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Introduction

These materials are designed to assist new mentors working on Initial Teacher Training courses run by the South West London Teacher Education Consortium (SWELTEC) in partnership with secondary schools. The mentor plays a key role in the success of school-based training.  With this pack we aim to help and support you as a new mentor in developing your professional understanding and skills in order to fulfil this important role with confidence. Study of the units in this pack may contribute to the requirements for the SWELTEC Mentor Certification programme. 

How to use this pack

In general, the units are made up of short information and discussion items interspersed with brief activities for you to try out and some suggestions for further reading or enquiry.   The pack is divided into separate units on different aspects of mentoring.  You can use each unit independently of the others and in the order that you wish.  However, the professional values outlined in Unit 1 The Evaluative Teacher underpin the whole pack with the Introductory unit placing mentoring in the wider context of a teachers professional development. Unit 8 supports mentors in relating their work as a mentor to their own professional development in relation to the Professional Standards for Teachers. 

In your school the Professional co-ordinating mentor (PCM) will provide clear support and guidance. You may also find it helpful to ask a colleague, perhaps another mentor, to discuss some of the activities and ideas with you – someone who might be willing to try out some of the ideas and compare findings with you.  

The reference numbers shown in Italics in certain sections of this work refer to appropriate QTS standards and are taken from TDA  Professional Standards for Teachers (2007). These can be used to help with mapping of standards when completing your Student’s Professional Development Profile – please see SWELTEC Handbook.

The way you use this pack is yours to choose – we hope you find it interesting and helpful and that it contributes to your effectiveness as a mentor.

NB  The focus of this pack is to provide support for mentors’ professional development. For all the procedural aspects of school-based training, please refer to the SWELTEC Handbook.
THE INTRODUCTORY UNIT
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The Introductory Unit
The PGCE training year is concerned with the first stage of five that map out the career of a teacher. This unit (i) provides an introduction to the Standards (ii) seeks to locate the Qualified Teacher Status (QTS) Standards to which your PGCE Student is aspiring in the broader context of all of the Professional Standards for Teachers (iii) raises some critical background issues which sit at the heart of the PGCE year. 

You will find all of the Professional Standards for Teachers at:  

http://www.tda.gov.uk/teachers/professionalstandards/downloads.aspx

The framework defines the characteristics of teachers at:

1. the award of Qualified Teacher Status (QTS) (Q)

2. teachers on the main scale (Core) (C)

3. teachers on the upper pay scale (Post Threshold Teachers) (P)

4. Excellent Teachers (E)

5. Advanced Skills Teachers (ASTs) (A).

Professional standards are statements of a teacher’s professional attributes, professional knowledge and understanding, and professional skills. These Standards ought not to be confused with and do not replace the professional duties contained in the School Teachers’ Pay and Conditions Document, which sets out the roles

and responsibilities of teachers. These Standards apply in England only.

The framework of standards below is arranged in three interrelated sections covering:

a. professional attributes

b. professional knowledge and understanding

c. professional skills.

These three sections are used throughout the SWELTEC training year and form the backbone of our assessment of the Students. In order to pass the course Students must meet each and every one of the Standards as well as pass assignments set by their individual university.
 

The standards clarify the professional characteristics that a teacher should be expected to maintain and to build on at their current career stage. After the induction year,  therefore, teachers would be expected to continue to meet the core standards and to

broaden and deepen their professional attributes, knowledge, understanding and skills within that context. This principle applies at all subsequent career stages. So, for example, teachers who have gone through the threshold would be expected to meet the core and post-threshold standards and to broaden and deepen their professional attributes, knowledge, understanding and skills in that context.

Fig 1: The SWELTEC scheme for progressing towards the QTS Standards and preparing for the NQT year and beyond
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The recommendation for the award of qualified teacher status and registration with the GTCE is made by an accredited Initial Teacher Training (ITT) provider following an assessment which shows that all of the QTS standards have been met. The Newly Qualified Teacher (NQT) may then begin the induction period. NQTs will not be required to meet fully the core standards until the end of their induction period. The core standards underpin all the subsequent standards and, where there is no progression at subsequent career stages, are valid at all points of teachers’ careers within both their immediate workplace and the wider professional context in which they work. 

SUGGESTED ACTIVITY

[image: image3]
All the standards are underpinned by the five key outcomes for children and young people identified in Every Child Matters and the six areas of the Common Core of skills and knowledge for the children’s workforce. The work of practising teachers

should be informed by an awareness, appropriate to their level of experience and responsibility, of legislation concerning the development and well-being of children and young people expressed in the Children Act 2004, the Disability Discrimination Acts 1995 and 2005 and relevant associated guidance, the special educational needs provisions in the Education Act 1996 and the associated Special Educational Needs:

Code of Practice (DfES 2001), the Race Relations Act 1976 as amended by the Race Relations (Amendment) Act 2000, and the guidance Safeguarding Children in Education (DfES 0027 2004).

SUGGESTED ACTIVITY

SUGGESTED ACTIVITY
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UNIT 1

THE REFLECTIVE TEACHER
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UNIT 1 The Reflective Teacher

The AIM of this unit is to help you reflect on some of the processes which you undertake in common with your Student.

This unit is in three parts:

1. Why use the model of an reflective teacher?

2. The Analysis/Planning/Operation/Evaluation (APOE) model

3. The Professional Development Portfolio as an evaluation tool

1. Why use the model of an reflective teacher?

Most Initial Teacher Training courses use this model or one that is very similar, and many newly qualified teachers will have been trained in the use of this model. It is therefore very useful to mentors to be familiar with it and understand how it works.

In using this model, the mentor and the Student will be sharing the same process and will thus be reinforcing the position that mentoring is not just the passing on of skills.

The model of Reflective Teacher has, however, several meanings – the definitions we think are useful are:

 A reflective teacher is one who

· evaluates his/her teaching in a systematic and open minded manner 
(Q7, Q29)
· attempts to link classroom practice with educational theory and current educational, social and political debates and challenges assumptions (Q8)
· recognises his/her own responsibilities for professional development, takes planned initiatives in development and monitors and evaluates the steps taken (Q7)
· shares the experience of teaching in positive ways  with colleagues. 
(Q6, Q32)
2. The APOE model

There will be several activities in this pack to aid evaluation. The basic strategy you will be encouraged to use is the APOE system. This stands for:

Analysis  
Planning 
Operation
Evaluation

 Analysis
You select an aspect of teaching or mentoring as one you wish to enquire about or improve. You then analyse it and try to find relevant theories of education, examples of good practice, ideas from colleagues and findings in educational research which shed light on the situation

Planning
You draw up a specific plan of action in the light of what you have found out.

Operation
You carry out your plans, modifying them where necessary and carefully recording what happened.

Evaluation
when you have finished, you look back on the enquiry and ask yourself such questions as:

· Was the choice of enquiry worthwhile?

· Was the analysis carried out rigorously?

· Was the planning realistic and thorough?

· Did the operation go smoothly and produce useful information?

· Do the findings lead to future educational and professional choices/action?

The whole process is a circular one; any decisions about future choices and actions leads you back to the analysis stage.  You will find that following this process covers the first two of the definitions we gave above of the Evaluative Teacher.

3.  The Professional Development Portfolio (PDP)

Many schools encourage teachers to produce a PDP, so you may already be familiar with the term. It is also required by some INSET courses as part of the course work. 

A good PDP charts the development of a teacher’s skills, abilities, areas of knowledge and responsibilities.  It records INSET activities, personal study and extra curricular work with colleagues on such things as school policy documents, curriculum change and involvement with pastoral and management aspects of school life.

One very important aspect of a good PDP is that it is evaluative. It is not just a list. The teacher uses it to reflect on the experience of teaching, to weigh up what has been learned about pupils, teaching and about education in general and to target future areas of development.  Engaging in mentoring provides you with an opportunity to pursue your own professional development as well as taking an active part in the training of newcomers to your profession.

SUGGESTED ACTIVITY 

	You are about to take on/have just taken on the role of subject mentor in your department. Write down:

· What you hope to gain professionally from doing it in the immediate future

· What you hope this will contribute to others in your department

· What longer term future professional development plans you may wish to use this experience for?



Bibliography
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ROLES AND RESPONSIBILITIES OF A MENTOR
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UNIT 2 Roles and Responsibilities of a Mentor

The AIM of this unit is to help you clarify what being a mentor involves. (see also SWELTEC Handbook, Part 7, Mentor and Training Department)
This unit is in five parts

1. What is a mentor

2. Responsibilities

3. Maintaining good professional relationships

4. Developing and supporting a planned programme of training

5. Strategies for managing your responsibilities as mentor

1. What is a mentor?

A mentor’s role is not to direct a participant’s activities but rather enable a participant to work in a self-directed way. 

