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[bookmark: _Toc204010852]Learning On Your School Experience
[bookmark: _Toc204010853]
Keeping up to date
Leeds Trinity will send regular updates during the course to remind of upcoming tasks and deadlines, and to update you on research and publications to help your teaching. You must ensure that you are checking your email regularly. Your SKAP Tutors will also communicate with you regularly via email. 
Part of becoming a professional teacher is understanding that your development is never complete, and that you have a responsibility to keep your skills and knowledge up to date. It is important to be a member of professional bodies such as the Chartered College of Teaching and your appropriate Subject Association.

[bookmark: _Toc204010854]Urgent actions as School Experience begins:

	Safeguarding
	It is vitally important that you quickly become familiar with the Safeguarding system and procedure in your school. You must:

· find the name of the Safeguarding officer in your setting
· attend Safeguarding training in your setting
· make sure you have your copy of ‘Keeping Children Safe’ in your teaching folder to refer to.

	Use of Social Media
	You must read and sign the Social Media Code of Conduct on Abyasa before your School Experience starts (if you have already done this for Stage 1 you don’t need to do it again in Stage 2). You will find this on Abyasa. Be aware we have in the past had to ask Trainees to leave the course for breaching this.

	DBS Clearance
	Your e:vision account contains a safeguarding letter about your most recent DBS check. You will also be able to access your DBS Disclosure Number from e:vision. On the first day of your School Experience, you must present a copy of the safeguarding letter and your DBS certificate, along with photographic identification to the school office.



[bookmark: _Toc204010855]Professional Expectations on School Experience
We expect that you follow these expectations, as well as part two of the Teachers’ Standards. If at any point you find yourself wondering ‘should I do this?,’ stop and seek advice as soon as possible. You could fail the course if you show that you are unreliable or an irresponsible colleague on your School Experience or at University.

[bookmark: _Toc204010856]Absence from School
You must report any absences to your Mentor and ITT Coordinator (following the school’s policy); your Subject Leader and SPO via Abyasa (instructions on how to do this will be emailed to you) on the morning of each day you are absent and before school starts. If you are going to be absent for a longer period, you need to inform the above stakeholders as soon as you are able of the length and reasons for your absence. You may also be required to provide evidence for this.

[bookmark: _Toc204010857]Professional Studies on School Experience
Professional Studies in school serves several valuable functions:
· reminding you of the key issues and themes of the PGCE
· informing you about key policies and practices in the school relating to safeguarding, behaviour management, marking and assessment as well as teaching and learning
· introducing you to key members of the school team, who will often lead sessions relating to their areas of expertise; and
· acting as a route of feedback and pastoral care
During your School Experience, Professional Studies sessions will also help you to understand the social, cultural, and economic contexts of the school, and to see school practices in the light of that context.
The Professional Studies curriculum sits across all 3 stages of School Experience. We know that schools need flexibility and therefore cannot necessarily provide the sessions in the order or at the times specified, so the content in each week can be provided in any of the other weeks in that stage of school experience. 
Because Professional Studies is delivered in two schools, and because it is designed to contextualise the ideas, concepts and practices of Secondary Teaching in each School Experience, there is some element of repetition in Stage 2. Please do not assume that because something has been ‘covered’ in Stage 1 that it does not need reviewing in a new context.

[bookmark: _Toc204010858]Timetable Expectations on School Experience
Whilst on your school experience you will spend most of your time in the classroom. Whether observing good practice, acting as a Teaching Assistant or leading from the front, all of this will build your confidence and add to your repertoire of teaching skills. The DfE stipulate that Trainees should spend a minimum of 15 hours in classrooms (including observing, teaching, co-teaching, etc.) each week during their School Experience. Additionally, all trainees should also experience during the programme, six weeks of 80% contact ratio teaching, where the 80% refers to a full teaching timetable.
The table below outlines the timetabling requirements of the programme for each Stage of your School Experience. If you think that your timetable does not follow this guidance, please discuss this with your Mentor and / or Lead Mentor as soon as you are able. 
[image: Leeds trinity Unversity logo.]
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	[bookmark: _Hlk203993189]Stage 
	Half Term
	Timetabled “contact” hours per week
	...of which teaching (start-end)
	…of which other directed time
	Notes

	1
	Autumn 1
	4
	0-3
	0
	· Trainees build up to around 3hrs of teaching including co-teaching. 
· Non-teaching lessons are observations of good practice within the department and around school. Some of this time will be directed via Directed Tasks and ITAP. 
· All taught lessons should be planned in full on the LTU full lesson plan proforma. Handed in 48 hours in advance to the host teacher.
· The observed lesson should be planned “from scratch” as a minimum.
· 1 hour scheduled mentor meeting per week.
· 0.5 hours unscheduled 1:1 discussion time e.g. lesson planning, feedback etc. 
· In addition to this Trainees need to be attached to daily form time.

