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	Section 1
	Aim

Roles and Responsibilities of the Professional Tutor

Role of the Moderating Tutor

Monitoring Procedures


Aim

This handbook is designed to support, guide and provide relevant information for Professional Tutors in carrying out their role during the year. It will provide tutors with step-by-step guidance for those new to this role and act as a reminder for experienced tutors. You need to use this in conjunction with the school experience handbook.
Role of the Professional Tutor (PT)

The PT should support and monitor Mentors in carrying out their role; supporting, monitoring and assessing trainees in their progress towards the standards through training in school.  The Professional Tutor is monitored by the Moderating Tutor

S/he should:

· work under the direction of the Moderating Tutor and Programme Leader;

· liaise with the head teacher and work in partnership with the Mentor;

· ensure coherence between the taught Programme and the school experience in order to promote the trainee’s understanding of theory and practice;

· monitor the trainee’s file, Reflective Journal and in particular the ROPD and the Task Files;

· undertake formative and summative assessments on progress towards the DFES standards, and support trainee self-assessment;

· attend all relevant Programme meetings to report on trainees’ progress and any difficulties experienced;

· contribute to Programme monitoring and evaluation, and to forward planning of the taught progamme to maximise relevance and progression.

Responsibilities of Professional Tutors include:
· on-site training (with the agreement of the Programme Leader) of all new Mentors who have not been able to attend Mentor training;

· supporting Mentors to develop their understanding of their role;
· providing on-going support. This might include: 



i) Mentor observations of teaching;




ii) Completion of Assessment Reports;

    


iii) Target setting and review;

     


iv) Completion of review sheets;

     


v) Completion of formative assessment forms;

     


vi) Joint moderation observations with Mentors.

· filing copies of all completed Assessment Reports after each school observation;

· checking trainees’ planning and feeding back to the Mentor, offering advice where necessary;

· allocating time to meet with the Mentor on every school visit.

· writing references for each trainee at the end of each practice/placement
(Trainees are responsible for negotiating and arranging timetables for the duration of the Professional Tutor’s visit to school to ensure that time is not spent waiting to see people.)

Role of the Moderating Tutor

S/he should:

· support and advise the Professional Tutor during the year;

· carry out one school moderation visit a term with the Professional Tutor and carry out  joint observations of trainees with an agreed focus from the DFES standards;

· liaise and mediate with the school, trainee and Professional Tutor to resolve issues of concern;

· carry out extra visits where there is a trainee who is failing to meet targets set by the Mentor and Professional Tutor;

· work closely with the Programme Leader when a Notice of Likely to fail is given to the trainee.

Monitoring 

All aspects of the Programme are monitored and the results of monitoring provided as feedback to all concerned through the following procedures:

· regular tutor meetings;

· Programme Committee meetings (the membership includes the Programme Leader, Head of School, some academic staff and at least one trainee representative), usually held once per term. The Programme Committee has a key monitoring role and advises the Programme Leader about procedure and areas in need of development. The Programme Leader circulates all participants with an annual report on progress made and developments planned; 

· Partnership Development Group meetings, held once a term. Membership consists of a representative Headteacher and Mentor from each partnership borough and tutors. This group has a key development role; 

· twice-termly meetings with trainee representatives, the Programme Leader and tutor representatives. Additional meetings are arranged as required;

· formative evaluation during the course of curriculum studies with an emphasis on the core subjects;

· completion of an end of year evaluation questionnaire by trainees;

· annual reports from external examiners, based on observation of trainees’ teaching, assessment of a sample of the written work and discussions with partners ; 

· feedback from OFSTED inspections;

· a Review and Enhancement Process presented by the Programme Leader, based on all Programme evaluations, which is considered by the School Board, which in turn reports to the Vice-Chancellor.

Any unresolved concerns about any aspect of the Programme should be communicated to the Programme Leader as soon as possible, who will take the appropriate action in consultation with partners if applicable. 

	Section 2
	School Placements

Placements Calendar




School Placements

The Programme Leader (with the support of the two deputy programme leaders) and Partnership Tutor (Barbara Todd) are responsible for allocating placements. Sophia Stennett (s.stennett@uel.ac.uk) is the administrator who deals with queries regarding school placement issues (information about change of details, etc)
School Visits
Contact

Always contact any school new to you or the Programme as soon as you find out that you are the tutor. Contact the head or the person in charge of placements and arrange a visit that is convenient to both of you. Please never visit a school without prior arrangement. Never just pop in when you are passing.  You will also need to contact the trainees to introduce yourself as their Professional Tutor.  This can be by post or email.  See Appendix Eight for an example letter, which can be adapted as required. Please make sure that all trainees, Mentors and heads have a copy of your visits Programme and a contact number so they can always find you quickly.  It is not a good idea to give out your home number. 
Time
If there is more than one trainee in school, it is a good idea to train trainees to leave an observation timetable with school admin staff so that you can just collect this when you get there, including the standards that the trainees would like to be observed on. Remind trainees it is their responsibility to collect evidence towards the standards, not yours. If you state when you will arrive and when you must leave, how long an observation and feedback both are, they could arrange the time between them to suit the school and the different classes.  You are allocated time for each trainee as per the School Experience Diary.  If there are several students in one school you can divide your time according to the needs of the trainees.
Mentor support
Your visit will also be to support the development of the role of the Mentor which will mean making sure you allocate time to speak to the Mentor about issues that arise and ensure they are clear about the Programme requirements and their role in supporting the trainee in meeting standards. Make sure all Mentors have Mentor packs, particularly those who begin Mentoring in the spring term. Make sure all Mentors have enough Assessment Report Forms during each visit – if not, the trainee should contact one of the Primary PGCE administrators who will send out a fresh pad.
Files

You need to collect information for each individual trainee. This should include where appropriate:

· trainee monitoring sheet (see Appendices 6 & 7) where you can record information which is out of the ordinary (reminders, action points for you, cause for concern, information etc).