Supervision might involve merely keeping an eye on a mentee and informing or instructing whereas mentoring implies involvement with the learning process of the mentee. ‘It is not the aim of mentoring to produce a clone of a mentor...’ 

(Wilkin, M., 1992, Mentoring in Schools, Kogan Page)

SUGGESTED ACTIVITY 

	Make a list, as detailed as possible, of all the things you feel are part of your role as a mentor. It does not matter at this stage if it is incomplete – you can always add to it later.  Once you have made your list, you may find it helpful to show it to a colleague and/or your Student.

What would they add to it or change?




You will probably find that your role has three major overlapping aspects:

1. Responsibilities towards the Student.
2. Responsibilities towards your school.
3. Responsibilities towards the Training Institution (HEI)
SUGGESTED ACTIVITY


Look again at the list that you made and consider, for each item, what your responsibilities are likely to be.  You may find it useful to draw four columns and to construct a grid, e.g.:

	Role
	Student
	School
	HEI

	Support Lesson planning

Support classroom management

Organise an appropriate schedule for Student’s teaching, team-teaching/supporting and observing

Develop self-assessment


	Counsel, advise, resource

Demonstrate, discuss, help, observe


	Curriculum/syllabus coverage

Explain rules and routines

Take leadership in developing the ‘training culture’ within the department  (see SWELTEC file Section 4.1 The training department, part 7, page 57)

	Follow guidelines, monitor, report

Monitor, record, complete profile


2. Responsibilities

As the grid above illustrates, you have responsibilities towards your Student, your school and to the training institution. Let us examine each in turn.

2.1 Your responsibilities towards the Student
This will probably be uppermost in your mind so we are placing it first. It does not mean that your responsibilities towards your school, or training institution do not matter!

The mentor’s role is complex, demanding and sometimes emotionally tiring. You will find that you are having to:

· support the Student in the development of their subject knowledge
· maintain good professional relationships with the Student
· help to develop the Student’s professional standing as viewed by pupils,   staff, parents etc.

· develop and support a planned programme of training

· support the planning and evaluation of teaching events

· encourage and support a wider professional role

· monitor and assess the progress of the Student
· encourage self-assessment and general professional development

· provide counselling – constantly boosting self esteem and morale.

Each group of activities on this list is itself a complex and complicated set of actions for which you will have to extend the skills you already have and possibly develop new skills. Various parts of this pack are designed to help you to target and develop some of the skills you will need.

The next activity requires you to look at the actual day-to-day support that your Student is likely to require and to consider how different kinds of mentor action have a corresponding benefit in terms of the areas of responsibility which the Student will be developing.

SUGGESTED ACTIVITY

	Below is a grid, which relates types of mentor action to the areas of school responsibility in which the Student has to be effective. By reflecting on the actions you will be taking regularly as a mentor you should be able to fill in the grid.

Suggestions for the 6th row – monitor and assess - are given as an example to help you.

Once you have filled in the grid you should evaluate your actions and consider any areas where you feel that you may need support.

N.B. This activity could also be used once you have engaged in mentoring to check on what you have done and to make suggestions for what you should feel you should do.



	You may find it helpful to discuss it with a colleague, another mentor and your mentee so that you get different perspective on the actions that are likely to have the most direct benefit for Students.

 


	 

Responsible to


Mentor actions


	Pupils
	Teaching
	Admin
	Parents
	School

Community

	Support

Counsel

Encourage
	
	
	
	
	

	Help plan

	
	
	
	
	

	Help Resource


	
	
	
	
	

	Observe 

Monitor


	
	
	
	
	

	Wider Professional Role


	
	
	
	
	

	Monitor

And

Assess


	Ask Student about work for pupil assessment
	Mark samples of pupils’ work jointly with Student
	Advise on  record keeping
	Provide opportunities for Student to observe/take part in meetings with parents
	Check Student has understood marking/homework policies


2.2 Your responsibilities towards your school

In school, you will have your own responsibilities as a teacher and colleague, possibly as a Head of Year or Head of Department as well as those of mentor.  Your school may already have developed a written policy for supporting NQTs or Student teachers. It is essential that all staff are aware of their role in supporting you and the Student in the school.  Some of the things you will have to plan for are:

· Effective management of time between your normal duties and your mentoring duties

· Strategic use of the school management team to support the induction of the Student into the policies, practices and valued activities of the school

· Early introduction of the Student to the resources and back-up facilities including the support of non-teaching staff

· Co-operation with colleagues to ensure a variety of lesson styles, subject expertise and approaches to teaching are observed and discussed

· Development of professional and supportive attitudes throughout the school towards mentoring

· Induction into the whole life of the school and an understanding of the community which the school serves.

Your chief responsibilities towards your school are to promote school values and routines and to help the Student to become an effective member of the school community as soon as possible.

SUGGESTED ACTIVITY

	Consider the following list in relation to your own school and add to it any items with which you think your Student would need to be provided during the pre-block visits in order to ease his/her integration into your school:

· a map of the school
· staff list and key contacts
· management structure and lines of communication
· key whole school policies e.g. Every Child Matters
· school arrangements e.g. attendance, homework, assemblies, rewards and sanctions, time & timetables, breaks and lunchtime, pupil access to the school, methods of ordering stock, reprographics
· assessment procedures
· pastoral system
· school brochure and school diary
· a schedule of lesson observations within your department for the pre-block visits  (allowing one period a day non-contact time for the Student to familiarise himself/herself with documentation and resources)


2.3  Your responsibilities towards the training institution

You will have responsibility for helping the Student teacher to fulfil the requirements outlined in detail in  the  SWELTEC Handbook. You should:

· be familiar with course documents and requirements

· establish a clear system of communication and regularly attend mentors’  meetings 

· keep the Institution informed of the Student’s progress, e.g. by liaising with the HEI tutor when s/he comes to observe the Student teach

· meet with the Student on a weekly basis to review progress and deal with aspects of training identified in the training plan (see green Training Document)

· ensure that procedures for dealing with difficulties are agreed with all parties

· provide written reports of formative and summative assessments as required (Profiles in Training Document).

SUGGESTED ACTIVITY

	Using the SWELTEC file (and any relevant information from the HEI Subject Handbook, (if available) and your school year planner, divide a sheet of paper into two columns. The two columns should be headed:

Student has to:                                             Mentor has to:

Skim read the documents and list all information about requirements such as formal observation, review and profile times etc. Try to enter something in each column even if the requirement is stated only in terms of the Student (or occasionally, the mentor)

Enter any deadlines on the year planner, using the SWELTEC Course Structure diagram to help you.  Note what you think is an adequate length of time before the deadline to alert yourself to the task that needs to be done.




Be realistic – for instance, you will have to plan relevant observations and feedbacks during the block and give yourself time to complete the profile and discuss it with your Student before s/he takes it back to the HEI.

3. Maintaining good professional relationships

At the beginning of this unit there was a quotation from Wilkin 1992, ‘it is not the aim of mentoring to produce a clone’. You may often find that a Student decides to differ from you in action taken, or plans in a way you have not foreseen, or takes an alternative view of a lesson outcome. You have to recognise that the Student is a colleague not a pupil and your role is advisor, counsellor and assessor.

What does this mean in practice? There are some guidelines that might help you to decide.  Consider the importance of the following:

CONFIDENTIALITY 
You should respect the confidentiality of the Student’s discussions with you and should seek his/her permission before reporting to others about them

OPENNESS
Assessment should be according to open and agreed criteria. You should negotiate with the Student the aspects of professional development that are going to be assessed, how the assessments will be made and what records will be kept.

SENSITIVITY 
You should be sensitive to the needs and feelings of the Student both in planning teaching activities and in giving feedback. Balance the Student’s priorities with the needs of the school and the requirements laid down by the HEIs and explain why you advise a particular course of action. 

POSITIVE SUPPORT 
You should be positive in your dealings with your Student, engage in constructive evaluations and be willing to give help and guidance when needed. However, be careful not to swamp your Student with this – be selective.

GOOD ORGANISATION 
There should be regular times for consultation and debriefing, which are not interrupted by minor events. You should also aim to have enough flexibility to give a few minutes of your time to the Student when a particular need arises.

PROFESSIONALITY 
Encourage high but realistic standards and help the Student to develop habits of reviewing and evaluating work done, so a sense of progression is fostered. Be aware of appropriate expectations of the Student for the phase of development reached.

