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Introduction

This pack provides usual information about the time that you spend on placements in schools, what you can expect from the school and what the school and your university can expect from you. It explains what you must do whilst on placement and how this experience contributes to your achievement of the PGCE and of meeting the Standards required for the award of Qualified Teacher Status. It should therefore be read carefully and referred to throughout your time on the course.

What is SWELTEC?

Your university is a member The South West London Teacher Education Consortium (SWELTEC) which is a Partnership which currently includes nearly 200 schools and four University’s. They are:

· Brunel University

· Kingston University

· University of Roehampton 

· St Mary’s University College

The purpose of SWELTEC is to provide a common pattern for school-based training: the course dates are the same; there is common documentation and profiling of the school-based elements of the programme and a shared programme of mentor development. The dates for this school based training are as shown in Appendix A

The time you spend in your placement school is an essential part of your training to achieve QTS. All PGCE courses have to comply with the statutory requirements for Initial Teacher Training (ITT) as laid down by the Department for Education (DFE) and the TDA. All providers of secondary PGCE ITE have to provide a programme that allows all students to undertake a period of 24 weeks (120 days) in schools and that they will have experience of teaching in at least two schools. Successful completion of this time in schools is required to provide the evidence needed to demonstrate that you have met the Standards for your university to recommend you for the award of QTS.

SWELTEC makes the initial contact with schools to obtain offers of placements and then allocates them to one of the university’s. It is your university which places you in one of the schools allocated. Each university takes the responsibility of placing you in a suitable partner school very seriously and expects that you will take your placement in school equally seriously.

For information about SWELTEC online you can find us at:

www.sweltec.ac.uk
WHAT AM I ENTITLED TO IN MY SCHOOL?

All students are entitled to on-going support and training which will help you to maximise your potential to meet the QTS Standards by receiving regular honest and constructive feedback on your development. The three major elements of the school-based training and support are:

· a whole-school Professional Studies programme organised by the Professional Co-ordinating Mentor (PCM) , designed to complement the Professional Studies sessions taught in your university and to give an additional school-specific focus to these areas. Some schools run this programme intensively during the pre-block while others spread this programme throughout the placement. 

· an individualised subject-based training programme which is tailored to meet your needs.  It is vital that this training programme is planned during the Pre-Block School Experience with your mentor and reviewed during the Block School Experience. The  Training Document is critical in outlining and tracking your individual training programme.

· a subject  mentor  who will have day to day responsibility for your training in  school, carrying most of the formal, weekly observations of your teaching, conducting the weekly training meeting with you and working with you to complete your profiles at the end of each phase.

· an appropriate timetable to meet your subject needs, details of which are included in a subsequent section of this document.

WHAT IS EXPECTED OF ME ON PLACEMENT?

 It is important that you arrive at your placement school with a clear understanding of what is expected and required of you. 

Professional Attributes and Conduct 

All students are registered with the General Teaching Council of England and as such are governed by the Code of Conduct and Practice for Registered Teachers. You  must recognise that you are expected to take on the professional attributes of a teacher from the start and to behave professionally at all times in school and that, for the duration of your placement, have the same obligations and rights as full members of staff.

Full attendance and punctuality to school and lessons are indisputable requirements of professional attributes and conduct as are adherence to a school’s dress code and policies (e.g. rewards and sanctions), and upholding the school’s values and ethos. You are expected to plan, prepare, teach and assess those classes that you are responsible for and to keep appropriate records of them and to make these available to your mentor, PCM and tutor as requested.
You should be discussing lessons with your mentor and preparing lesson plans and resources in advance to give the mentor sufficient time to read, provide feedback and give you time to make any required amendments. It is not professional to give lesson plans to mentors at a time which gives them no time to read and comment upon them.

WHAT IF I AM ABSENT? (for fuller advice on attendance and absence, see Appendix C)
If you are unavoidably absent from school you should ensure that you inform the school at the earliest opportunity preferably before the day before the absence but certainly before the start of school day. You need to make sure that have contact details for your mentor and or PCM. You must also inform your university and/or subject tutor. For absence known in advance e.g. attending job interviews you should liaise with your mentor to set work for classes that you will miss. 

You should bear in mind that there is a TDA Requirement for the number of days that you should spend in schools and any prolonged absence, for any reason, may jeopardise your chances of successfully completing the course and may require further attendance in school at a later stage.

WHAT IS THE ROLE OF MY SUBJECT MENTOR?
Your mentor is a vital part of your training .At SWELTEC we recognise that

“…the quality of the next generation of teachers will, in large part,

depend on the quality of mentoring support they are given.”