· school monitoring sheet (see Appendices 4 &5)

· trainee contact sheet (see School Experience Handbook)

· copy of the trainee’s training plan (see School Experience Handbook)
· copies of end of term review sheets (see ROPD) 

· assessment report forms completed by Professional Tutor, Moderating tutor and Mentor.  (Please make sure that it is legible)

· records of important conversations/interactions with trainees (including telephone conversations)

· significant email correspondence

The information should be filed in the trainee’s file in the PGCE office.  Please leave files with PGCE administrators for filing at the end of the placement. The Programme Leader needs to have access to trainee’s files at short notice.
What reminders do I give the trainee?

· Remind trainees of information regarding requirements attached to professionalism and target setting.
· Remind trainees about punctuality and following procedures in case of absence.
· Refer trainees to the school experience and Programme handbooks.
What should I do at each visit?

· Observe the trainee (make sure your observation feedback shows through all three sheets). You must write evidence in the evidence section, and judgements against the standards in that section. Be very clear about the match between evidence, judgements, targets and which box you tick. When feeding back, remind the trainee to fill in their target sheet (see School Experience Handbook).
· Check that the trainee has completed their attendance record sheet.  Pass on details of any problems to the Programme leader.

· Check that the trainee is up to date with their Tasks file and any other school placement tasks.

· Complete the school and trainee monitoring forms as appropriate

· Discuss the trainee’s progress with the Mentor.

· Check that the trainee’s school experience file is up to date, with signed lesson plans and completed evaluations.

Placements Calendar

	Diagnostic Practice (2 weeks)

	Before the placement
	· Send an introductory letter to all trainees you are tutoring. (See Appendix 8 for an example.) 
· Telephone each school and speak to the Headteacher or Deputy. Arrange a first observation visit. (If this is not possible, leave a message with the admin staff; give your name, the name of the institution you are representing (UEL) and suggest a date and time for a visit to meet the Headteacher, Mentor and trainee.)  It would also be helpful to collect details of the basic daily school timetable at this stage. 

· Tutorial 

	October
	See school experience diary in school experience handbook.


	After the placement
	· Pass on Placement Grades to the Primary Office.

· Write a reference for all trainees (see Appendix 1).  See section on references

· Ensure that you have copies of all end of term paperwork and put into each trainee’s file
· Files to be handed to the PGCE admin team for filing/passing on
· End of Placement Tutorial


	Block Placement 1 – Spring Term  2007

	Before the placement
	· Send an introductory letter to all trainees you are tutoring.

· Telephone each school and speak to the Headteacher or Deputy. Arrange a first observation visit. (If this is not possible, leave a message with the admin staff; give your name, the name of the institution you are representing (UEL) and suggest a date and time for a visit to meet the Headteacher, Mentor and trainee.)  It would also be helpful to collect details of the basic daily school timetable at this stage.

· Tutorial 


	08/01/07 – 16/03/07
	See school experience diary in school experience handbook.

	After the placement
	· Pass on Placement Grades to the Primary Office.

· Update references for all trainees (see Appendix 2).  See section on references.

· Ensure that you have copies of all end of term paperwork and put into each trainee’s file

· Files to be handed to the PGCE admin team for filing/passing 

· End of Placement Tutorial


	
	

	Block Placement 2  – Summer Term  2007

	Before the placement
	· Tutorial during planning week
· Contact the school to arrange date and time of first visit

	07/05/07 – 06/07/07
	See school experience diary in school experience handbook.

	After the placement
	· Pass on Placement Grades to the Primary Office.

· Write a final reference for all trainees (after the Assessment Board in July) (See Appendix 3).
· CEDP Tutorial and ROPD marking
· Ensure that you have copies of all end of term paperwork and put into individual trainee’s file.
· Files to be handed promptly to the PGCE admin team for filing.



Tutoring trainees in the Foundation Stage 

· Trainees will follow the Curriculum Guidance for the Foundation Stage. Read through documents in the Monitoring and Assessment section of the Tasks File which relate to the Foundation Stage. 

· Talk about activities, not lessons.

· Talk about the six learning areas rather than about specific subjects.

· There are no core curriculum areas (although Communication, Language and Literacy; Personal, Social and Emotional Development and Mathematical Development have been highlighted by OFSTED)

· Remember PLAY (self chosen activities, child deeply involved, follow interests over a long period) is regarded as the prime mode of learning in the Early Years.

· Observe trainees planning activities that will allow children to become deeply involved in what they are doing and be able to follow their interests over long periods of time. Worksheets are not models of good practice in the Early Years (or anywhere!) and should not be used. Neither should comments be made about children having limited concentration spans.

· You should not expect to see any Daily Maths Lessons or Literacy Hours in the Nursery and only in the Reception class in the summer term.

· Think carefully about the sort of roles the trainees can plan for themselves, e.g. planning to observe a group of children or to play alongside a group of children is very appropriate
· Interaction and language are key features of all good teaching, and even more so in the Foundation Stage.

· Remind trainees that young children need to build upon their prior experience and to see the point of what they are doing. An activity based on bathing the dolls will offer more opportunities for speaking and listening than will answering questions on the same topic. Meaningful contexts are extremely important in the Early Years. If you are concerned about the suitability of an Early Years Placement, or any placement for training then you must contact the Programme Leader / your Moderating Tutor immediately.

	Section 3
	Mentor Training (and dates)

Role of the Mentor and Trainee




UEL MENTOR TRAINING DATES 2006-7
Following the London Providers Mentor Training Framework, mentor training follows a three stage developmental programme. You can identify which stage of training you should be attending from the chart below:

	Stage 1
	This is the first time you have been a mentor for a trainee

OR

You have been a mentor for one term or less.