COLLEGIALITY 
Welcome the Student as a full member of the school community and, as far as possible, ease his/her way into the administrative, social and other activities of the school.

4.   Developing and supporting a planned programme of training

A major responsibility of the mentor is to devise a phased and suitably paced introduction to teaching. These are some of the things you will need to consider:

· Brief the Student on school policies, rules and organisation and make the relevant paperwork available (Q3(b))
· Explain departmental/year group policies and resources, matters of discipline, safety, special needs and personalised learning (Q3(b), Q10, Q19, Q20, Q21(b))    
· Provide opportunities to observe a range of teaching styles and types of lessons and encourage evaluative discussion (Q10, Q25)     
· Provide opportunities to assist in class, to share teaching and possibly to do some collaboration teaching before the Student takes on full responsibility for class (Q6, Q32, Q33)
· Give time for discussion of medium term planning and within that individual lesson plans before teaching and debriefing afterwards (Q1, Q22, Q32, Q33, Q29)
· Introduce the Student to the school/departmental methods of assessment record keeping and to a variety of good practice in assessment and record keeping used in the school; encourage the development of records of planning, teaching and pupil progress through regular checks of the Student’s teaching file (Q11, Q12, Q13, Q26) 
· Encourage an evaluative and problem-solving approach to teaching leading to independence and further professional development. (Q8)
REQUIRED ACTIVITY  

	Read your Student’s initial needs analysis (foundation phase) or his/her profile from the previous block.  Discuss with your Student a list of priorities in training and arrange them as part of a planned programme (see Training Plan in Training Document)




5.  Strategies for managing your responsibilities as mentor

This unit has concentrated on the roles and responsibilities of the Mentor. You might feel, having looked through it, “How can I cope with it all?” Here is a brief Mentor’s Survival Guide:

· Organise your time carefully. It is important to have at least one regular meeting a week with your Student. Make sure it is long enough to discuss an issue in depth and that you are not likely to be interrupted.  Prepare for the meeting so that you both know that there will be:
- feedback from work proposed at the previous meeting
- time to discuss any urgent issues that have arisen and, if necessary, to   

      plan for a subsequent meeting about them
- time put aside for the main previously agreed item of work/discussion
- time to target the next step in the learning programme and agree plans  accordingly.
·  Listen to your Student’s evaluation and agenda carefully. Encourage the Student to express his/her views about strengths and concerns.
· Communicate clearly. Make sure that the aims, focus and expected outcomes of mentoring events are clear and agreed, if possible in writing. (The SWELTEC Weekly Training Sheet in the Training Document serves this purpose).  If you are going to observe some teaching be clear about what you will be looking for.  (Include targets agreed at the previous meeting).  If you are giving feedback, check that your Student has understood and knows what follow up is required.

· Keep your records up to date. When assessments are made, make sure your Student understands your comments and is given the opportunity to add his/her comments to the record.

· Make sure you have all the necessary documents and that you are familiar with them and know the deadlines for action and reporting.
· Identify other staff, both inside and outside the school, who could be helpful. Make the most of your opportunities to meet other mentors and discuss problems.
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UNIT 3   Supporting the Development of Subject Knowledge
The AIM of this unit is to help you reflect on how you can support the subject knowledge development of your Student.

This unit is in three parts:

1. What is meant by subject knowledge?

2. Guiding Students’ subject knowledge development.

3. Commenting on subject knowledge in feedback.

1. What is meant by subject knowledge?

Good subject knowledge is a key element of successful teaching and Students on PGCE courses are expected to start their training with sufficient knowledge to teach their chosen subject across the relevant age phase. However, there are two major reasons why subject knowledge is not as straightforward as it might seem. Firstly, Students start their courses with a wide range of relevant experience and knowledge as a result of their degrees, further qualifications, work experience and leisure interests. Secondly, the knowledge required for teaching  - what we might call professional knowledge – is a dynamic combination of subject studies, the knowledge of the school curriculum, and pedagogical knowledge.

Enhancing the knowledge Students come with and developing their professional knowledge is a process that begins during the PGCE year; the responsibility for this development should be shared between the HEI and the placement schools.

2. Guiding Students’ subject knowledge development

At the start of their Initial Teacher Training courses, Students are asked to ‘audit’ their knowledge in some way. This process will vary from one institution to another and from subject to subject but, by the time Students arrive in school, there should be fairly detailed information of the subject strengths a Student can offer and the areas which need development.

At an early stage, mentors and Students should discuss the information provided by the auditing process in order to construct a timetable that supports their development. Below are some examples of how this might be done:

· Plan opportunities for the Student to teach a subject strength;

· Encourage the Student to do a ‘guest’ spot on a strength for post –16 classes;
· Organise the observation timetable to allow the Student to watch accomplished teaching of a perceived weakness/ area for development. 

During the placement, there are other possible ways that mentors can support the subject knowledge development of their Student:

· Organise an opportunity for others to share a strength with the Student during a department meeting.

· Allow time in the weekly meeting for sharing interests, discoveries, something read or seen.

· Ensure that the Student has the opportunity to watch someone teaching something complex, allowing time for discussion before and after.

· Decide on something problematical to teach, share possible approaches as part of the weekly meeting and then make it the focus for an observed lesson.

· Use an area for development as a focus for planned discussions in weekly meetings and encourage Student to set goals for improving weakness.

3. Commenting on subject knowledge in feedback

It is in lessons that secure subject knowledge and understanding can be found. Observation forms should be used to comment on features such as:

· the Student’s ability to communicate knowledge and present complex ideas;

· the Student’s ability to anticipate pupils’ potential difficulties and misconceptions;

· the capability of the Student to correct pupils’ errors and misunderstandings;

· the Student’s confidence in answering subject-based questions.

Below are some examples of subject knowledge comments in observation forms:

Good use by you of the important and relevant terms. Encourage the pupils to use them freely so they will naturally sew them into their own writing.

Your enthusiasm for the topic was apparent throughout this lesson. I also liked the way you included a list of possible further reading for them as a way of developing their knowledge of this period. This showed how much you have learnt in the last few weeks. Your teaching file demonstrates what you are gaining in knowledge from watching X teach Y. I look forward to observing you teaching something in this area soon.

I know you are concerned about your own spelling and today you handled X’s request for the correct spelling of photosynthesis well. However I am concerned about the number of spelling errors on the worksheet you presented to the class. Of course these were homophones and wouldn’t be highlighted by a PC’s spellchecker. Have you thought of strategies for learning words you find difficult?

Your response to the tricky question posed by Z was well handled. However, I am not sure that everyone understood the answer. Try to check by asking a few more pupils to add their ideas on this concept.
SUGGESTED ACTIVITY 

	· Look through the observation forms completed by you or other teachers in your department.
· Underline any comments that refer directly to aspects of subject knowledge.
· Consider how you can use these comments to further your Student’s subject knowledge.
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UNIT 4 Supporting Lesson Planning

The AIMS of this unit are to help you re-explore some of the key aspects of lesson planning and to help your Student realise the need for these.

To newly qualified teachers and Student teachers, lesson preparation and teaching are the two most important things they do in school. Your mentoring role in these areas therefore needs careful thought. Your eventual aim will be to help them to be independent and effective but there may be several things you have to help with before independence is achieved.

This unit is in four parts:

1. Observation as a basis for lesson planning

2. Support for lesson planning

3. Support for effective classroom management

4. Developing evaluative approaches to teaching

1. Observation as a basis for lesson planning

Giving Students opportunities to see models of good practice in the classroom is an important part of school-based training. You should therefore consider carefully what lessons would be most useful for your Student to observe and whether the observation schedule needs to be backed up with other forms of recording, e.g. asking the Student to take notes on specific aspects.  Many HEI subject handbooks contain suggestions for observation tasks that relate to themes covered at university.  The following ideas may also be useful:

· The first few observations in classrooms can seem overwhelming unless some guidance is given about what to look for.

· It is better to look for a few things in detail than many things briefly.

· Though a checklist can sometimes be constraining it may help a Student in the early stages. Working co-operatively to construct such a list can be a learning experience in itself and may help lesson planning.

So, a list of Things to Look For would be a good starting point. You could write one yourself; work co-operatively with your Student to produce one; ask colleagues

for their ideas; or locate one in any one of several books about classroom observation. It may be useful to include the Student’s current target areas.

An example list follows.

1.1 A beginner’s list of what to observe in classrooms

a. Organisation and Management

· How does the lesson begin? 

· How is the class settled to work? 

· If there is group work, how is it organised? 