(Furlong and Maynard, 1995, Mentoring Student Teachers, Routledge)

They will provide your main support during your school placement. SWELTEC recognises both the weight of this responsibility and the considerable time and effort that it takes to carry out this function properly and so should you.

In brief, a subject mentor’s main functions are to support and guide all aspects of your development while in school – helping you to work within the department’s and school’s structures, advising, reviewing and feeding back on lesson plans and in-class performance, giving further training on areas of difficulty or under-achievement, and working with the university tutor and PCM on making the assessment of your progress towards meeting the QTS Standards.

The full role of the mentor as contained in the SWELTEC partnership agreement can be found in Appendix B
WHAT IS THE ROLE OF THE UNIVERSITY TUTOR WHILST I AM ON SCHOOL EXPERIENCE?

On a day-to-day basis, your university tutor will:

· visit you on at least one occasion during each of the three Block School Experiences to observe (preferably jointly with your mentor), give feed back, support and guidance, and discuss your progress in relation to the Standards framework with you, your mentor and, where possible, the PCM.
· maintain contact with you on a regular basis and you should ensure that you keep them informed of any issues or concerns that you may have
· maintain contact with the school where necessary, particularly where there are issues over your progress, and to communicate information to mentors.

WHAT IS THE ROLE OF THE PCM?

On a day-to-day basis, the PCM is an essential link in your experience and will:

1. act as the first point of contact between the SWELTEC office and individual university’s in co-ordinating all aspects of the training and assessment of the ITE programme

2. have responsibility for quality assuring all aspects of training and assessment within their own school e.g. by monitoring the provision of weekly subject training sessions and the observation of student teachers’ lessons

3. lead a school-based training programme for all student teachers  that meets the SWELTEC specification 

4. lead a school-based programme of mentor training for new mentors and co-ordinate the on-going development and monitor the quality of all ITT mentoring within the school - for the updated mentor training documents, see www.sweltec.ac.uk
5. co-ordinate the school-based assessment of the students

6
manage the school-based aspects of any Cause for Concern issues ensuring that all involved, student, mentor, university tutor are informed, in good time, of the concerns, targets, time-frame and outcomes agreed.  
HOW DOES MY SCHOOL EXPERIENCE CONTRIBUTE TO MY PGCE AND THE AWARD OF QTS?

As previously stated, to be awarded PGCE all university’s require you to gain Qualified Teacher Status (QTS) and you can only do so by undertaking successful school experience in at least two schools for the period prescribed. School experience is vital for you to gain the evidence needed to demonstrate that you have met the Professional Standards required for QTS to be awarded. This evidence is collected in a number of ways, but mainly through the school experience file, and is summarised in the Profile of Student Progress. 
The School Experience File 

The school experience file is a public document.  The file should be available at all times for the mentor, PCM or university tutor to examine. It should be regularly monitored. It should be intelligible for a wider audience.  It may be read and referred to by a range of other people including departmental colleagues, OfSTED inspectors.

The exact format of the file may vary between universities but all should contain:

A:
General information about the placement school and the department. 

This should include important school policies such as Safeguarding, Health and Safety and Rewards and Sanctions.  Students should be familiar with school policy on important issues such as equal opportunities, assessment and Special Educational Needs. 

B:
The Training Programme

· the Training Document ( including development of subject knowledge) and Profile

· copies of all of the observation sheets relating to your school experience

· records of all the sessions delivered as part of the school-based programme of professional development.

C:
Teaching Information you should keep the following in the file for every class taught:

· group lists and individual student information 
· notes on the previous work undertaken by the group in the subject area

· an outline Scheme of Work for the unit of work to be taught

· an individual lesson plan for every lesson taught in chronological order

· evaluations of lessons taught

· copies of worksheets and other resources  used.

D:
Assessment and attendance records should be kept separately if required by the department.

· records of pupils’ attendance/punctuality

· assessment records for each pupil in each group taught

E
Other information   you should also keep a log in a separate section of the file of other aspects of their work in school such as participation in a parents evening or contribution to extra-curricular activities.  In this way the file will contain a comprehensive account of your entire school-based experience.

Using the file as evidence for the QTS Standards

The file is essential to school-based mentors in that it contains the evidence to demonstrate that you have met the QTS Standards.  For example, it is sometimes the case that you will show that you have planned in great detail.  The plan may reveal a much greater level of expertise in the subject than can be demonstrated in a single lesson.  Equally you may show in your evaluation self-awareness and understanding of issues of classroom management which will indicate to the mentor that real development is taking place in these areas.  For these reasons the file will be helpful in weekly discussions when you and your mentor discuss targets and when it comes to filling in the Profile at the end of each phase of Block School Experience.