	Stage 2
	You have been a mentor to two or more trainees and have attended stage one mentor training at UEL or another London HEI which follows the London Providers Mentor Training Framework.



	Stage 3
	You have been a mentor to four or more trainees and have attended stage two mentor training at UEL or another London HEI which follows the London Providers Mentor Training Framework. 




For most sessions you have the option of attending during the week, when supply cover will be paid to your school 

OR 

on Saturday when you will be paid the equivalent of one day’s supply cover (£175).

See School Experience Handbook for mentor information (diary pages).

	Section 4
	Assessment Procedures




Assessing Trainees against the Standards

The school experience proforma (Assessment Report) for recording observations will be completed by the Professional Tutor and Mentor during each observed teaching activity (see School Experience Handbook) These promote evidence-based judgements against the standards, and target setting. Trainees need to discuss and/or agree with their Mentor or tutor which standards they will be observed on before the observation. The proforma also enables the observer to indicate to trainees that their progress is satisfactory, or that it is giving cause for concern and putting the trainee at risk of failing the Programme. Should this occur, trainees will need to be given an action plan with guidance and written targets for improvement. Trainees are required to keep observations in their file at all times. They provide evidence of standards met and of areas and targets for development. Please note that trainees must have their current school experience file available at ALL times in school. 

Trainees may also be assessed by other Mentors, Headteachers, Professional Tutors, Moderating Tutors, the Programme Leader and External Examiners as part of the Programme’s monitoring/moderation procedures. 

See School Experience Handbook for guidance on how to complete an Assessment Report Form. 

Advice on Students Giving Cause for Concern

If you have doubts about a student then you are probably right. 

What should I do?

Step 1: Write down your concerns.

Step 2: Make contact with your moderating tutor.

Step 3: Record decisions/actions.

Step 4: Send a copy to the Programme Leader for filing.

Remember that students cannot appeal against academic judgement but they can do so on procedural issues. So please follow procedures to the letter of the Law (as per the School Experience Handbook) and record everything with dates and times.

	Section 5
	Writing References




· Please only use this font – Times New Roman 11

· Only use Bold type for the headings. The rest should be in plain text.

· Save as a Word file using the surname followed by the Christian name e.g. Brown,Sarah

· Upload your references to the reference folder stored on the shared drive D13 if you have access.

· If you do not have access to D13 please give your references in an electronic format to Asif who will upload them.

· Ask for the template and/existing references to be emailed to you or collect them on disk if you can’t access the shared drive on the university network. 

· See Appendices 1-3
Common errors when writing references:
· Wrong name;

· Using s/he in the wrong context;

· Not stating the correct age group;

· Incorrect date;

· Spelling and grammatical errors including the incorrect use of punctuation;

· A mixture of fonts.

	
	
	How to save

	Placement 1
	See Appendix 1
	Brown,sarah1

	Placement 2
	See Appendix 2

Appendix 2 is an updated version of appendix 1
	Brown,sarah2

	Placement 3/End of Programme
	See Appendix 3

Appendix 3 is the end of the programme stating whether they have passed or not.

See also Appendix 3b for students who have not yet been awarded PGCE. 
	Brown,sarah3

	Students who have left
	If a student leaves partway through the programme you still need to do a reference for them.
	


Please note that each time you update your reference you need to make sure that you have obtained the latest version. I might have updated the version you have stored on your computer. Your reference must be written in the PAST tense. 
As shown in the reference examples given in the appendices you must state whether ‘Attendance, Punctuality or Academic progress are satisfactory or unsatisfactory’. This information is being collated by the PGCE administrators and academic tutors. Information will be circulated to enable you to complete each trainee’s reference appropriately.

	Section 6
	Newsletters

Email correspondence

Placement Briefing Notes


I suggest that you keep a file for emails, newsletters and any notes from placement briefings. 

Appendices

	One
	Reference: Autumn Placement 

	Two
	Reference: Spring Placement 

	Three
	Reference: Summer Placement /End of Programme

	Four
	School Monitoring Form (blank)

	Five
	School Monitoring Form (filled in)

	Six
	Trainee Monitoring Form (blank)

	Seven
	Trainee Monitoring Form (filled in)


APPENDIX 1: Placement 1 Reference Note this reference should be written in the past tense
The date should be the current date and should be in format Month and year e.g. December 2006 
TO WHOM IT MAY CONCERN

REPORT FOR A FIRST TEACHING APPOINTMENT

Name: Make sure name is spelt correctly
Training Focus: write either KS1/2 or Foundation Stage/KS1
Tracey Ahmed is a trainee teacher on the Primary PGCE at the University of East London (UEL) and is expected to complete the programme in July 2007. Trainees on the UEL Primary PGCE spend a minimum of 90 days in school. By the end of the programme all trainees will have spent time in Key Stage 1 observing, planning and working with groups/whole class. Trainees are required to reflect on issues of transition between different key stages. 
The taught programme includes input on the core subjects and all foundation subjects and where applicable, the Curriculum Guidance for the Foundation Stage. The UEL Primary PGCE programme has a strong commitment to preparing teachers who will value and build on the linguistic, religious and cultural diversity that children in the East London community bring to school and who will prepare all children for life in a diverse society. 
Pattern of Blocked Placements: Autumn Term (2 weeks): Spring and Summer Terms (8 weeks each)
Block Placement Details

Borough: Tower Hamlets


Year Group: write year group e.g. Year 4, Nursery etc
Professional Values and Practice

Tracey was conscientious and consistent in her treatment of children within the class and contributed thoughtfully to their learning. She clearly demonstrated the positive attitudes and behaviour she expects from the children. She actively contributes to the life of the class and works well as part of a team. She evaluates her own practice and uses this to improve her teaching. Tracey attended staff meetings and team planning meetings. She also organised with her fellow trainee a trip to the Bethnal Green Museum of Childhood. 