	
	Autumn 2
	8
	4-6
	0
	· Trainees consolidate Stage 1 by building up to 6 hours of teaching. 
· Trainees should have around 7hrs PPA per week for planning, marking etc. 
· Non-teaching lessons are observations of good practice within the department and around school. Some of this time will be directed via Directed Tasks and ITAP. 
· All taught lessons should be planned in full on the LTU full lesson plan proforma. Handed in 48 hours in advance to the host teacher.
· The observed lesson should be planned “from scratch” as a minimum.
· 1 hour scheduled mentor meeting per week.
· 0.5 hours unscheduled 1:1 discussion time e.g. lesson planning, feedback etc.
· In addition to this Trainees need to be attached to daily form time.





	Stage 
	Half Term
	Timetabled “contact” hours per week
	...of which teaching (start-end)
	…of which other directed time
	Notes

	2
	Spring 1
	10
	6-8
	0
	· Trainees begin new school context in Stage 2 and build up to 8 hours of teaching prior to half term.
· Trainees should have around 7hrs PPA per week for planning, marking etc. 
· All taught lessons should be planned in full on the LTU condensed lesson plan proforma.
· The observed lesson should be planned “from scratch” as a minimum.
· Trainees should be building towards making the switch to sequence planning by February half term.
· Non-teaching lessons are observations of good practice within the department and around school. Some of this time will be directed via Directed Tasks and ITAP. 
· 1 hour scheduled mentor meeting per week.
· 0.5 hours unscheduled 1:1 discussion time e.g. lesson planning, feedback etc.
· In addition to this trainee need to be attached to daily form time.

	
	Spring 2
	12
	8-10
	0
	· Trainees build up to 10hrs of teaching prior to Easter.
· Trainees move to sequence planning. 
· The observed lesson should be planned “from scratch” as a minimum. This can be done on a Sequence Plan.
· Trainees should have around 5hrs PPA per week for planning, marking etc. 
· Non-teaching lessons are observations of good practice within the department and around school. Some of this time will be directed via Directed Tasks and ITAP.
· Stage 2 report to be completed by mentor. On this, mentors should indicate whether they are happy with the lesson planning and delivery quality that they have seen so far to ensure they are comfortable with trainees no longer handing in planning when the move to an 80% timetable begins. 
· Mentors should also indicate whether they feel trainees will be able to cope with the 80% timetable requirements when they begin. Mentors and Lead mentors should plan a strategy for support if this is not the case.
· 1 hour scheduled mentor meeting per week.
· 0.5 hours unscheduled 1:1 discussion time e.g. lesson planning, feedback etc.
· In addition to this trainee need to be attached to daily form time.





	Stage 
	Half Term
	Timetabled “contact” hours per week
	...of which teaching (start-end)
	…of which other directed time
	Notes

	3
	Summer 1
	12/18
	10-14
	2-4
	From the start of term:
· Trainees should continue to teach for 10 hours per week for the first 3 weeks of this half term as previously and be prepared to move to an 80% timetable after this point.
· The observed lesson should be planned “from scratch” as a minimum. This can be done on a Sequence Plan.
· Trainees should have around 4hrs PPA per week for planning, marking etc. 
· Trainees should be timetabled for an additional 2 hours for other teaching related activities e.g. exam support, TA work, small group, SEND support, lunch duty, extra-curricular.
· 1 hour scheduled mentor meeting per week.
· 0.5 hours unscheduled 1:1 discussion time e.g. lesson planning, feedback etc.
· In addition to this trainee need to be attached to daily form time.