· Does the lesson have an observable sequence of activities, e.g. review; new learning; application; plenary? 

· How are changes of activity signalled? 

· Where does the teacher stand? Does he/she move around? 

· Do the pupils have an opportunity to move during or between activities? 

· How are resources handled and by whom? 

· How does the lesson end? 

· How are plenaries and clearing-up handled? 

b. Curriculum Management

· Are the lesson’s learning objectives explicit for pupils? 

· How is the content related to the learning objectives? 

· What knowledge, concepts, skills, and attitudes are fostered? 

· How do the resources contribute to learning? 

· How is pupil understanding monitored? 

· How is pupil learning assessed? 

· Are pupils involved in their own learning and assessment? 

· How are learning sequences and pupil progress monitored? 
c. Pupil/Teacher Interaction

· How are individual needs and interests catered for? 

· What types of question are asked? 

· What behaviours are praised or reprimanded?

· How does the teacher give positive reinforcement? 

· How does the teacher control challenging behaviour? 

· What contribution to the lesson do the pupils make? 

· Is the classroom atmosphere positive and friendly? 

SUGGESTED ACTIVITY

	Student observation 

Set up an opportunity for your Student to observe you or, if that is not possible, a colleague Remember that the aim of the observation is to help planning – not to make judgements of the teacher.

Ask your Student to put Standard references against 3 bullet points of each of the 3 areas above.

Discuss the questions listed above and ask the Student to add any questions which they think would help the observation.

Draw up a parallel list of questions that would be necessary to ask the teacher either before or after the lesson has been observed.

After the observed lesson, share reflections.


	


1.2 The APOE process and observation leading to planning

To obtain the maximum benefit from observation, you should encourage your Student to follow the APOE process (see Unit 1). The following account is an example of what the process may look like:

Analysis
The Student expresses the need for help with a particular aspect of teaching/learning related to classroom activity. In discussion, this is put into context with the rest of the Student’s professional development, relevant learning and curriculum theory, and the National Curriculum. The need for focused observation is established.

Planning         The aims of observation are agreed, what will be observed and when, the role of the observer in the classroom and the use of appropriate checklists, schedules or notes. Where possible, focused questions are posed. The Student also discusses with the teacher giving the lesson what the purpose of the observation is.

Operation
The observation is carried out as agreed, and notes are made

Evaluation
The Student talks with the teacher who gave the lesson and reviews the outcome of the observation. Relevant learning and curriculum theories are reviewed and any questions that were not answered are reconsidered and a note is made of any further questions that have arisen.  The Student records what has been learned and what the practical outcomes will be in terms of their own lesson planning.

2. Support for lesson planning

As a mentor, you have to balance the needs of the pupils and the needs of the Student. This is a most complex and delicate aspect of the support you give for lesson planning and teaching.

In the very early stages of teaching experience, you should help by:

· clarifying what aspects of teaching are of most concern to your Student
· giving information about pupils, their curriculum experience and preferred modes of learning (learning context)  
· helping to define aims and learning objectives and to locate resources that would be useful         

· ‘planning alongside’ in terms of how much content should be included, what variety of activity would be appropriate and what outcomes should be expected       

· following up the lesson with a review of what the pupils had learned, reflection on theory, and decisions about what would be a useful next step.

At a slightly later stage, when the Student has more experience, you should help by:

· discussing a series of plans in terms of sequence and development

· discussing  the National Curriculum requirements, programmes of study and assessment in relation to short term and long term planning

· agreeing more specific aspects of teaching which can be refined e.g. classroom language, record keeping, use of technology, behaviour modification, inclusion of ECM agenda.          

3. Support for effective classroom management

Control is one of the things uppermost in the Student teacher’s mind. Effective experienced teachers often seem to have an effortless control. The Student may not even notice the techniques and skills that the experienced teacher is employing.  What can you as a mentor do to help?

3.1 Talking about ‘routines’

When you are a mentor you become more aware of the routines you use for settling the class down, for encouraging high quality work, for suppressing anti-social behaviour etc.  Similarly, other teachers have routines that work for them.  All these can be explained and discussed with the Student-teacher.

However, it is important that the Student is encouraged to experiment and to develop routines that are personally effective and not just ‘hand-me-downs’. It is also important that he/she remains flexible and can adapt to individual pupil needs and to changing circumstances.  So, as part of your role as a mentor you will need to:

· explain school rules and routines    
· discuss classroom management linked with observation  
· give opportunities for practice of techniques

· constantly review and evaluate control and management.  
and at an early stage of teaching:

· explain school rules   

· draw up a list of normal routines for lessons  

· ensure that ‘problem classes’ are not given to a Student
· ensure that support is at hand where there might be problems.

· help the Student to analyse and propose solutions for particular problems with classroom management.
· Encourage the APOE (see Unit 1) approach to classroom management.

and at a later stage:

· Help to redefine and improve particular skills in classroom management e.g. whole class teaching and effective use of grouping.   

Example: Improving the management of groups

The HEI courses will have covered aspects of managing group work but, when your Student is ready to consider grouping in more depth, you could discuss the following:

· the aims of group work  
· composition of  groups

friendship groups

similar ability groups

mixed ability groups

· task focus groups

buzz groups

problem solving groups

task planning groups

investigation and report back groups

shared resource/facility groups

· group interactions

level of participation

size of group

separation of tasks

seating arrangements

· monitoring the work of groups

quality outcomes of group work

assessing individual contributions in group work

record keeping and group work

SUGGESTED ACTIVITY 

	· Look back at the list of what to observe in a classroom (Section 1.1 of this unit) and select the bullet points relevant for managing group work for further analysis and investigation, for example, how is pupil learning assessed? 

· Draw up an expanded list of questions or ideas helping your Student to redefine and extend the skills and techniques involved.  If possible check the list with another colleague.




4. Developing evaluative approaches to teaching

This is the application of the APOE process (see Unit 1 and below) to the work of both mentor and Student.  Given that your eventual aim is to develop independence in the Student-teacher and to encourage continuing professional development, the APOE process is basic to evaluative teaching and to quality control.

SUGGESTED ACTIVITY

	You will need to negotiate with your Student for him/her to teach a lesson, which you are going to observe.

Support the lesson planning by going through the APOE process yourself and encouraging the use of the same process by the Student.

Agree observation arrangements in relation to the Analysis and Planning decisions.

At the debriefing session help the Student to evaluate the teaching and also to evaluate the use of the APOE process.

Carry out your own evaluation of the APOE process, which you undertook as mentor.




Example (for both mentor and Student).

Analysis
Your last de-briefing discussion raises several issues for further enquiry and development. You consider carefully, which of them you will work on next, and your grounds for choice? Are there learning theories, curriculum theory, pedagogic theory or experience of colleagues which would have implications for your actions?

Planning
You work together on planning a lesson that will focus on the particular area of teaching and learning you wish to develop. At the same time, you consider success criteria for the area and develop an observation schedule, which will enable you to monitor and evaluate the lesson (specific focus observation – see first section of this unit)

Operation
The lesson takes place and is observed and self-assessed according to the arrangements made previously. (see ‘Planning’ above).

Evaluation
In the debriefing session you review the choice of area of enquiry, the planning and teaching that took place and the level of success in achieving the aims that you agreed.

As a mentor you also review the pre-teaching support that you gave, the decisions made about observation methods and instruments and the usefulness of the data for constructive feedback.

For both mentor and Student the evaluation should also promote the targeting of enquiry and further review.
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UNIT 5 Lesson Observation Skills

The AIM of this unit is to develop your skills as a mentor in relation to formal observation and feedback.

This unit is in five parts

1. Guidelines for negotiating observation

2. Observation and recording skills

3. Guidelines for observing in the classroom

4. Methods of recording

5. Handling feedback

1. Guidelines for negotiating observation

As part of building and maintaining good professional relationships, you will have to be sensitive to the needs of your Student and open about what you are going to observe and why you are observing.  Remember that there may be a great deal of stress involved on the part of the Student and having an observer in the classroom alters the nature of the interactions that take place. You should:

· Be aware of the importance of being sensitive but impartial

· Review the lesson plan with the Student before observing

· Discuss how the observation will take place, where you will sit and how you will participate, what the focus will be and what sort of record will be made

· Allow the Student to select the lessons that will be observed (but trying to cover a range over the length of the block)

· Agree what pupils will be told about your presence

· Agree beforehand what your role will be if pupils ask you questions or appeal to you

· Arrange for a few minutes of immediate feedback and then for a full debriefing session not more than two days after the observation takes place

· If another teacher is going to observe, ask him/her to follow the same guidelines.