Knowledge and Understanding

She demonstrated a good knowledge and understanding of the Foundation Stage Curriculum. She showed a reflective understanding of how children learn. She has knowledge of a number of effective strategies to promote good behaviour and establish a purposeful learning environment. 

Teaching: Planning

Her planning showed effective teaching and learning objectives based on the expected outcomes for children in the Foundation Stage. She showed how she will assess the children’s learning. She identified and prepared a range of resources to support the children’s learning and plans appropriately for EAL children.

Teaching: Monitoring and Assessment

She was able to monitor and assess while teaching and give useful and constructive feedback to pupils where necessary. She used assessments thoughtfully to inform her planning. She was beginning to gather useful evidence to support her assessments. 

Teaching: Classroom Management

She was able to establish and maintain a purposeful working environment in which there is a clear framework for classroom discipline and high expectations for pupil behaviour. She showed competence in teaching the required knowledge, understanding and skills in the Foundation Stage. She demonstrated the ability to teach clearly structured activities which interest and motivate children. Teaching and learning time was managed effectively and thoughtfully.

General Comments.

Tracey developed good relationships with all of the children. She was very aware of and sensitive to the individual needs of children and shows particular respect for children’s diverse backgrounds. She was very committed to teaching and was very conscientious. She was a well-organised individual, who carried out her roles conscientiously. She would be an asset to any school as she is a good team member.

Tracey is a keen gymnast and has had experience of Sports Development. She also helped in extra curricular activities after school.

University Requirements (Attendance, punctuality and Academic progress are recorded as satisfactory or unsatisfactory)
Attendance:  Satisfactory or unsatisfactory
Punctuality: Satisfactory or unsatisfactory
Academic Progress: Satisfactory or unsatisfactory
Overall recommendation

At this point in the programme, I recommend Tracey for a teaching post; she is likely to become a satisfactory or good or very good or excellent teacher.
(Use only one of these four words to ensure consistency)

Sue Dixon

Director of Primary Teacher Education
If you appoint this teacher, please let us know. We are keen to track the career development of UEL trained teachers. Whilst all reasonable efforts have been made, to ensure the truth and accuracy of the statements made in this reference, neither the referee nor UEL will be held responsible for any errors, omissions or misstatements contained in the reference.
We are not in a position to comment on the candidate’s suitability post completion of the programme. 

APPENDIX 2: Reference for Placement 2-Note this reference should be written in the past tense
May 2006 

TO WHOM IT MAY CONCERN

REPORT FOR A FIRST TEACHING APPOINTMENT

Name: Make sure name is spelt correctly
Training Focus: write either KS1/2 or Foundation Stage/KS1
Andrew Ashby is a trainee teacher on the Primary PGCE at the University of East London (UEL) and is expected to complete the programme in July 2007. Trainees on the UEL Primary PGCE spend a minimum of 90 days in school. By the end of the programme all trainees will have spent time in Key Stage 1 observing, planning and working with groups/whole class. Trainees are required to reflect on issues of transition between different key stages. 
The taught programme includes input on the core subjects and all foundation subjects and where applicable, the Curriculum Guidance for the Foundation Stage. The UEL Primary PGCE programme has a strong commitment to preparing teachers who will value and build on the linguistic, religious and cultural diversity that children in the East London community bring to school and who will prepare all children for life in a diverse society. 
Pattern of Blocked Placements: Autumn Term (2 weeks): Spring and Summer Terms (8 weeks each)
Block Placement Details

Borough: Tower Hamlets


Year Group: write year group e.g. Year 4, Nursery etc
Borough: Newham



Year Group: write year group e.g. Year 4, Nursery etc
Professional Values and Practice

Andrew always behaves professionally. He is reflective and uses observations of experienced teachers and constructive feedback on his own teaching to inform improvements to his own practice. He is also able to evaluate his own teaching effectively. He has attended weekly team planning meetings and weekly staff meetings. Andrew has adapted extremely well to teaching in a different key stage. He has developed a good working relationship with his mentor and other staff in the school.

Knowledge and Understanding

Andrew demonstrates secure subject knowledge in everything he teaches. He researches the aspect of the subject he will teach. This is evident in his planned input and also his responses to pupils’ questions and work. He has a good knowledge of the National Curriculum and the Barking and Dagenham Improving Primary Mathematics and Literacy Projects. He has adapted very well to teaching in Key Stage 1. He pitches the work at the right level and uses appropriate teaching strategies and methods. 

Teaching: Planning

Andrew’s planning is appropriate to the age of the pupils that he teaches. His planning shows how he differentiates his lessons for different attainment levels, how adults will be directed to support groups as well as how he will assess pupils’ progress towards the learning objectives.

Teaching: Monitoring and Assessment

Andrew monitors and assesses children’s learning well. He undertook daily assessments of small groups of children during this placement. He also undertook focused assessments of two children for his English assignment. During his second placement Andrew has developed his monitoring and assessment strategies and uses his assessments to inform his planning. He has taken part in moderation exercises and is becoming increasingly skilled at matching pupils’ work to National Curriculum levels.

Teaching: Classroom Management

Andrew taught the whole class during his first school placement. He has also worked regularly with groups and has successfully developed his behaviour management strategies in a range of situations. He has good classroom management skills and uses praise effectively to promote positive reinforcement of good behaviour. During the second placement Andrew quickly took command of the whole class. He has developed a range of effective management strategies and has built a highly successful relationship with the class who now see him as their teacher.

General Comments

Andrew developed good relationships with pupils and colleagues. He is aware of the individual needs of children and shows respect for children’s diverse backgrounds. He shows commitment to teaching. 

