) will now certificate your work.




	If you are interested in gaining formal recognition of your mentoring or would like to become a mentor then please discuss this with your school’s SWELTEC Professional Co-ordinating Tutor
	Your Professional Co-ordinating Tutor is:




Further details can also be found on the SWELTEC website www.sweltec.ac.uk (look under mentors)

Please note that, in most cases, for those currently working successfully as mentors the bulk of the requirements centre on working you are already doing!
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