SUGGESTED ACTIVITY 

	Make brief notes on an experience you have had of being observed while you were teaching.

Was it a positive experience?

How did it support your professional development?

What aspects, if any, were you happy about?

If you have already observed your Student in the classroom, make brief notes on the following:

What was the purpose of your observation? (Targets given in the previous formal observation, or on the weekly training sheet, or issues related to the agreed training plan are useful pointers)

What did you tell your Student you were looking for?

What method of recording did you use? 

What feedback did you give?

What problems, if any, did you have?

Was it a positive experience for your Student?

What did each of you learn from it?



	Follow up

Make a list of the positive and negative  features of classroom observation




2. Observation and recording skills

The open-ended Lesson Observation Commentary Form and the Summary Form allow for comments to be made and feedback to be given about various aspects of the QTS Standards your Student needs to achieve.  However, it is important for both you and your Student to decide which particular aspects are the specific focus of the observation, in order to provide more detailed feedback that can be used (ideally!) to acknowledge progress.  These aspects should be stated in the ‘ Main focus of observation’ box and should be related to previously set targets or a recent training session.

You may need to clarify with your Student that although more emphasis will be placed on the agreed specific focus, you will also have a responsibility for monitoring the lesson as a whole. (Particular skills should develop in the context of good teaching, not at the cost of other aspects of planning and teaching.)  Observers involved in completing formal observation records are required to use the carbonated flimsies brought by the Student for this purpose.  Both the open-ended form and the summary form should be used for every formal observation, whether it is carried out by you, or by other departmental colleagues whose classes are taught by the Student.

The SWELTEC profile adheres closely to the Standards for Qualified Teacher Status. Lesson observation records form a substantial part of the evidence base for the judgements made in assessing the Student’s progress when completing the profile.  It is therefore essential that you familiarise yourself with the standards for QTS from the early stages of your acting as a mentor.  In order to support you and your colleagues involved in formal lesson observation, a Lesson Observation Aid has been produced on laminated card (kept by the Student who should make it available to the observer at the start of the observation).  A copy of the card can be found in the SWELTEC folder.

REQUIRED ACTIVITY 

	Read through the Standards for QTS.  These can be found on the website or on the Developmental/Consolidation phase profile.  Make a note of those standards which may be problematic for the Student to gain sufficient evidence (e.g. use of ICT with pupils), so that you can begin to put strategies into place to overcome difficulties.  If you cannot see any solution, discuss the issues with the Professional co-ordinating mentor in your school or with the subject tutor in the HEI early in the block.



This list of ‘effective teaching features’ below is not meant to be exhaustive but should be used as a reference to help you in your discussions with your Student prior to drawing up your own plans for observation.

1.
Professional Attributes (Q1 – Q9)

High expectations of all pupils; 

constructive relationships respecting diversity 

Positive role model for pupils;

Working within relevant policies and practices;

Communication effectively with pupils and colleagues;

Evidence of having acted upon previous advice and feedback;

Confident and at ease in class;

Ability to adapt and improvise.

2.

Professional Knowledge & Understanding (Q10 – Q21)
Manages learning & behaviour effectively; 

Personalised learning demonstrated through differentiation & inclusion strategies evident (e.g. SEN, G&T, EAL etc);
Accuracy in user of published assessment specifications (e.g. NC levels);
Use of range of monitoring and assessment strategies, including formative, self- and peer- assessment;
Use of data to monitor pupil progress;
Accurate and secure knowledge of content, skills, concepts and processes of subject;
Employs a range of effective and appropriate learning & teaching methods;
Makes use of statutory and non-statutory guidance;
Makes constructive use of knowledge of ICT, numeracy & literacy;
Sensitive to personal well-being;
3.
Professional Skills (Q22 – Q33)

Structures the lesson to show continuity & progression from previous learning (incl. use of learning objectives);
Practical application of content, skills, concepts and processes of subject (e.g. anticipating and addressing pupil misconceptions);
Opportunities for learners to develop literacy, numeracy,  ICT skills;
Homework and out of class work well planned;
Plans for the learning of all pupils;
Uses a range of teaching strategies and resources, interactive teaching methods, collaborative group, active and independent learning;
Use of ICT;
Use of planned transitions within lesson;
Clear explanations;
Effective questioning; 

Uses an effective range of assessment;
Constructive feedback & target setting in Assessment for Learning;
Creates interest, enjoyment and motivation;
Purposeful & safe learning environment established;
Collaboration with colleagues in class where appropriate; 

3.  Guidelines for observing in the classroom

During the observation, you should:

· arrive and leave at agreed times (normally the weekly formal observation should cover the whole lesson, from the entrance of the pupils to their dismissal from the classroom)

· concentrate on the agreed focus of observation for the session

· maintain agreed relations with pupils and Student
· record observations accurately; be objective and deal with facts not suppositions

· direct the Student’s pedagogical reflection by asking questions

· offer constructive criticism, e.g. :” If ………was key to the success of the activity, could you have given pupils more time to practise………, by doing ……….later on in the lesson?.”

At the end of the observation, you should:

· give an immediate positive response and thanks, on leaving the lesson

· defer handing in of the observation record sheets until the debrief is completed as discussion with the Student may bring you to modify/complement your comments.  This also prevent misinterpretation of comments written as aide-mémoires.

4.  Methods of recording

There are no ‘best methods’ for recording your observations.  However, it is useful to bear in mind that the formal observation records fulfil various important purposes:

· It is a record of a teaching episode shared by the Student and the observer, which is used as the base for discussion in the debriefing session that follows.  It is therefore useful to log some factual information about key ‘moments’ in the lesson, which will help recall during the debrief.  Observers also have the opportunity to see certain aspects which the teacher has not seen (e.g. behaviour of some individuals)

· It is a ‘tool’ for stimulating and guiding the Student’s pedagogical reflection. Therefore it should not merely be a record of teaching/learning events but it should also include questions and suggestions of alternative approaches to help the Student improve his/her practice. (For this reason, it is better to address the Student in the second person, i.e. ‘you’)

· It provides formative assessment; to be formative, it has to be open and negotiated, so that both mentor and Student are fully aware of the aspect of teaching which is being assessed, the criteria for assessment and the outcomes of the assessment

· It is a source of evidence of the quality of the Student’s teaching but also of the quality of the training provided.   As such, external examiners and Ofsted inspectors will need to see formal observation records when they report on the quality of the course.  While special circumstances, such as illness or an Ofsted inspection in the school may occasionally temporarily disrupt the weekly observation and debrief cycle, care should be given to maintaining the Student’s entitlement of one formal observation per week by arranging an additional observation in the weeks that follow.

REQUIRED ACTIVITY 
	Undertake a formal observation jointly with the HEI tutor, the PCM or an experienced mentor.  Towards the end of the observation and before the debrief takes place, exchange and compare your notes.  

Do the comments concur?  

How do perceptions of the ‘message’ differ between the reader and the writer? 

What have you learnt from the experience?

NB HEI tutors work in partnership with mentors and their departmental  colleagues. It is therefore quite common for the HEI tutor to seek to observe the Student with the mentor or the class teacher whenever possible, even when the mentor is experienced, as a means of sharing views about the Student’s performance. 




5.  Handling feedback

When giving feedback you should:

· be prepared to give adequate time to feedback in your regular meetings

· make use of the Student’s teaching file regularly in planning and post teaching evaluation  

· ensure that the Student maintains his/her professional responsibility in keeping planning and evaluation records that are readily available and  up to date

· establish an agreed agenda but be flexible in response to the Student’s needs

· encourage independence and the understanding that mistakes are part of a learning experience

· engage in constructive evaluation rather than a critical assessment

· end the meeting positively with written targets for action and for future development

For more information and activities related to positive feedback and interpersonal skills, see Unit 6 of this pack.

The oral debrief complements and develops the formal observation record.  It is another part of your monitoring and assessment in support of the professional development of your Student.  Oral feedback will also be part of the normal day to day observation and counselling activities of mentoring which form the body of your discussions and which help your Student to target areas for improvement and development.

It is important that the Student receives weekly written feedback and that you give him/her the opportunity to read, discuss and keep copies after the discussion.  The carbonated sheets make this very easy to implement.  The Student should have the top copy (white) in his/her teaching file and the yellow copy (to take back to the HEI tutor), while the mentor keeps the green copy and the pink copy goes to the Professional co-ordinating mentor in the school.  

Bibliography

Arthur, J., Davison, J. & Moss, J.  [1997]  Subject Mentoring in the Secondary School, Routledge.