University Requirements (Attendance, punctuality and Academic progress are recorded as satisfactory or unsatisfactory)
Attendance:  Satisfactory or unsatisfactory
Punctuality: Satisfactory or unsatisfactory
Academic Progress: Satisfactory or unsatisfactory
Overall recommendation

At this point in the programme, I recommend Tracey for a teaching post; she is likely to become a satisfactory or good or very good or excellent teacher.
(Use only one of these four words to ensure consistency)

Sue Dixon

Director of Primary Teacher Education

Sue Dixon

Director of Primary Teacher Education
If you appoint this teacher, please let us know. We are keen to track the career development of UEL trained teachers. Whilst all reasonable efforts have been made, to ensure the truth and accuracy of the statements made in this reference, neither the referee nor UEL will be held responsible for any errors, omissions or misstatements contained in the reference.
We are not in a position to comment on the candidate’s suitability post completion of the programme. 
APPENDIX 2A: Student who has left partway through the programme- Note this reference should be written in the past tense
March 2007
TO WHOM IT MAY CONCERN

Name: Make sure name is spelt correctly
Training Focus: write either KS1/2 or Foundation Stage/KS1
Annie Bosanquet was a trainee teacher on the Primary PGCE at the University of East London (UEL) but withdrew from the Programme on insert date. Trainees on the UEL Primary PGCE spend a minimum of 90 days in school. By the end of the programme all trainees will have spent time in Key Stage 1 observing, planning and working with groups/whole class. Trainees are required to reflect on issues of transition between different key stages. 
The taught Programme includes input on the core subjects and all foundation subjects and where applicable, the Curriculum Guidance for the Foundation Stage. The UEL Primary PGCE Programme has a strong commitment to preparing teachers who will value and build on the linguistic, religious and cultural diversity that children in the East London community bring to school and who will prepare all children for life in a diverse society. 

Pattern of Blocked Placements: Autumn Term (2 weeks): Spring and Summer Terms (8 weeks each)
Block Placement Details

Borough: Tower Hamlets


Year Group: write year group e.g. Year 4, Nursery etc
Borough: Newham



Year Group: write year group e.g. Year 4, Nursery etc
Professional Values and Practice

On her first placement Annie was conscientious and hard working, but unfortunately she did not give this impression at the beginning of Placement 2. In her first placement she was reflective and keen to improve her practice, which she did by acting on the feedback given by other professionals. She attended staff meetings and was involved in contributing to whole school displays in communal areas. She also helped pupils rehearse for the school Christmas play before and after school. Annie formed positive relationships with both staff and pupils.

Knowledge and Understanding

In her first practice Annie displayed a sound subject knowledge and understanding. Work was pitched at the right level. Annie was careful to research and develop any gaps in her knowledge before planning and delivering lessons. She made effective use of ICT to support her teaching. She planned activities following the National Curriculum, the National Strategies and some of the QCA Schemes of Work.

Teaching: Planning

In her first placement Annie’s planning was appropriate to the age group she was teaching. Planning indicated references to the relevant schemes and units of work. By the end of the practice she was beginning to address the need to differentiate the work for different levels of ability. She listened to advice and feedback and incorporated this into future planning

Teaching: Monitoring and Assessment

Annie was able monitor and assess as she taught, giving appropriate oral feedback to pupils to enable them to progress. She made daily assessments on the children she taught and was aware of the need to set targets for children and identify what future learning experiences they need to be given.

Teaching: Classroom Management

In her first placement Annie worked hard to develop her strategies in managing pupil behaviour and was successful in establishing a secure learning environment; however, she struggled to adapt her strategies to manage the behaviour of the pupils in her Year 1 class positively and effectively. By the end of her first placement she was beginning to develop her sense of timing and pace and was enthusiastic about what she taught. 

General Comments

Annie worked with other dual language trainees to provide students with the opportunity to learn about French language and culture and this culminated in a classroom display. 
University Requirements (Attendance, punctuality and Academic progress are recorded as satisfactory or unsatisfactory)
Attendance:  Satisfactory or unsatisfactory
Punctuality: Satisfactory or unsatisfactory
Academic Progress: Satisfactory or unsatisfactory
Sue Dixon

Director of Primary Teacher Education

Sue Dixon

Director of Primary Teacher Education
If you appoint this teacher, please let us know. We are keen to track the career development of UEL trained teachers. Whilst all reasonable efforts have been made, to ensure the truth and accuracy of the statements made in this reference, neither the referee nor UEL will be held responsible for any errors, omissions or misstatements contained in the reference.
We are not in a position to comment on the candidate’s suitability post completion of the programme. 
APPENDIX 2b: Student who has requested a break from his/her studies- Note this reference should be written in the past tense
February 2006

TO WHOM IT MAY CONCERN

Name: Hazel Poon





Training Focus: Key Stage 1 and Key Stage 2
Hazel is a trainee teacher on the Primary PGCE at the University of East London (UEL) and was expected to complete the Programme in July 2007. However, Hazel requested a break from her studies in February 2007. Trainees on the UEL Primary PGCE spend a minimum of 90 days in school. . By the end of the programme all trainees will have spent time in Key Stage 1 observing, planning and working with groups/whole class. Trainees are required to reflect on issues of transition between different key stages. 

The taught Programme includes input on the core subjects and all foundation subjects and where applicable, the Curriculum Guidance for the Foundation Stage. The UEL Primary PGCE Programme has a strong commitment to preparing teachers who will value and build on the linguistic, religious and cultural diversity that children in the East London community bring to school and who will prepare all children for life in a diverse society. 