Using the file in the Training Programme

It is essential that the file is available at all times in school and especially when your university subject tutor visits.  On that occasion the tutor will see one or two lessons and thereby gain an impression of your classroom performance.  By its very nature this visit will only be a ‘snapshot’ of the whole of the experience in that block.  It is the file that gives that tutor an overview of the context of the lesson seen and of other aspects of your professional development.  It will not be possible for the tutor to assess the school experience in depth unless the file is available.

The file will also provide the material to support much of the work that goes on in the University.  In particular, you are often expected to draw on the material in the files to contextualise the discussion in the written assignments.  In some cases, extracts from the file will be assessed directly as evidence of the skills and understanding related to specific Standards.

The Profile

The Profile is completed at the end of each phase and is vital in the recording of your progress towards and ultimately achieving the award of QTS.  You should be pro-active in bringing forward evidence that you feel supports your case for meeting the Standards. You should ensure that you are familiar with and have evidence of your achievements across different teaching groups and the placement as a whole, to present to your mentor for them to verify and base their grading of you upon. You will be assessed and graded against both how well you have met the Standards and also against the Ofsted criteria for grading Student teachers (see your Training Documents).
· The Profile should be used both formatively, during the block school experience at the weekly training sessions, and summatively to provide you with a clear picture of your progress at the end of each phase.  

· It should be completed through discussion between yourself and your mentor.  The views of the PCM, university tutor and other members of the department should also be included where appropriate.

· At the end of each phase you will be given a summative grading of your progress towards either the groups of Standards (in Foundation phase) or for each of the Standards (in Development and Consolidation phase) and set targets to take forward to your next phase of training.

· The Profile of Student Progress provides the cover sheet that accompanies both placements and on which your progress in each phase is recorded. This should be completed and signed by your mentor and PCM at the end of each phase and given to your subject tutor on each of the university return days.
WHAT SHOULD I DO TO PREPARE FOR MY SCHOOL PLACEMENTS

You will be allocated your school placement by your university and receive information about the school – address, name of the PCM and mentor etc. You should begin to plan your route to school to ensure that you can arrive in school on time –bearing in mind that you will be travelling at peak times. You may wish to find out about the school e.g. looking at the school website and most recent Ofsted report etc. You should not contact the school before arriving though some schools may contact you to welcome you and give additional information. You are asked to arrive by 8.15 and report to the PCM. In some cases this arrangement will vary but your university will inform you if this is the case. 

Please make sure that you take with you your university photographic identity card and CRB certificate number and date of issue (if you have it), your SWELTEC files and those for your mentor. 

Please remember that schools are busy places and PCMs are busy people so be prepared to wait if they cannot see to you straight away and remember that first impressions count. You may well be one of many students from several university’s.

WHAT SHOULD I DO ON THE PRE-BLOCK EXPERIENCE?

Both school placements include a period of school-based pre-block experience which provides an opportunity to introduce you to the school and department in which you will be working, giving you experiences that link work done in your university with classroom practice, and preparing you for your teaching on the block experience. Work on the pre-block will also begin to give experiences that provide evidence for working towards the QTS Standards.

During the pre-block in both schools, you should have meetings with Professional Co-ordinating Mentor and attending school-based Professional studies sessions, observing  a range of classes and teachers both within your  subject area – including classes that you will teach - and outside it, perhaps undertaking a pupil pursuit, acting  as support teacher with the normal class teacher, arranging a teaching time-table ,familiarising yourself with the scheme of work and the subjects and topics that you will be teaching, preparing lesson plans and resources , planning for individual needs, working  to develop your subject knowledge, gathering data about the school, working on the school-based activities, (especially making yourself aware of the school’s safeguarding process),  and perhaps teaching (if you feel confident enough), a small group of pupils or for  a part of a lesson. 

HOW MUCH TIME SHOULD I BE SPENDING IN THE CLASSROOM?

The following section contains guidelines about how much time you should spend teaching, but these may be varied to suit your stage of development and individual needs. 

Foundation Phase

This first Block School Experience provides an opportunity for you to experience what it means to be a teacher and to begin to develop your Professional Attributes, Knowledge and Understanding and Skills, as defined in the QTS Standards. We recognise that, all students’ bring a diverse range of previous experience in all of these areas and that this will influence your abilities and development needs.

· you should take approximately 33% of a main professional scale teacher’s timetable, i.e. on a typical 25-period week this would mean a timetable of 7 or 8 periods actual teaching, though some students may start on considerably less time (see below).

· a further 33% or so should be used either for in-class supportive work or for further focused observation.

· the remainder is for working on the Block School Experience file, planning lessons, preparation, pupil assessment and self-evaluation.