Brooks, V. & Sikes, P. [1997]  The Good Mentor Guide, Open University Press.

Stephens, S. [1996]  Essential Mentoring Skills, Stanley Thornes (reprinted in 2001 by Nelson Thornes)

.

UNIT 6
COMMUNICATION AND FEEDBACK SKILLS 


[image: image10.png]Kingston University London

StMarys Partner
University College
Twn;kenham

By Brunel
\ UNIVERSITY
Schools WEST LONDON

Roehampten
University

Condgon




UNIT 6   Communication and Feedback Skills

The AIM of this unit is to consider communications and feedback skills which are central to your effectiveness as a mentor as they sustain your professional relationships and make key contributions to the progress of your Student.

This unit is in seven parts

1. Underlying models of communication

2. Non-verbal communication

3. Developing listening skills

4. Asking questions

5. Giving and receiving feedback

6. Problem solving techniques

7. Target setting and planning

1. Underlying models of communication

Human communication is a fascinating and complex thing. One socio-linguist has said that, in any interaction between two people, at least six aspects have to be considered:

	what I am saying to you


	what you are saying

	what I think I am saying to you


	and what you think you are saying

	what you think I am saying
	and what I think you are saying




In addition, the ‘perceived roles’ of the ‘interactionists’, the context, i.e. ‘purpose and setting’ and the past history of previous interactions all affect what is going on. Before considering interaction skills in more detail it might be worth spending a few minutes looking at some models of communication to consider what light they shed on the mentor/Student relationship and on difficulties which might arise.

1.1 A transaction model

Originally this was based on work done in psychotherapy and on difficulties that arise in interactions. It takes the idea that each individual has three ‘ego states’; the ‘Parent’ (who nurtures but also instructs, reprimands and commands), the ‘Adult’ (who treats other adults as equals), and the ‘Child’ (who seeks comfort and attention but who is also playful and creative). For a readable and fascinating account of this, read E. Berne, (1970) Games People Play, Penguin.

In any transaction between two people, one therefore has the possibility of ‘complementary transactions’ or ‘crossed transactions’.



It is useful to consider this model in terms of the mentor/Student relationship. Ideally, it is the Adult to Adult transaction that takes place but it is quite easy to get into a ‘crossed transaction’.

example (i)

Student    (adult to adult)
I think the packing up at the end could have gone better- what do you think?

Mentor    (parent to child)
I’ve told you before - you never give it enough time!

example (ii) 

Mentor    (adult to adult)
How do you think the packing up went this time?

Student    (Child to Parent)
It’s not my fault!  We just ran out of time...

Considering this model can therefore illuminate some of the pitfalls in the mentor/Student relationship. You could usefully ask yourself:

Am I interacting as a colleague talking to a colleague?

Or

Did I sound like a teacher talking to a pupil?

If the latter applies, ask yourself why this happened, what happened as a result, how you could have maintained an adult/adult interaction and how that might have gone?

1.2 A verbal acts model

This model helps us to look at the different ways in which language can be used in relation to the ‘power relationships’ between mentor and Student.

Consider the following ‘verbal acts’:

	· telling  the Student what to do
	(prescriptive)



	· providing information and knowledge
	(informative)



	· affirming worth and positive features
	(supportive)



	· recognising and dealing with feelings
	(cathartic)



	· assertively challenging actions and ideas
	(confronting)



	· promoting independent development
	(empowering)




Effective mentoring will entail trying to avoid the prescriptive/confrontational verbal acts and to develop the informative/supportive/empowering acts.

Some questions you could ask yourself are:

· Did I tell or did I suggest?

· Did I take for granted or did I ask?

· How did the Student interpret what I said?

2. Non-Verbal communication

Your Student will be developing his/her ability to use positive non-verbal signals in the classroom, e.g. smiling, eye contact etc. You should spend some time thinking about the mentor’s non-verbal communication skills.  Some guidelines are:

· discussions between mentor and Student should, as far as possible, take place in a comfortable, pleasant and private, but not necessarily informal, setting

· avoid sitting in a ‘confrontational’ position, e.g. staring at each other across a table or where you sit in a higher position

· eye contact, smiling and nodding in agreement are usually interpreted positively

· be aware that in our society there are subtle differences in non-verbal communication between people of different ages, different sexes, and different cultures. Try to be sensitive to your Student’s expectations.

SUGGESTED ACTIVITY 

	Here are two questions for you to consider:

1. Your Student is the only male/female in an all female/male department:

what can you and your colleagues do to help him/her feel at ease?

2. What difficulties, if any, might present themselves when

· Your Student is older than you

· Your Student is much younger than you?



	Follow up 

There are no ‘right answers’ which can be used as recipes. You just have to be sensitive to the needs and expectations of others. Try to be aware of aspects of non-verbal communication which you find difficult and plan to improve them

	


3. Developing listening skills

Listening is a very important part of your role as mentor.  You should try to develop your skills in focused listening, responsive/interactive listening, and in interpretive listening, (the ability to listen to what is not said as well as to what is said).

3.1 Focused listening

Listening can be hard work; very often we ‘half listen’ to someone.  In informal situations particularly, we give partial attention to what is being said (and we signal this by letting our eyes slide away from the speaker).

How can you develop focused listening?  You might like to try some of these ideas:

Prepare for listening by -

· setting aside a time and a place where you can avoid interruptions
· briefly reviewing the possible content of the discussion to take place, and any pointers to be aware of (e.g. non-verbal signals from your Student).

While listening -

· try to maintain eye contact

· if it helps you, make some notes but only after agreeing to do so with the Student.

After listening -

· check that you have heard and understood
· ‘reflecting back’ is a useful strategy

· recap on key issues

· recap on actions and outcomes.

3.2 Responsive listening

This involves the social skill of ‘turn taking’ and some important issues to consider are:

· avoid interrupting the speaker

· try not to spend time planning your reply instead of listening to the speaker

· check that you have understood before you respond

· if at all possible, respond positively and build on what has been said (but if a positive response is not possible, e.g. a racist remark has been made - be clear and candid about why you react in a particular way).

3.3 Interpretive listening

This kind of listening occurs when you are ‘tuned in’ to the feelings and needs of your Student and understand his/her preferred modes of communication. For example:

“it’s all right....”              can mean:

	“it’s only just bearable and I’m putting on a brave face”
	or
	“everything’s fine - I feel quite confident about it”


How do you tell?

Well, the common sense answer is, if in doubt, you ask or at least give time for expansion of the point.  You also need to interpret non-verbal signals.  If the Student avoids eye contact or shows signs of stress, there may be more for you to find out.

4. Asking questions

4.1   Appropriate questioning techniques

In your role as a mentor you will be supporting your Student as she/he develops skills of questioning in the classroom.  Teachers ask questions for many reasons:

Classroom management questions

· to encourage participation
· to indicate an interest in pupils

· to develop respect for alternative views

· to control

· to implement routines

.

Learning and teaching questions

Closed Questions:    to recall information

Open Questions:       to explore information

                                                           to encourage ideas and solutions


to encourage decision making and judgements

to aid evaluation and self evaluation

to develop applications of knowledge

SUGGESTED ACTIVITY 

	Consider a feedback session you have held with your Student.

Which types of questions from the list above did you ask?

Did your questions achieve what you hoped they would?

Did your Student respond positively - if not, could you have rephrased the question?

Did you encourage questions?

Were there any questions you should have asked but did not?



	Follow up 

Read the following notes and, at the end, reflect again on the questions you asked.




4.1 Question Purposes

Of course, it is a little simplistic to think that questions only have one purpose. As a mentor you may be wanting to ask questions which:

encourage participation and ask for recall

or

indicate a personal interest and explore information etc.

The important thing to remember is that your Student may interpret the purpose of the question differently.

Example      “Why did you end the lesson with a brief writing task?”

You mean to show interest and encourage evaluative reflection but your Student thinks you are criticising him/her.

So, some guidelines for asking questions in mentor/Student conferences which might help:

· if you ask questions, give your rationale for asking

· avoid hidden assumptions, e.g. “how is your record keeping coming on?” when you don’t think records are being adequately kept

· avoid ‘manipulating’ questions, e.g. “You don’t expect them to be able to make a model, do you?”
· avoid judgmental questions, e.g. “Can’t you see that....?”
· be prepared to use enabling questions, e.g. “What would you like to focus on?”; “How much detail do you want us to go into here?”
· try to be clear and concise. Avoid multifaceted questions which ramble on, e.g. “When I watched the end of your lesson, I wondered whether you would give time for packing up and then I saw that you had, but, then again, perhaps it wasn’t quite enough time, given that 7X are always a bit behind themselves - they’re nice enough kids but they try to just muddle through - what do you think?”
5. Giving and receiving feedback

Some guidelines for feedback have already been given in this Pack (see Unit 5). There, it suggests steps that need to be taken if the feedback is going to be effective.  This unit looks in more detail at some of the skills involved.  The areas of feedback to be considered are:

· encouraging self review and evaluation/encouraging independence
· engaging in constructive evaluation
· inviting and receiving feedback yourself
5.1 Encouraging self review and evaluation/encouraging independence

These are bracketed together because they both relate to some of the most fundamental principles of the process of mentoring: 

· you are helping a colleague to become an evaluative teacher

· you are not trying to produce a clone of yourself.