Pattern of Blocked Placements: Autumn Term (2 weeks): Spring and Summer Terms (8 weeks each)

Block Placement Details

Borough: Tower Hamlets


Year Group: write year group e.g. Year 4, Nursery etc

Borough: Newham



Year Group: write year group e.g. Year 4, Nursery etc

Professional Values and Practice

Hazel relates appropriately to children, and is aware of the need to set them a good example through her own professional manner and conduct.  She maintained a sound working relationship with her mentor and with other colleagues in her first placement school, developing the confidence to contribute to discussion. 

Hazel is aware that good organisational skills are needed if workload is to be managed effectively. She recognises that feedback and advice, along with reflection on her own performance, is central to her progress and development as a teacher. She has made use of opportunities to observe experienced teachers, and used ideas gleaned from observation to develop her own teaching. During preparation for an OFSTED inspection, and during the inspection itself, Hazel showed a readiness to contribute to the corporate life of the school, for instance, by helping at the after-school book fair.   She is clear about the value of continuing professional development.

Knowledge and Understanding

Hazel’s subject knowledge is developing. She is aware of the need to research carefully to support her teaching.  Hazel is developing a sound knowledge of the National Curriculum, and of national frameworks for the teaching of Literacy and Numeracy.

Teaching: Planning

Hazel plans in advance, and the learning objectives set are appropriate. She is increasingly aware of the needs of individuals, and of the ability range within the class, and is beginning to plan for appropriate differentiation within lessons across a range of subjects. She provides opportunities for children to consolidate knowledge, and endeavours to give learning a real life context.  

Teaching: Monitoring and Assessment

Hazel is aware of individual needs and has, as part of her first term’s assignment, devised activities to assess some pupils in the class.   She is able to make effective use of questioning, and is beginning to understand how information thus gleaned can be used to inform future planning.  

Teaching: Classroom Management

Hazel is aware of the need to set high expectations, and to manage behaviour effectively, using the established system of class rewards and sanctions consistently.  Hazel uses language that is appropriate to the age and ability of pupils being taught. She is beginning to use questioning effectively to explore and extend pupils’ knowledge and understanding, and is aware of the benefits of using teaching styles that promote active learning. Hazel has a calm manner with the children; she is able to listen and respond in a way that encourages participation.  Time management is developing, and Hazel is learning to vary the pace within lessons. 

General Comments

Hazel developed good relationships with the children by the end of her first placement, and they were sorry to see her leave. She is aware of, and sensitive to, the individual needs of children, and shows respect for their diverse backgrounds. 

Hazel had some involvement in preparing for a class visit to Eltham Palace, and supervising a group of children during the visit.  She attended a parents’ evening during her first placement.

University Requirements (Attendance, punctuality and Academic progress are recorded as satisfactory or unsatisfactory)

Attendance:  Satisfactory or unsatisfactory
Punctuality: Satisfactory or unsatisfactory
Academic Progress: Satisfactory or unsatisfactory
Sue Dixon

Director of Primary Teacher Education

Sue Dixon

Director of Primary Teacher Education
If you appoint this teacher, please let us know. We are keen to track the career development of UEL trained teachers. Whilst all reasonable efforts have been made, to ensure the truth and accuracy of the statements made in this reference, neither the referee nor UEL will be held responsible for any errors, omissions or misstatements contained in the reference.
We are not in a position to comment on the candidate’s suitability post completion of the programme. 
APPENDIX 3: Placement 3/ End of Programme- Note this reference should be written in the past tense. To be written AFTER the July Assessment Board
July 2007
TO WHOM IT MAY CONCERN

REPORT FOR A FIRST TEACHING APPOINTMENT

Name: Make sure name is spelt correctly
Training Focus: write either KS1/2 or Foundation Stage/KS1
Claire Kilshaw was a trainee teacher on the Primary PGCE at the University of East London (UEL) and completed the programme in July 2007.. Trainees on the UEL Primary PGCE spend a minimum of 90 days in school. By the end of the programme all trainees will have spent time in Key Stage 1 observing, planning and working with groups/whole class. Trainees are required to reflect on issues of transition between different key stages. 
The taught programme includes input on the core subjects and all foundation subjects and where applicable, the Curriculum Guidance for the Foundation Stage. The UEL Primary PGCE programme has a strong commitment to preparing teachers who will value and build on the linguistic, religious and cultural diversity that children in the East London community bring to school and who will prepare all children for life in a diverse society. 
Pattern of Blocked Placements: Autumn Term (2 weeks): Spring and Summer Terms (8 weeks each)
Block Placement Details

Borough: Tower Hamlets


Year Group: write year group e.g. Year 4, Nursery etc

Borough: Newham



Year Group: write year group e.g. Year 4, Nursery etc

Borough: Barking and Dagenham

Year Group: write year group e.g. Year 4, Nursery etc

Professional Values and Practice

Claire has always behaved in a professional manner and has developed good working relationships with staff in both of her placements. During her first placement she coped extremely well in adverse conditions which were not of her own making. She has attended daily and weekly staff meetings as well as regular planning sessions. She has been proactive in her professional development by observing teachers across Foundation and Key Stage 1 and has spent time meeting with subject coordinators and specialist teachers.

She is able to reflect on her own practice and act accordingly on input from her teacher. She has taken on the role of the class teacher well and carries out all of her duties conscientiously. 

Knowledge and Understanding

Claire has a good knowledge and understanding of the National Curriculum and National Strategies for the age range she teaches. This is evident in both her plans and lesson delivery. She ensures that any required knowledge or skills are acquired thoroughly before she teaches. An example of this is her effective use and teaching of ICT, Music and Art. 

Teaching: Planning

Claire plans her lessons carefully with clear learning objectives appropriate to the age group she is teaching. Thorough references are made to the National Curriculum and QCA Schemes of Work. Appropriate resources are selected for the activities and differentiation for groups and individuals is indicated on the plans.

Her plans are very detailed and take account of the needs of individual children. She carefully plans for the different phases of lessons. She resources her lessons thoughtfully. 