· where possible, schools are asked to provide you with an experience of all 11-19 phases as appropriate to your subject option but this may not always be possible.

· while most students will start whole-class teaching in the week after half-term at the latest, you may need a more gradual introduction to this.

· If there is another student from the same subject in a school, you may be asked to work collaboratively with them.
· if you have any doubts about your timetable please discuss these with your mentor in the first instance and then the PCM and your university tutor

You may also be attached to a tutor group during the first placement so that you begin to see what the form tutor’s role consists of, but you are not required to take on any specific duties; though, you may like to start to carry out some functions.

Developmental / Consolidation Phase

In order for you to build on your first experience and to meet the QTS Standards in full, timetable demands on the second placement are greater.

· approximately 60-65% of a main professional scale teacher's timetable should normally be allocated to you  for contact with pupils, i.e. 14/15 periods out of a typical 25-period week.

· an additional 10-15% should be used either for in-class supportive work with other teachers or for further focused observation.

· the remainder is for working with the Block School Experience file, planning, preparation, assessment and evaluation and meeting the needs of the Individual Training Plan, individual targets and training needs, and on school-based assignments and research tasks.

· where provision for Post-16 education and primary liaison exists, it is vital that you are given experience – this may be through whole-class teaching, team-teaching, micro-teaching or focused observation and visits to other institutions as appropriate. 
· You should be attached to a form group for this placement and should start to assume some of the responsibilities of a form tutor.

· You may also become increasingly involved in extra-curricular activities

As with the Foundation Phase, you may not be ready to go straight into taking on the full teaching commitment, so mentors should be prepared to allow for a more gradual introduction in your second school.

Subject mentors should also review with you the timetable at the end of the Developmental Phase with a view to making any desirable adjustments that would further enhance your achievement against the Standards  e.g. by giving you challenging opportunities that will enable you to further develop and demonstrate your skills. Any changes should be informed by a needs analysis arising out of the weekly training sessions and should be discussed with the university tutor.
HOW MUCH OBSERVATION AND FEEDBACK SHOULD I RECEIVE?

Regularity of formal observation
· You should be formally observed on a weekly basis, and a written SWELTEC observation form and summary sheet completed. This may be by your mentor or another departmental colleague or your PCM. Other less formal observations will take place and either oral or written, feedback given. You are more likely to be observed more than this at the start of your school experience but it is not generally considered good practice to observe every lesson taught by you.
· The observation of you should be planned to cover the full range of the classes that you teach and should address specific targets related to the Standards whenever possible.

Recording the observation

All observations must be related to the current QTS Standards.

· You should provide the observers with the SWELTEC observation sheets and observation aid, lesson plans and any other resources produced. You should receive a copy of the completed observation sheets, other copies going to the PCM and the university tutor. Please note there are three sheets: a commentary front sheet, continuation sheets and a summary sheet on which the lesson is assessed against the Standards, although it is not necessarily appropriate to refer to every section of the Standards in every lesson.  
· School-designed sheets can be used with the agreement of the university tutor but must be clearly related to the QTS Standards and include a space for target-setting.  They must be copied to the relevant people, as above.
· Mentors may prefer to make notes in the lesson and write them up afterwards. Others prefer to write a running commentary with some general points at the end of the observation sheet.  A chronological analysis of the lesson can be very helpful as one of a range of strategies.

Receiving Feedback from Observations 

The written and oral feedback you receive is an important part of your training. Standards Q8 and Q9 specifically require you to:

“ have a creative and constructively critical approach towards innovation, being prepared to adapt their practice where benefits and improvements are identified” 

and

“act upon advice and be open to coaching and mentoring”.

Your mentor is asked to write their comments directly to you and with precision e.g :

“The transition from whole-class discussion to writing activity went well because you answered key questions before they began.  Much better than with 8B last time I saw you…”

rather than:

“Miss Smith began by settling the class and taking the register…”

Your mentor:
· Is not expected to make detailed comments in relation to each Standard. However over the weeks of the school experience a body of evidence should be built up to show that you have demonstrated how you have addressed each Standard.  

· Will usually make classroom management an element of the observation, but should also make comments about your subject knowledge development, assessment and other elements from the summary sheet. 

· Should always make it clear from the record of the observation what was being taught and whether the learning outcomes were achieved.  

· Should identify areas for improvement and be focused into two or three achievable targets.  

· Should look back at previous targets and see how they are being met in the context of the lesson being observed.