(for more discussion of these points see Units 1 and 5).

Your chief support in achieving these aims is the use of the APOE process yourself and by encouraging its use by your Student. In this way, both of you develop professionally. For example:

· you define and clarify procedures

· you use theory to illuminate situations

· you plan a course of action in the light of your analyses

· you monitor your actions carefully

· you evaluate outcomes and what you have learned and target further study/action.

SUGGESTED ACTIVITY

	Consider the following three statements:

1. After observing a lesson, I tell the Student what I saw and ask for his/her reaction.  We discuss it and together, we plan a course of action which both of us help to carry out.

2. I ask the Student for his/her views on what went on in the lesson.  If asked, I give my views but my main task is to encourage the Student to analyse what happened and to suggest a course of action.

3. After observing the lesson, I tell the Student what I saw and ask for confirmation. I then suggest a range of things that can be done and I offer to give a demonstration lesson or I recommend observation of a teacher who is particularly effective in the aspect of teaching

Which of the 3 behaviours is closest to what you do? What are the probable outcomes of each example in terms of independence and self evaluation?

Follow up 

Practise applying the APOE  (see Unit 1) process.



	


5.2  Engaging in constructive evaluation

Constructive evaluation does not mean that you never criticise. Research into the process of mentoring  has shown that while many mentors worry that they are not being constructive enough, just as many Students wish they could be told more clearly about things that need improvement.

a. Giving criticism

Criticism can be difficult - here are some basic guidelines to help you in difficult situations:

· Choose the time and place wisely - it may be easier for both mentor and Student if you set up in advance. Avoid doing it in a rush.

· Describe the behaviour - do not label the person - for example: “That was the third lesson where the objectives were not clear to the pupils”  rather than “you did not tell the pupils what they were going to learn in the lesson.”
· Express what you feel as your view, not how the Student ought to be - for example: “I didn’t think the first activity worked as well as it could have done....” rather than “You ought to know by now what makes a good starter activity”
· Be specific in your request for change of behaviour rather than change of personality, for example: “I’d like you to re-plan the first ten minutes to include the sharing of objectives with the class ” rather than “You’ve got to be more open and  put the objectives on the board at the start”.
· Be persistent - stay with the issue calmly and firmly and don’t be put off by defensive behaviour or attempts to divert the discussion.

· Spell out the consequences - both negative and positive consequences are important, particularly where a course of action will gradually lead to a deterioration of circumstances. (Confusion in a class, as a result of a misjudged action, does tend to be its own recommendation for change!).

· Avoid scoring points.
· As much as possible, begin and end on a positive note.
b. Helping the Student to handle criticism

Not all ways of handling criticism are conducive to professional development. Try to be aware of how your Student is handling criticism. For instance here are a variety of Student reactions:

· Negative assertion
“You’re right I didn’t spend enough time planning for that”. The Student is able to acknowledge the truth of the criticism without feeling threatened as a person.

· Negative enquiry
“What do you think went wrong with the lesson?” The Student invites criticism and opens the discussion.

· Fogging
“There maybe something in what you say- it didn’t go exactly as I hoped it would” The Student is able to ‘create some space’ for negotiation of the point while not rejecting it.

· Disagreement
“I just don’t accept that, at all – I thought the start of the lesson went rather well!” In this case there is obviously a great deal of discussion which ought to take place!

· Changing the subject
“Did you notice that....” The Student attempts to divert the discussion (quite possibly unconsciously).

· Allocating blame
“9Z are just awful - it always seems worse after they’ve just come back from P.E.!” The Student has an ‘it’s not me - its them! strategy.

· Silence and depression/hostility
There may be other reactions not listed here. What needs to be borne in mind is that not all of us are equally as good at taking criticism even if it is given with the best of intentions. And it isn’t just a case of ‘practice makes perfect’ - giving even more criticism does not lead to someone becoming receptive to it!  Some of the things that might help are:

· Examine your own motives in giving criticism

· Give positive reinforcement when advice has been taken and a positive attitude shown

· Sympathise with ‘difficult to handle’ situations while remaining firm

· Look out for the two following situations which are very common in mentoring and take appropriate action:

i) The Student who can listen to a fairly critical review of a lesson and, because one aspect has gone well receives a positive comment, discards all the critical information

ii) The Student who can listen to a very positive response to a lesson and, because one point draws out a critical comment, ends up by having a totally negative feeling about the lesson and about his/her ability as a teacher.

Remember that learning to teach is a stressful situation. Under stress, people find it more difficult to handle criticism positively.

5.2 Inviting and receiving feedback

It is important to invite the Student to evaluate the support you are giving. You also need to know what you are doing that is particularly helpful to the Student and to be able to build on this. Your Student may be able to suggest some different ways of helping which had not yet occurred to you. There may be particular aspects of the interaction between you that the Student does not find easy.  He/she may need to feel a considerable degree of warm support to tell you about these. It can only happen in a professional relationship built on trust and mutual respect.

6. Problem solving techniques

APOE is itself a problem solving technique. Some of the things you need to bear in mind when using it are:

	Analysis
	Whose problem is it? What can be done/read/discussed to illuminate both the problem and possible solutions.



	Planning
	In the light of the analysis what steps should be taken and in what order? Can the problem be broken down into manageable bits? Can other people help? What information resources are needed? How will the solution be evaluated?



	Operation
	How is the action monitored? Has flexibility been built into the planning? Do adjustments need to be made?



	Evaluation
	Was the problem solved? Were the analysis, planning and operation stages effective? What further questions are raised, what further actions should be targeted?


7. Target setting and planning

Target setting should be seen as part of the APOE process and it occurs throughout teaching. You will need to consider the interactional skills needed to counsel for and promote change and to develop your own skills in this area.

Guidelines for promoting change

· Work from the Student’s identification of the need to change. Lack of motivation always constrains the process of change. 
· Adopt an approach which stresses investigation and learning and the possibility of learning from mistakes (APOE – see Unit 1 Section 2)
· Anticipate, discuss, and take planned action about the things that will promote change and the things that might hinder it
· As part of the analysis, consider a wide range of sources of help, information and support. Do not look upon yourself as being the only source of help or model
· Work in achievable, manageable, ‘chunks’. Be selective and prioritise targets (as per formal observation record and weekly training sheet – see Unit 5)
· Be realistic about the time it takes to change things
· Be modest in what is attempted at first. Simple, achievable targets will boost self esteem in the short term while more demanding targets have a more dramatic impact
· Give clear positive markers for success using explicit behavioural terms and set realistic short-term goals which have a good chance of success. Then give positive feedback.
Finally, look again at the Strategies for managing your responsibilities as mentor (Unit 2). Keep a sense of proportion and recognise that both mentors and Students can learn from their mistakes.

SUGGESTED ACTIVITY 

	Evaluate your most recent mentor/Student meeting by asking the following questions:

In relation to your Student:

· What targets were agreed?

· How were the targets selected?

· What factors promote/hinder achieving them?

· How will success be measured?

In relation to yourself as mentor:

· What targets did you set yourself?

· How did you aim to achieve these targets?

· What factors promote or hinder achieving them?

· How will you measure success?



	Follow up 

Plan your next discussion with your Student in the light of this part of the Pack, so that targets are clarified and agreed and appropriate plans made to achieve them.
Look again at the QTS Standards laid down in the Developmental phase (Spring term) and Consolidation phase (Summer term) for your Student (SWELTEC Training Document, yellow section) and review them in the light of this section of the Pack.
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UNIT 7     Assessment  

The AIM  of this unit is to examine the process of assessment for the QTS standards. As a mentor, part of your role is to assess your Student - that is, to carry out both formative and summative assessment.

This unit is in three parts:
1. The use of the profile

2. Assessment as a shared activity
3. How to fill in the profile
1. The use of the profile

The Professional Development Profile (see SWELTEC Training Document) is of vital importance. It formally charts the Student’s progress towards achieving the standards for Qualified Teacher Status and the evidence on which the judgements are based.  

