ST. PETER’S SCHOOL,        TRAINEE  DEVELOPMENT  for  QTS


POLICY for the INDUCTION and TRAINING of PGCE Trainees for QTS

SECTION 1: 

This policy statement is to be read in conjunction with the school Mission statement and Aims as set out in the Staff Handbook

THE SCHOOL

St. Peter’s school currently participates in an ITT scheme in partnership with the Education Subjects of SWELTEC.  While recent government measures placing greater responsibility for ITT onto schools means that participation in such training makes increasing demands on teachers and resources, the school administration and teaching staff appreciate that their close working association with the University does bring reciprocal benefits.

Effective and efficient ITT, with all that that entails, is conceived as involving staff from both institutions in a co-operative venture in which theory and practice complement one another.

In conjunction with the School’s Professional Tutor and the Curriculum Co-ordinator for each subject area, one member of staff is designated as the school-based trainer (mentor) and arranges for a programme of study and teaching for each of the trainees allocated to the Subject.  Normally, during an academic year, the department accepts one trainee during each of the three school terms.  Incoming trainees already possess degree-level qualifications in some area of the subject, and are currently completing a one-year, full-time PGCE course leading to 'Qualified Teacher Status'.

THE SCHOOL-BASED TRAINER

The trainees' programmes of study and teaching are carefully devised to enable them:

·
to become acquainted with the School, its constituent subjects, public areas, special services and facilities, and the community in which it is located;

·
to be aware of the School’s regulations, policies, general routines and procedures;

·
to become familiar with the policies specific to the subject, with its curriculum, accommodation and facilities and, in particular, with the rules, routines, and procedures, and the layout, machinery, equipment, tools and materials, pertaining to those workshops and rooms in which they will soon be functioning as teachers;

·
to meet, observe, and gradually 'get to know' those pupils for whom the they will be assuming some teaching responsibilities;

·
to familiarise themselves with the programmes of study being undertaken by those pupils, with their recent and current subject work, with previous subject experiences, and with their (apparent) competencies, interests and aspirations;

·
to have sufficient time to prepare and rehearse lessons.

·
to critically observe resident teachers exhibiting good practice, teaching pupils varying in age and ability, and then to discuss their observations with those teachers and with their ITT colleagues. Trainees should have opportunities to gain as wide a breadth of experience of different age groups and abilities as possible. Staff should always ensure that any designated groups of pupils are not beyond the ability of the trainee to control or motivate. 

N.B. The School's professional coordinating mentor  ensures that no class is taken too often by trainee teachers;

·
to maintain a balance between working with a variety of staff, which is good for gaining an insight into different teaching methods, and working with too few, which can intensify the depth, but limit the breadth of experience.

To the extent possible, when they begin to function as teachers, trainees are given maximum opportunity to teach in their specialised area(s).  The policy of the school, which reiterates that of the HEI, is to induct trainees gradually into actual teaching.  Accordingly, in the Autumn and Spring terms, they begin by planning and teaching in collaboration with the class teacher, before gradually assuming more and more individual responsibility for both planning and teaching. 

All the staff working with a trainee form a training team, headed by the school-based trainer (mentor), who makes the assessment of a trainee's performance.  This is done  in consultation with other members of the team, who refer to the QTS standards.
Listed below are a number of important procedures to be followed, respectively by the Subject's supervising teachers and trainees.  These lists, which are not exhaustive, are given to all trainees and school-based trainers, and are provided here as Section 2 of this policy.

As far as the subject area’s supervising teachers are concerned, it is important that:

·
as soon as the programmes have been arranged, they provide the trainees with the relevant class lists, course programmes, homework timetables, seating-plans, and any other necessary preliminary information;

·
they scrutinise trainees' lesson-plans well in advance of the lessons in question, in order to ensure the appropriateness of the proposed content, activities and teaching methods, and, where applicable, to ensure that matters of health and safety have been properly anticipated;

·
they arrive at trainees' lessons in ample time to ensure that they have, or have access to, the required materials and resources; so that they may intervene if there are problems;

·
they promote the status and professional image of the trainees in the eyes of the pupils;

·
during any trainee's lesson, they remain in the same room, or, on any occasion when that is not possible or desirable, they are in an adjacent room that permits them still to be 'in touch' with the lesson and to be readily accessible to the trainee. (Supervising teachers are reminded that classroom accidents or misdeeds could attract accusations of negligence and even legal proceedings, should effective supervision and guidance be found to be lacking).

·
they make and retain written, appropriately detailed observations of what trainees and pupils do in their lessons, and how they do it;

·
should circumstances require it, they are prepared to intervene in any trainee's lesson, albeit as sensitively as possible;

·
as soon as possible after the lesson in question, they discuss with the trainee, in the presence of others if or when appropriate, their own observations and the trainee's perceptions, normally revolving those discussions around 'what actually occurred', 'what went well and why', and 'what might be improved and how';

·
they ensure that assessment, marking and recording are completed in accordance with the appropriate subject and/or external requirements;

·
they report, initially to the Professional Coordinating Tutor (PCT), and then, if agreed, to a trainee’s SWELTEC subject tutor, or the SWELTEC link tutor, any matters of concern that, in discussion with the trainee, they have not been able to accommodate or resolve.