· Is asked to achieve a good balance between positive encouragement and constructive criticism and to provide targets, linked to Standards,  that will develop your expertise appropriate to your needs and stage of training

Receiving feedback, and in particular, constructive criticism, can sometimes be an uncomfortable experience, but you must bear in mind that the advice given is designed to develop your ability and performance. The more open you are to this advice and feedback the more productive the meeting is likely to be. You may sometimes receive what appears to be conflicting and confusing advice from a range of colleagues but you need to work with your mentor to develop an approach to your teaching that works for you and the pupils that you are teaching.

Your mentor is asked to consider what is reasonable to expect from a student at each stage of the programme and consider this when giving feedback so that what is appropriate in the early weeks of the first school experience will be very different from that expected from you towards the end of your final placement.

WHAT DOES THE TRAINING PROCESS IN SCHOOL INVOLVE?
Your training in schools takes two forms:

· school-based professional studies – co-ordinated by the PCM

The school-based professional studies programme is designed to provide context based generic teacher education i.e. your particular schools behaviour management strategy or SEN provision. It is usually provided for all PGCE students across subjects by the PCM and may take several forms, front loaded during your pre-block experience or spread throughout your block experience. Some times you may have these sessions with Newly Qualified Teachers and those on the Graduate Student Programme.

· individual subject training provided by your mentor

We think that your training is most effective when you learn in departments where all members of staff, including support staff, are active contributors to your learning and progression.  Within the SWELTEC Partnership there is a strong awareness of the developmental value of the training department, (see appendix E) and this is central to the success of a placement. We recognise that this may not always be possible.  However, the key to a successful outcome are the relationship between you, the PGCE student and your mentor and the effectiveness of the weekly training session.
The Individual Weekly Subject Training Session

The subject-based weekly training session is central to the school-based training programme. It provides a regular, formal opportunity for the subject mentor and you to discuss recent progress, review lesson plans, consider the implications of lesson evaluations, seek guidance on subject knowledge, and to identify and plan future training needs in relation to the Standards. Whilst the main foci of the meetings will be subject-related issues including, but not restricted to, day-to-day monitoring and review, it is highly desirable that generic and/or subject-specific training issues are also included. The weekly training session provides an effective focus for training activities in relation to the Standards. They form a significant part of the evidence base of the development of your knowledge, skills and attributes throughout the training programme. They provide valuable evidence for the completion of the assessment Profile and you should prepare for them by reflecting upon your teaching and learning and identifying any development needs. It is the responsibility of the student to write up the weekly training record and to get it agreed and signed by the mentor.

The recommended pattern for this process is: Review, Plan, Train
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WHAT SHOULD THE WEEKLY TRAINING SESSION ADDRESS?

Although there will be a strong focus on progress from the previous week and identification of issues for the coming week, there may also be longer-term issues identified from the needs analysis/audits and the training programme which the mentor judges to be relevant and timely.  Each week’s Training Sheet contains suggests a number of different points which could be the focus of the session, but these may be modified to suit an individual student’s stage of development .

Mentors within the SWELTEC Partnership recognise that their role now transcends lesson observation and debriefing.  Mentors need to be both creative and dynamic:

· with the student they construct an individual Training Plan based upon needs identified during the university introductory programme at the beginning of the Autumn Term and, subsequently, arising from the targets agreed in the Foundation and Developmental Profiles

· they help students to implement the individual Training Plan and to monitor and evaluate progress during the weekly training sessions

· in addition to the traditional debrief, mentors might also arrange for students to visit and observe colleagues across the school who have particular classroom or subject expertise.  

WHAT SHOULD HAPPEN IF THE SCHOOL HAS CONCERNS ABOUT MY PROGRESS?
In the first instance, if there are concerns in department the mentor is asked to raise them with you in an honest and professional manner; they know that one of their duties is to monitor your progress and to address any concerns. Depending on the nature of the worries, this may be able to lead to a resolution without any further action, but if not, the PCM should be informed and involved in any further discussion. It is only after that that the school might consider the Cause for Concern procedure.

What is a Cause for Concern?

There may be occasions in school when the performance of a student is such that additional action is required beyond the normal systems of support and assessment. In such cases, mentors and/or tutors are required to set in motion the Cause for Concern process.

A Cause for Concern form should be initiated in cases of:

	Lack of Progress
	A student is considered to be failing, or is judged to be in danger of failing, to meet the required Standards for the particular phase of the course. Such cases may be resolvable if action is taken early enough.

	Lack of Professionalism
	For example: punctuality, dress, lack of self-critical awareness, inability or unwillingness to accept professional criticism, difficult relationships with staff, and so on.

	Professional misconduct
	The student is considered to be behaving in a way which is professionally unacceptable.