Throughout this work you will have seen examples of where a Student’s work can be referenced against an appropriate QTS standard. This is not meant as a ‘tick box’ activity but rather as an aid to facilitating the recording of information. This information can then be used to complete the shared activity of assessment against QTS standards and the development of future targets.

Each of the 3 profiles concludes a phase of Student experience and has its own formative and summative aspects:

· The Foundation Phase (Autumn term) is diagnostic, but it is a report on the Student’s progress and achievement in his/her first placement, before leaving the school.  It also sets targets for the second developmental phase.  It therefore carries vital information for the Student, the HEI tutor and the mentor in the second placement;

· The Developmental Phase (Spring term) is also diagnostic but as progress in every standard is considered separately, it serves as a significant indicator of potential levels of performance on completion of the training course;

· The Consolidation Phase (Summer term) is mostly summative in that the grades indicate the levels of attainment of the Student at the end of the training course.  However, the targets set will inform the completion of the Career Entry and Development Profile, which will continue to chart the Student’s progress in his/her induction year as a Newly Qualified Teacher.  In this way, this final report on the achievement of your Student has a formative element, since it recommends areas that can be built on and looks forward to continuous professional development.
2. Assessment as a shared activity

To be of any value to the Student, assessment must be a shared activity that involves discussion and negotiation about what has been achieved and what targets should be set.

An earlier activity in this Pack asked you to check on the timetable for feedback and reporting for your Student (See Unit 2). It is important to give yourself enough time to do your assessments properly and to give necessary feedback. 

One difficulty may be that you are having to ‘flip’ from formative to summative assessment and back again.  It will help you to sort out this kind of dilemma if you consider the following:

· Be clear yourself about the nature and purpose of the assessment

· Make sure your Student understands what the purpose and nature of the assessment is and is familiar with the format of the report.  This can be achieved, for instance, by referring to the profile during the weekly training meetings and by inviting the Student to draft their profile (the Student can use their own copy of the profile for this purpose) in the week prior to your completing the profile.  The Student’s draft can then form the basis of a discussion prior to your completing the final version of the profile

· Discuss the targets which were set and the present state of progress towards them

· Avoid representing either to yourself or to your Student, the idea that summative assessment is ‘mentor as judge’ while formative assessment is ‘mentor as counsellor’. Summative assessment sums up the assessment processes which you and your Student have shared - there should be no sudden change of direction or attitude.

3. How to fill in the profile

Each of the three profiles is slightly different:

On the Foundation Phase profile (Autumn term) you are required to indicate (on the front page of the profile) whether the Student is making satisfactory progress or is a cause for concern in relation to the standards.

Before the start of the Developmental Phase the Student will transfer the targets from the Foundation Phase profile to the Developmental Phase Planning Grid. At the beginning of the Developmental Phase the Student will take his/her Foundation Phase profile and the Developmental Planning Grid (which is part of the Developmental/Consolidation Training Document) to the first session with the mentor in the second school placement.  Thus it is important to complete the Foundation Phase profile in some detail, as it provides the link between the two placements and represents a major source of information for the mentor in the second placement as well as for the HEI tutor.

The Developmental Phase profile (Spring term) contains all of the standards that the Student has to achieve in order to be awarded QTS. For each standard there is space for sources of evidence and comments. There is also a box in which you indicate progress.  If you tick the ‘is not yet showing sufficient progress’ box then you should initiate the ‘Cause for Concern’ procedure outlined in the SWELTEC folder. 
The Standards are grouped into three main areas.  For each of these three sections there is also a space to make a summary comment and for you to indicate overall progress so far in this section. The Student will transfer the targets from the Developmental Phase profile to the Consolidation Planning Grid. At the beginning of the Consolidation Phase you and your Student should collaborate in using the planning grid to modify the exemplar training plan, if and as necessary, according to the evidence gathered in the Developmental Phase profile.

The Consolidation Phase profile (Summer term) indicates to the HEI whether or not, in your judgement of the evidence provided by your Student, s/he has met all of the required standards. 
Ticking grade 4 in any individual standards box indicates that you judge the student to have failed to achieve this standard and hence they fail this section overall.  This must be indicated in the summary page of the section as a grade 4.
In completing each of the profiles it is important that a range of evidence is provided and that sufficient detail is given in order that everyone in the partnership can know the basis on which judgements are being made. You may find it useful to record evidence in pencil on the profile as it arises. By the time each profile is completed there will be feedback from a number of colleagues in school, from the HEI tutor and from the Student. All of these should be taken into account so that the profile is a summary of the opinions of all involved. All grades recorded on a profile indicate the level that the Student has achieved at that point. 

Attendance is monitored throughout the PGCE course.  Therefore the Student’s days of absence from school should be recorded on the relevant profile, except for absences due to interviews for a teaching post. 

The profile can be downloaded from the SWELTEC website: www.SWELTEC.ac.uk for those who wish to word-process the document. Further guidance on completing the profile can be found in the SWELTEC file.
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Unit 8 Continuing Professional Development

Read the ‘Professional Standards for Teachers’ in England from 2007.
The 2007 professional standards for teachers are statements of a teacher’s professional attributes, professional knowledge and understanding, and professional skills.  These standards provide the framework for a teachers career and clarify what progression looks like.  The professional standards should support teachers in identifying their professional development needs.

It would certainly be an intention and outcome of these units of work, that they support you in your professional development, helping you to acquire evidence for the standards you are required to reach in mentoring and coaching others.  In doing so we hope you will pass on your own professional learning with others.

‘The expectations about the contributions teachers make to the development of others should take account of their levels of skills, expertise, their role within the school, and reflect their use of up-to-date subject knowledge and pedagogy.’ (Section Nine ‘The New Teacher Professionalism’)

Listed below are some of the standards it is hoped you find evidence for, in the unites of work you are following:

Core Standards

C9 Act upon advice and feedback and be open to coaching and mentoring.

Post Threshold Standards

P10 Contribute to the professional development of colleagues through coaching and mentoring, demonstrating effective practice, and providing advice and feedback.

Excellent Teacher Standards

E14 Contribute to the professional development of colleagues using a broad range of techniques and skills appropriate to their needs so that they demonstrate enhanced and effective practice.

As you progress from Stage 1 Mentor Certification to Stage 2 we want you to be aware of the greater demands of Stage 2 certification as laid out in the criteria (Part 6 of SWELTEC Red Book section). 

TASK: Read through the criteria required for Stage 2 Certification.  Draw up an action plan on the template provided overleaf, that will allow you to gather evidence against five of the stated outcomes.

	Criteria
	Action Required
	Timescale
	Evidence to support action



	E.g. working reflectively as a mentor with at least two Students (covering the whole of the academic year)
	
	
	

	1.


	
	
	

	2.


	
	
	

	3.


	
	
	

	4.


	
	
	

	5.


	
	
	


SUGGESTED 

READING
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2. C – Core Standards on completion of induction





Consolidation Phase


Summer Term





The Standards use several terms in rather specific ways.





Log onto the TDA website, download the Professional Standards for Teachers document and read the definitions of the following terms on page 5:





‘learners’, ‘colleagues’, ‘classroom’, ‘workplace’, ‘subjects/curriculum areas’, ‘lessons’, and ‘sequences of lessons’, ‘parents and carers’, ‘well-being’, ‘personalised learning’. 





Career Entry Development Profile





1. Q – Qualified Teacher Status (The SWELTEC PGCE Training Year


                                                    QTS Standards and PGCE Coursework)
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Towards the C Standards





Foundation Phase


Autumn Term





2.1 Look at task B which students are asked to carry out towards the beginning of their first school experience.  Consider the support and guidance you can provide to your Student to support them in completing this task.





2.2 Have a brief look at the SWELTEC Training Documents to see how the Q Standards are set out in the various SWELTEC profiles.  Unit 8 explores in more detail the use of these profiles





3. P – Post threshold Standards





4. E – Excellent Teachers Standards





5. A – Advanced Skills Teachers Standards





From 2008 all SWELTEC mentors will be expected to achieve a minimum of Stage 1 of the SWELTEC Mentor Certification process.  Look in the SWELTEC handbook to (i) read about Stage 1 and Stage 2 certification (ii) start to plan how you can be working towards the certification of your work as a mentor.








� Please note that although the assessment of assignments varies across SWELTEC from university to university all aspects of assessing a Student against the QTS Standards is common. See the SWELTEC handbook and Training Documents. Hard copy or at www.SWELTEC.ac.uk
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