Rosebery School



GUIDELINES FOR FORM TUTORS
Trainees are always attached to a tutor/tutor group. Your role is to provide the trainee with opportunities, which will enable her/him to gain an insight into the role of the Form Tutor, and to practice the skills needed within this context.
The tutor is usually selected from within the department to which the trainee has been placed, although reciprocal arrangements are made between departments supporting trainees. Occasionally placements are made within other curriculum areas: for example, in order to provide an appropriate key stage, if the trainee has a particular interest in the curriculum area or if a tutor wishes to use this as a CPD opportunity. In every case SLT agrees the placement with the Year Head.
The trainees’ previous experience is taken into account when planning the Spring/Summer placement so that a different year/key stage is provided wherever possible. Attachment is not made to Sixth Form tutor groups, although a short placement can be arranged at the request of the trainee and opportunities to attend Sixth Form assembly are organised by SLT.

The trainee is expected to attend registration/tutor and PSHE periods and to accompany the tutor group to assemblies. The Form Tutor should introduce the trainee to their Year Head and ensure that the trainee knows when Year Team meetings take place. The trainee is expected to attend one Year Team meeting per term.
Trainees should attend all PSHE lessons. During the Autumn Term they should undertake some team teaching and be encouraged to consider leading a PSHE lesson, whilst during the Spring/Summer terms they should continue to teach/team teach, dependent upon their earlier school experience. At least one PSHE lesson should be formally observed and recorded by the Form Tutor (see lesson observation guidelines provided by SLT). The Year Head may wish to be involved in further observation as part of her/his general monitoring role.

The Form Tutor is responsible for the tutor group and will usually be in the form room or close by, having informed the trainee of where he/she is located. The register is a legal document; the trainee cannot be held responsible for completing the register, which means that the tutor will always be present at registration times.
The Form Tutor should try to involve the trainee in both the administrative and pastoral activities of the tutor group whenever it is appropriate/possible. The following activities/suggestions have been made by Form Tutors as examples of their practice with trainees:

· checking contact books; the trainee is allocated a small group; tutors then change the group at regular intervals

· checking and recording of absence notes

· checking uniform

· counting merit marks

· organisation of charity events

· assistance with House events/competitions, such as Harvest Festival and Easter Bonnets

· organisation of Year Assembly presentations

· assistance with the preparation for Academic Tutoring and observation of Academic Tutoring interviews (with the agreement of the students)

· assistance with the checking and collation of Tutor Group reports; discussion with the trainee regarding the writing of Tutor comments and the role of the tutor in analysing these reports

· leading a tutor group period on a regular basis (in second practice); preparing materials for form periods (once a month), for example, study skills/lateral thinking/problem solving/topical events activities.

These activities are monitored by the Form Tutor.
When the placement does not provide an opportunity for the trainee to work with the tutor on the preparation and collation of reports, the Form Tutor should outline the procedures and provide the trainee with exemplars.

Form Tutors contribute to the evidence in the trainees’ profile by completing a proforma summarising their performance (see below).

To ___________________________________________

TRAINEE TEACHERS PROFILE

_____________________________________ has been attached to your tutor group (____________) this term.  In order to reflect her/his work in this area, I would be grateful if you would provide some comments relating to the following.  This information will be used as evidence when completing the trainee teachers’ profile.

a)
Attendance at registration / form time / year assembly / assembly / PSHE:

b)
Contributions to above / tasks undertaken / teaching / team teaching, etc:

c)
Relationship with pupils:

d)
Any other notes

PLEASE RETURN THIS TO ME BY _____________________________________

Thank you for all your help and support.

Sue Taylor