The purpose of initiating a Cause for Concern form is to make certain that the student is aware of the concerns at the earliest possible stage in order that an appropriate support action plan can be agreed. We recognise that teaching skills have to be learnt over time and some students who make a slow start can become very effective teachers given the time to develop their skills and confidence. It is therefore far better to report a cause for concern which then disappears than to wait for an improvement which does not materialise. In such cases it may be too late to make an effective intervention. 

The kinds of actions which may be appropriate include:

· ensuring the student receives consistent guidance about action to be taken - weaker students often have difficulty in choosing the best approaches from a number of options suggested
· ensuring the teaching load is appropriate for the current situation
· ensuring classes being taught are appropriate for the current situation
· arranging for the student to work alongside an experienced teacher in a support role - for example, leading specific sessions of the lesson in order to allow them to work to their strengths and hence develop successful practice
· arranging for the student to work with a teacher to provide support for specific pupils who will benefit from additional support or extension activities
· providing extra support in developing the student’s subject knowledge
· arranging for additional, focused observation perhaps outside as well as inside the department in order to develop the student’s understanding of good teaching in practice
· setting clear and unambiguous short-term achievable targets
Who should instigate the Cause for Concern process?

The subject mentor, university tutor or a senior member of school staff may all start the process. If a Cause for Concern has been issued it is a requirement that the student informs the University tutor.

Passing and Failing the Course

It is important that everyone involved in the partnership is aware that the final decision as to whether any student passes the course is taken by the examination board of the relevant University and is based on an overview of all the evidence relevant to the student’s programme.

WHAT SHOULD I DO AT THE END OF EACH PLACEMENT?

· Ensure that  your profile has been completed with your mentor and it signed by both mentor and PCM

· Return all keys, ID cards, photocopying cards etc to the appropriate person

· Return all resources (books, worksheets, schemes of work, past exam papers, etc) to the appropriate person

· Ensure that all pupils’ work has been marked and returned to them or to their class teacher

· Ensure that you have given records of work covered and assessments made to your mentor and or other teachers as appropriate

· Completed the evaluation of your placement. This is part of the professional dialogue between you, your mentor and the PCM. It  requires an honest and constructive response from you

· Make sure you thank all those involved in your training

Annex 1
	SWELTEC PGCE DATES FOR 2011 / 2012

	PGCE WEEK
	 
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	AUTUMN TERM

	1
	05-Sep
	University Based Study (including at least 6 days' school experience, not in partner school)  University arrangements may vary

	2
	12-Sep
	

	3
	19-Sep
	

	4
	26-Sep
	 
	
	
	
	 

	5
	03-Oct
	 
	
	Induction Day
	SCHOOL BASED

	6
	10-Oct
	 
	
	
	PRE-BLOCK EXPERIENCE

	7
	17-Oct
	             SCHOOL BASED BLOCK EXPERIENCE (Foundation Phase)

	8
	24-Oct
	SCHOOL HALF TERM WEEK

	9
	31-Oct
	                     SCHOOL BASED BLOCK EXPERIENCE (in school 1)

	10
	07-Nov
	 
	 
	pm in HEI*
	 
	 

	11
	14-Nov
	 
	 
	 
	 
	 

	12
	21-Nov
	 
	 
	 
	 
	 

	13
	28-Nov
	 
	 
	 
	 
	 

	14
	05-Dec
	Profile to be completed this week  
	 

	15
	13-Dec
	
	Day in HEI
	 
	 

	SPRING TERM

	16
	02-Jan
	Bank Holiday
	
	
	 
	 

	17
	09-Jan
	
	
	 
	Induction Day
	 

	18
	16-Jan
	UNIVERSITY BASED STUDY
	SCHOOL BASED

 PRE-BLOCK EXPERIENCE

(in school 2)

	19
	23-Jan
	
	
	 
	

	20
	30-Jan
	
	
	
	

	21
	06-Feb
	
	
	
	
	 

	22
	13-Feb
	SCHOOL HALF TERM WEEK 

	23
	20-Feb
	 

	24
	27-Feb
	                            SCHOOL BASED BLOCK EXPERIENCE
	 

	25
	05-Mar
	 
	 
	(in school 2)
	 
	 

	26
	12-Mar
	 
	 
	 
	 
	 

	27
	19-Mar
	 
	 
	 
	 
	 

	28
	26-Mar
	 Profile to be completed this week 
	HEI Day

	 
	 
	STUDENTS TO WORK TO SCHOOL VACATION DATES

	29
	16-Apr
	Consolidation phase starts this week

	30
	23-Apr
	
	                SCHOOL BASED BLOCK EXPERIENCE (in school 2)  

	31
	30-Apr
	 
	 
	 