Teaching: Monitoring and Assessment

Claire is able to assess and monitor as she teaches. She makes effective use of questioning and uses this to enhance pupils’ learning. She is able to give constructive feed back to support pupils as they learn.  Claire uses her assessments to inform future planning which meets the needs of groups and individuals.

She is able to maintain detailed records on children and identify what they are able to do and where they need to go next. 

Teaching: Classroom Management

Claire uses praise and positive strategies to promote and reinforce good behaviour. She is able to create a secure learning environment where pupils feel valued. Her lessons are clearly structured and teaching time is well managed.

She has built on her classroom management strategies during her second placement and is able to pre-empt inappropriate behaviour. She implements the school’s positive behaviour policy effectively. 

General Comments

Claire is conscientious and keen to take on responsibility for her professional development. She is reflective and evaluates her teaching thoroughly in order to improve her practice. She manages her paperwork well. Her performance on her final practice has been consistently strong. She is reliable and hardworking-always striving to do her best.
University Requirements (Attendance, punctuality and Academic progress are recorded as satisfactory or unsatisfactory)

Attendance:  Satisfactory or unsatisfactory
Punctuality: Satisfactory or unsatisfactory
Academic Progress: Satisfactory or unsatisfactory
Overall recommendation

At this point in the programme, I recommend Claire for a teaching post; she is likely to become a satisfactory or good or very good or excellent teacher.

(Use only one of these four words to ensure consistency)

Sue Dixon

Director of Primary Teacher Education
If you appoint this teacher, please let us know. We are keen to track the career development of UEL trained teachers. Whilst all reasonable efforts have been made, to ensure the truth and accuracy of the statements made in this reference, neither the referee nor UEL will be held responsible for any errors, omissions or misstatements contained in the reference.
We are not in a position to comment on the candidate’s suitability post completion of the programme. 
APPENDIX 3B: Placement 3 Reference (student who has referred work i.e. has outstanding work to do before s/he passes)- Note this reference should be written in the past tense
July 2007
TO WHOM IT MAY CONCERN

REPORT FOR A FIRST TEACHING APPOINTMENT

Name: Alison Waller





Training Focus: KS1/2
Hazel Waller was a trainee teacher on the Primary PGCE at the University of East London (UEL) and was expected to complete the programme in July 2007. However, she is now scheduled to complete the programme in September 2007 as she has some outstanding coursework to complete. Trainees on the UEL Primary PGCE spend a minimum of 90 days in school. . By the end of the programme all trainees will have spent time in Key Stage 1 observing, planning and working with groups/whole class. Trainees are required to reflect on issues of transition between different key stages. 
The taught course includes input on the core subjects and all foundation subjects and where applicable, the Curriculum Guidance for the Foundation Stage. The UEL Primary PGCE course has a strong commitment to preparing teachers who will value and build on the linguistic, religious and cultural diversity that children in the East London community bring to school and who will prepare all children for life in a diverse society. 
Pattern of Blocked Placements: Autumn Term (2 weeks): Spring and Summer Terms (8 weeks each)

Block Placement Details

Borough: Tower Hamlets


Year Group: write year group e.g. Year 4, Nursery etc

Borough: Newham



Year Group: write year group e.g. Year 4, Nursery etc

Borough: Newham



Year Group: write year group e.g. Year 4, Nursery etc

Professional Values and Practice

Hazel is professional and quite well organised. She has contributed to the planning process in the Year 1 team, attending weekly planning meetings. She has attended staff meetings and school INSET when appropriate. She also observed the Parent/Teacher evening process and supported at school events such as the Christmas bazaar. Hazel takes responsibility for her own professional development. She is reflective and uses observations of experienced teachers and constructive feedback on her own teaching to inform improvements to her own practice. She is also able to evaluate her own teaching effectively.  

In the spring term of her second placement, Hazel quickly adapted to her new school and key stage, establishing good relationships with her class and colleagues. Hazel has been fully involved in the life of the school. She has attended staff meetings, planning meetings and participated in a parents evening. She has planned for and successfully deployed other adults.  In her final term, Hazel was responsible for the class for the majority of the week. This involved greater responsibility for the pastoral care of the children, directing support adults and greater involvement in the corporate life of the school. 

Knowledge and Understanding

Hazel demonstrates secure subject knowledge in everything that she teaches. She always thoroughly researches the aspect of the subject she will teach. This is evident both in her planned input and also her responses to the pupils’ questions and work. Her knowledge of the National Curriculum and the Numeracy and Literacy strategies is very good. 

In her second placement, Hazel has developed her knowledge of the Key Stage 2 curriculum and has been able to adapt her approach to conveying subject knowledge to meet the needs of the different key stage. Lessons observed were always carefully researched and prepared. In her final term, the increase in her teaching commitment meant that she taught an even wider range of subjects for longer periods and had to ensure that her subject knowledge was up to the demand of each lesson. 

Teaching: Planning

Hazel’s planning is detailed and appropriate. She plans well in advance, evaluates her teaching effectively and acts immediately on all feedback given, using this to inform future planning. She takes great care to reflect children’s interests and backgrounds in the lessons she plans. 

In her second placement, Hazel's planning continued to be of a high standard. Plans had clear learning objectives and provided a sound structure to the lesson. Planned activities were appropriate to the age group and the learning objective. Activities were differentiated. Her final term involved Hazel in planning lessons for the majority of the week. This included an increased responsibility for deciding roles for support adults.

Teaching: Monitoring and Assessment

Hazel monitors and assesses children’s learning well. She undertook detailed assessments of individual children representing different attainment levels appropriate within the Foundation Stage.