THE TRAINEE

For their part, any trainee engaging in their school based studies and teaching-practice should ensure:

·
that for each class for which they have due teaching responsibility, they prepare lesson plans, appropriate in content and detail, well in advance, and that these are discussed with the supervising teacher;

·
that, when preparing their lesson-plans, they take into account the relevant course objectives and proposed scheme of work; the ages, abilities, ethnic origins, design and technology experiences, and interests of the pupils; and the material, temporal, and other resources available, as well as their own pedagogical preferences;

·
that they arrive at the classroom, not only before the pupils, but also in ample time to prepare the room and the materials, equipment and resources required; other arrangements must be agreed in the case of a lesson following directly on from a previous lesson in a different room;

·
that they set-up and try out beforehand, any proposed demonstration of, say, some technical process, and that they draw pupils' attention to any aspect of what is being demonstrated that may require particular consideration;

·
that they begin and end lessons on time;

·
that they learn and use pupils' names effectively;

·
that they seek to establish a working relationship with pupils, that is based on mutual respect;

·
that, when addressing a whole class, they do so in a clear and an appropriately authoritative manner;

·
that they strive to attract and sustain pupils' attention and interest, and to manage and control in a manner that is likely to promote learning by, among other things, praising, encouraging, motivating or admonishing fairly and appropriately;

·
that generally, at or near the outset of a lesson, they inform or remind pupils of the learning involved and of the educational ‘objectives’ to which they are working;

·
that, also at the outset, they set current work and learning in the context of previous and sometimes also of future work and learning;

·
that, among numerous other important pedagogical attributes, they become aware of, and learn to employ in their teaching, effective and efficient questioning techniques and discussion skills;

·
that, while functioning as a teacher, they are aware of the location of the supervising teacher, who, normally, will remain in the room, though on occasion may be in an adjacent room;

·
that, in the event of any situation in the teaching space that causes problems or concern, they should not be reticent in seeking advice or assistance from that teacher, who, they should remember, is there for that purpose, as well as that of observing and assessing the teaching episode;

·
that the assessment, marking and recording for which they are responsible, is completed punctually, efficiently, and in accordance with the appropriate subject and/or external requirements;

·
that, as appropriate, they report any relevant matter of significant or ongoing concern to the supervising teacher, their school-based trainer, the PCT and to their University tutor, at the earliest opportunity.

Note.  With one or two exceptions, the foregoing lists of procedures that, it is asserted, significantly contribute to competent, confident and effective pupil teaching, will be equally applicable to both newly qualified and experienced teachers in the Subject area.  

SECTION 2

INFORMATION FOR TRAINEES AND TRAINERS.

Involvement in postgraduate initial teacher training should be a stimulating and rewarding experience for all involved. Contact with an HEI Education Department should always benefit a school and the individual staff involved in the developmental aspects of Training.

1.
Teachers whose classes are being taken by a trainee should:

Before lessons start:

a)
Provide the trainee on a preliminary visit with class lists, class specification, seating plans, homework timetables and appropriate topics to teach.

b)
Check trainee's lesson plans in advance to ensure safety, suitability and pupil's preparedness for the work intended. Particularly make time to talk through practical work to ensure the trainee is fully aware of possible hazards and how these can be overcome or reduced and what to do if a problem arises.

c)
Be prompt at the start of lessons, to ensure the trainee has access to the room/teaching area and all necessary equipment.

During the lessons:

a)
Be nearby, in a place known to the trainee, at all times when a trainee is taking a lesson.

b)
Promote the status and professional image of the trainee in the eyes of the pupils.

c)
Be prepared to intervene and lead a lesson, particularly a practical lesson, if necessary.

d)
Observe at least one of the trainee’s lessons each week. Use the agreed lesson observation sheets and give the trainee a completed form, so that s/he may photocopy it for the school-based trainer, the PCT and the SWELTEC subject tutor. The teacher should retain one for his/her own reference.

After the lessons:

a)
Make themselves available, at an agreed time when convenient, to discuss progress and lesson plans and ideas.

b)
Check that marking is being done and that it complies with the Subject’s policy.

c)
Report to the subject school-based trainer (mentor), or PCM matters of concern that cannot be resolved by the classroom teacher and the trainee alone.

3.
The Standards that are being assessed are to be found in the SWELTEC handbook (Blue cover section) for school-based trainers, and in the Teaching Profile document .
4.
Trainee teachers are not allowed to teach 'cover' lessons without agreeing beforehand that they have adequate skills and preparation time, or without a supervising teacher to take responsibility.

5.
Effective supervision and guidance of trainees over issues of safety are the responsibility of the class teacher.
INFORMATION FOR TRAINEES:

In order to make your teaching practice as successful as possible we ask you to be aware of the following expectations.

1.
For each class: A scheme of work should be used for each topic that is to be taught. You should then prepare a thorough set of lesson plans.

2.
Lesson plans should be written several days in advance and shown in plenty of time to the relevant member of staff: - the teacher will then be able to give you the benefit of their experience and advise on appropriate matters including safety.

3.
You should be in the classroom before the pupils arrive and your equipment should already be in place. The equipment should be requested in plenty of time using the relevant procedures.   In practical subjects, you should also have discussed your practical requirements with the technician well before the actual day of the lesson. Each practical should be thoroughly rehearsed.

4.
A member of staff will be nearby, and in a place known to you, at all times when you are taking a lesson.

5.
Each member of staff whose classes you are taking will observe your lessons at least once a week.

6.
Exercise books, files of work and practical work should be marked in accordance with the Subject policy. These marks should be recorded, kept and eventually copied to the relevant teacher.

7.
Report any matters of concern to the class teacher or your school-based trainer as soon as possible.

CRITERIA FOR SUCCESS

The criteria for success are published as the Profile of Standards for Qualified Teacher Status.
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