	 
	 

	32
	07-May
	Bank Holiday
	 
	 
	 
	 

	33
	14-May
	
	 

	34
	21-May
	Final profile and grading completed this week

	35
	28-May
	

	36
	04-Jun
	Bank holiday
	Bank Holiday
	Half term
	
	

	37
	11-Jun
	University study

	38
	18-Jun
	University study – to include 2 days in school or other educational setting

	Taking into account holidays and varied starts to terms by university’s, this structure gives a full 36 

	week course spread over 37 weeks 
	
	
	

	NB
	* Students return to university for half a day (2.00-4.30pm) on Wednesday 9 Nov 2011 

	
	and a full day on Wednesday 14 December 2011 and Friday 30 March 2012
	

	
	
	
	


Annex 2
SWELTEC defines the mentor role in full as to:

1. work closely with the PCM and university tutor to ensure the quality, coherence, consistency and appropriateness of the school-based subject training provided

2. keep up to date with developments in mentoring within SWELTEC e.g. by attending school-based mentor training and the twice-annual subject mentor training sessions provided by the university’s
3. provide induction into departmental procedures, data (e.g. target grades for school pupils), resources and specifications as appropriate 

4. negotiate a timetable that meets the training needs of the student as appropriate to  the phase of the student’s training, e.g. approx 33% of a “normal” main scale timetable in the Foundation Phase, 66% in the Developmental and Consolidation Phases

5. ensure that the timetable includes a designated 60-minute time-slot for the weekly training meeting where progress against the Standards is discussed and appropriate targets are set. The student will bring forward evidence and record the discussion for the mentor to agree and sign (see Training Document for more detail). 

6. receive and approve the student teacher’s lesson plans in good time and provide appropriate  feed-back in time for the student to make agreed amendments

7. ensure that the student is observed at least once a week during Block School Experience and is provided with written feedback in relation to the Standards framework 

8.  jointly observe with the university tutor and/or PCM as appropriate

9. oversee the assessment and recording of pupils’ progress undertaken by the student

10. monitor progress on the SWELTEC profile during the Block School Experience

11. complete the SWELTEC profile by the due date at the end of each block, in a conference-style meeting with the student and possibly university tutor and/or PCM

12. identify in the SWELTEC Profile areas for development for the next phase of training in relation to the Standards and work with the student to set targets and agree a plan of action

13. assess the progress against the Standards at the end of each phase (together with the PCM and university subject tutor as appropriate) and agree a final grade against Ofsted criteria in the final profile

14. contribute to the subject course as appropriate e.g. by attending joint interviews with university tutors, participating in course evaluations and development meetings.

The complete Partnership Agreement between schools and SWELTEC University’s, which details in full the terms and commitments of all other parties concerned in working together to train PGCE students, is available at www.sweltec.ac.uk and your PCM has a copy
Annex 3
Attendance

This is a vital aspect of students’ progress on the course. Full attendance is essential for two reasons:

· the PGCE course is an intensive period of training.  There are specific guidelines for the amount of time to be spent in school.  If a student misses a session in the university, he or she misses a part of the taught course which cannot be repeated.  As the majority of such sessions are practically-based or involve working collaboratively with other students, it is not possible to make up missed work through reading or by copying notes as might be the case for courses which are more conventionally academic.

· regular attendance is a significant aspect of teachers’ professionalism.  One important aspect of the PGCE year is that frequent absence is disruptive to the progress of pupils and causes significant additional burdens to departmental colleagues.  For this reason we expect that students attend school on exactly the same basis as regular members of staff. They are expected to be on time for the start of the school day and to attend meetings scheduled beyond teaching hours.  Any student who cannot attend school due to illness or for pressing personal reasons must inform the school and the university at the earliest opportunity.  School-based mentors are asked to keep a note of attendance and to inform the university if there is any reason to be concerned.  The exact number of any sessions missed by a student must be noted so that university tutors have an overview. 

Reasons for Absence and Course Requirements

The university’s in SWELTEC take great care not to disrupt the school-based programme in any way.  If for any reason your student is required to attend the University during periods normally allocated for school-based training then you will be informed officially. Return days to the university near the end of the Foundation and Developmental phases are planned into the SWELTEC year (see Appendix A).