In her KS2 placement, Hazel continued to question children effectively to assess their understanding of learning objectives and to review previous learning. She provided positive feedback and effectively corrected misconceptions. She assessed children’s work as part of her marking and followed requisite school assessment routines. She successfully completed required assessment tasks in her KS2 class. These skills were further developed in her final term, with the increase in her teaching commitment

Teaching: Classroom Management

Hazel has taught small and large groups as well as the whole class during the first placement. She has good classroom management skills and uses praise effectively to promote positive reinforcement of good behaviour. She uses class and school policy rewards and sanctions consistently and effectively. 

Hazel's good behavioural management skills continued to develop during her second placement. She successfully adapted her approach to her new KS2 class. She has generally high expectations of work and behaviour. During the spring term, she taught the core subjects and some foundation subjects to groups and the whole class. In her final term, she was responsible for teaching the whole class for 80% of the week. She is organised and conscientious. 
General Comments

Hazel developed excellent relationships with pupils and colleagues. She is aware of the individual needs of children and shows respect for children’s diverse backgrounds. She is committed to teaching, is conscientious and would be a reliable member of a staff team. 

University Requirements (Attendance, punctuality and Academic progress are recorded as satisfactory or unsatisfactory)

Attendance:  Satisfactory or unsatisfactory
Punctuality: Satisfactory or unsatisfactory
Academic Progress: Satisfactory or unsatisfactory
Overall recommendation

At this point in the programme, I recommend Hazel for a teaching post; she is likely to become a satisfactory or good or very good or excellent teacher.

(Use only one of these four words to ensure consistency)

Sue Dixon

Director of Primary Teacher Education
If you appoint this teacher, please let us know. We are keen to track the career development of UEL trained teachers. Whilst all reasonable efforts have been made, to ensure the truth and accuracy of the statements made in this reference, neither the referee nor UEL will be held responsible for any errors, omissions or misstatements contained in the reference.
We are not in a position to comment on the candidate’s suitability post completion of the programme. 
Appendix 4 School Monitoring Form (blank)

SCHOOL MONITORING FORM        School:    

Placement 
Professional Tutor:   




Moderating tutor:   

	Date of visit
	Names of trainees
	Names of Mentors
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Any other information:

Appendix 5 School Monitoring Form (completed)

SCHOOL MONITORING FORM        School:    

Placement 
Professional Tutor:   




Moderating tutor:   

	Date of visit
	Names of trainees
	Names of Mentors
	Comments

	
	Trainee 1
	Mentor A
	Mentors unable to attend initial Mentor training sessions because of OFSTED.

	
	Trainee 2
	Mentor B
	18/10 Observed both trainees and checked that Mentoring was appropriate. Discussed completion of the Assessment Reports and the Review sheet. Arranged joint observation for next visit. 

	
	
	
	19/11 Extra visit to observe Trainee 1 as both school and UEL had concerns about her. Likely to fail given. Talked through the procedure with Mentor A and showed her an outline ‘likely to fail’ letter. Discussed targets for Trainee 1.

	
	
	
	23/11 Observed Trainee 1 again and she had made no progress on her targets. Discussed this with Mentor A and confirmed a Standards Assessment with an external examiner for 28/11. Undertook joint observation of Trainee 2 with Mentor B.

	
	
	
	28/11 Trainee 1 failed Standards Assessment – agreed by external examiner, Mentor, 

Headteacher, Programme Leader and Professional Tutor.


Under comments: include: onsite Mentor training/induction for new Mentors with dates and what covered, appropriateness of Mentoring, any targets set for Mentor, moderation observations with Mentor (include dates), Mentor moderation within/between schools, opportunities for whole school training.

Any recommendations for change (e.g. trainee to another school and action taken)

Eg deselection of school/Mentor and action taken

Any other information:

Appendix 6: Trainee Monitoring Sheet (blank)

Trainee Monitoring Sheet

Placement:

School:  



Mentor:

Professional Tutor:





Trainee:

	Date
	Paper work checked (file, ROPD, tasks file etc)
	Lesson observed
	General Comments including any issues rasied by the trainee, length of visit, progress etc

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix 7: Trainee Monitoring Sheet (completed)

Placement:

School:  



Mentor:

Professional Tutor:





Trainee:

	Date
	Paper work checked (file, ROPD, tasks file etc)
	Lesson observed
	General Comments including any issues rasied by the trainee, length of visit, progress etc

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix 8 Introductory Letter to trainees

«FirstName» «LastName»
«Address1»
«Address2»
«City»
«State»
«PostalCode»
date
Dear «FirstName»,

I am writing to introduce myself as your Professional Tutor for Placement xxx
I hope you are enjoying the Programme so far and are looking forward to your first placement. I will be telephoning «School» school next week and arranging to come in for my first visit during the week. I will then be arranging further visits for the term, to observe you teaching and to discuss your formative assessment.

For each observation visit, please could you place a chair where you would like me to sit – a position where I will not be in the way but where I can see and hear both you and the children. However, I do not promise that I will stay seated – if the children are writing, for example, I may well move around and ask them about their work! Please leave your file on the chair so that I can look through it, with a copy of your plan for the lesson I am observing on top. Through the year, you need to ensure that, between us, your Mentors and Professional Tutors have observed and commented on all the standards as this will be an important source of evidence that you have met them.

If you are in a placement school with another trainee, please agree with your Mentors and each other the order in which you would like to be observed and leave a ‘timetable’ for me at reception or on the signing-in book.

If you should need to contact me, here are my details.

E mail:



Telephone: 020 8223 2832 0r 020 8223 2152 or 020 8223 2230 (Primary Admin office)
In person:
(if appropriate, i.e. you have an office on campus)

Please would you complete the enclosed Trainee Information Sheet in the School Experience Handbook and bring it to the tutorial on X.
I look forward to meeting you soon.

Yours sincerely

� EMBED CorelPhotoPaint.Image.9 ���
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