Illness and Absence for Personal Reasons

a)

Short-term Absence

It is not unusual for students to miss a few days due to common illnesses. It may be necessary for a student to make up the days missed in order to meet the Requirement for the number of days in school. During the Summer Term students will be applying for their first teaching posts.  It is normal practice for schools to release students for interviews.  Whenever a student is absent from school and the reason is known in advance, they must provide the planned work for their teaching groups in the same way that a regular member of staff would, so that the continuity of work is not disrupted for the class.  Students are all aware that they should inform the school at the earliest possible opportunity of any absence. 

b)

Long-term Absence

Unfortunately students sometimes have more prolonged illness or need on-going medical treatment.  Occasionally there are circumstances that mean that a student has to ask for time off the course for pressing personal reasons such as family illness.  There is no blame attached to this, but there comes a point when the student will not have sufficient time available to meet all of the Standards. If this absence is prolonged and the student misses a substantial period, then he or she may not be able to complete the programme in the current year.  
c)
Unauthorised Absence
Any cases of unauthorised absence should be reported immediately to the university of the student concerned.

Mentors should be aware that students are expected to remain on the school premises throughout the normal school day and they are never required to return to the University to prepare materials or use the facilities there during these times.

It is extremely important that everyone involved monitors absence carefully so that all of the facts are clear if attendance becomes a problem for an individual student.  The Examination Board in the university will consider the facts of each case and may recommend that the student completes the course in the following academic session in order to make up for time lost.

Annex 4 
Cause for Concern Process

The instigator should start filling in the Cause for Concern form, having formally notified the student that the process has been started (see following page)
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CAUSE FOR CONCERN FORM


	Name of Student
	
	Name of Mentor
	

	Name of School
	
	Name of PCM
	

	University
	
	Name of University Tutor
	

	Form initiated by
	
	Role
	

	Nature of and evidence for concern
(continue overleaf if necessary)

	Agreed action                                                                           By when

(continue overleaf if necessary)

	Signature of mentor

Date

	Signature of Professional Co-ordinating Mentor

Date

	Signature of University tutor

Date

	I understand that if these targets are not effectively addressed, my placement may be in jeopardy and / or I may fail to meet QTs Standards.

Signature of student

Date 

	Monitoring of progress on agreed action                                                                 Dates

(continue overleaf if necessary)

	Conclusion of process

(continue overleaf if necessary)

Date

	Quality Assurance Check                                                                                     Yes    No

1. Are there any broader issues that affect quality assurance?

2. Has the matter been referred to an appropriate Board / Commitee?

	Copies of form to:

	Student
	
	PCM
	
	Mentor
	
	Tutor
	
	File Copy
	


Annex 5
WHAT IS MEANT BY A TRAINING DEPARTMENT?

· the mentor takes a leadership responsibility for the student in partnership with the university subject tutor

· mentoring tasks often involve other members of the department, including support staff - this provides the opportunity for the explicit discussion and development of features of teaching, learning, assessment and subject knowledge

· the training department helps the student to undertake the activities from the School-Based Training Activities during Pre-block School Experience - this will involve the student in a number of cross-curricular contacts

· the training department provides the student with opportunities to observe good practice and varied teaching styles

· the training department may also contribute towards the development of the student’s subject knowledge through the opportunity to watch a range of lessons. 

· the training department facilitates the design of the student’s block experience timetable and gradually introduces the student into those classes before the block begins.  The student should work with a range of teachers wherever possible.

· during the block school experience, different members of the training department are involved in lesson observation and debriefing - this involvement provides material for the weekly training session and has benefits for the continuing professional development of teachers within the training department.
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Student prepares for the meeting by thinking through:


(1) developments over the past week (by considering which targets have been addressed and which new ones might be established and so on)


(2) broader issues of their training related to the Standards. 


Student drafts out appropriate section of the weekly training sheet in their training document.





Mentor prepares for the weekly meeting by, for example, discussing with other colleagues the progress of the student over the last week, considering the wider training appropriate for the student at this point.





Mentor and student meet to discuss previous progress and provide an input into the subject training. The weekly training sheet is a focus for this with the mentor amending and/or adding to the student's original notes and previous needs analysis/audits.


Fresh targets are set and recorded on the sheet.


Both student and mentor sign the sheet as a record of the training.





Evidence from:  lesson observations, student file, student professionalism, and so on. 





A. Following a period of time in which issues have been raised but not resolved, the mentor, tutor or a senior member of school staff decides to instigate the Cause for Concern process. 


The student is informed to ensure clear awareness of the concern.





B. Consultation phase of interested parties followed by completion of first section of form including Nature of Concern & Evidence for Concern





Action points identified with reasonable time scale for resolving issues 





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











D. Instigator sends copy of form to mentor/tutor. 


Student places copy in their file





Review of agreed action points as central focus for the weekly training meeting 





E. Mentor supports student in meeting agreed action and notes progress made on form





F. At date set for completion of agreed action, mentor/student/tutor review progress and complete form. Mentor ensures copies are sent to relevant personal





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