From the 80% teaching block point onward:
· Trainees should teach for 14 hours 
· Trainees should be timetabled for an additional 4 hours for other teaching related activities e.g. exam support, TA work, small group, SEND support, lunch duty, extra-curricular.
· Trainees should have around 4hrs PPA per week for planning, marking etc. 
· Trainees no longer need to submit formal lesson planning documents – they must continue to plan in whatever format they find useful.
· The observed lesson should be planned “from scratch” as a minimum. This can be done on a Sequence Plan.
· There is no more formal requirement for Trainees to undertake observations of other practitioners. 
· In addition to this trainee need to be attached to daily form time.

	
	Summer 2
	18
	14
	4
	· Trainees continue 80% timetable (14+4) as above, until end of School Experience. 
· 1 hour scheduled mentor meeting per week.
· 0.5 hours unscheduled 1:1 discussion time e.g. lesson planning, feedback etc.
· In addition to this Trainees need to be attached to daily form time.




The table below shows a more detailed example of how these teaching and contact hours should build up across the three stages for each trainee. This is based on a school where lessons are one hour in length, there are 25 lessons in a week and where a qualified non-ECT would teach around 22 lessons per week.

	Programme week
	Timetabled Hours - Hours trainees need to be assigned to classes / lessons
	Teaching Hrs - Of which… Hours teaching / co-teaching
	Observing other teachers - Of which… Hours of observations (some to be set via Directed Tasks)
	Other Directed Time - Of which… Hours of additional scheduled directed time (e.g. exam support, TA work, small group, SEND support, lunch duty, extra-curricular)

	1
	
	
	
	

	2
	
	
	
	

	3
	4
	0
	4
	0

	4
	4
	1
	3
	0

	5
	4
	2
	2
	0

	6
	4
	2
	2
	0

	7
	4
	3
	1
	0

	8
	
	
	
	

	9
	8
	4
	4
	0

	10
	8
	5
	3
	0

	11
	8
	5
	3
	0

	12
	8
	5
	3
	0

	13
	8
	6
	2
	0

	14
	8
	6
	2
	0

	15 - 18
	
	
	
	

	19
	10
	0
	10
	0

	20
	10
	6
	4
	0

	21
	10
	6
	4
	0

	22
	10
	7
	3
	0

	23
	10
	8
	2
	0

	24
	
	
	
	

	25
	8
	4
	4
	0

	26
	12
	8
	4
	0

	27
	12
	8
	4
	0

	28
	12
	10
	2
	0

	29
	12
	10
	2
	0

	30
	12
	10
	2
	0

	31
	
	
	
	

	32
	
	
	
	

	33
	12
	10
	0
	2

	34
	12
	10
	0
	2

	35
	12
	10
	0
	2

	36
	18
	14
	0
	4

	37
	18
	14
	0
	4

	38
	
	
	
	

	39
	18
	14
	0
	4

	40
	18
	14
	0
	4

	41
	18
	14
	0
	4

	42
	18
	14
	0
	4

	43
	6
	6
	0
	0

	44
	
	
	
	


 
[bookmark: _Toc204010859]Support whilst on School Experience
[bookmark: _Toc204010860]The role of the Lead Mentor on School Experience
During the course you will have at least three in-person visits from your Lead Mentor, one in each stage. In these visits the Lead Mentor will be making sure that the course is delivered well across the partnership, that you are being well looked after on School Experience, and that you are making progress at the right pace to meet the Teachers’ Standards at the end of the course. During these visits, your Lead Mentor will arrange to meet you alone. This should provide an opportunity for you to talk confidentially about any aspect of your training or life that is causing problems or anxiety. Monitoring your welfare as well as your professional training is a principal element of each visit.
[bookmark: _Toc204010861]The 5 Checkpoints
In each Stage of your School Experience there will be 5 places or checkpoints where your lead mentor ensures that you are being supported and are on track, making necessary progress to meet the requirements of the stage according to the programme competencies. A description of these is as follows:
1. Initial impressions Check (IIC) – both you and your Mentor will be asked to complete one of these within the first 2 weeks of your placement on Abyasa. The questions for you focus on how you have been supported in your integration into school life and whether you have been given a school induction, safeguarding training, and appropriate timetable etc. Questions for your Mentor focus on how you have presented in those first few days in relation to professionalism, punctuality, enthusiasm and acting on directions.
2. As a follow up to the above your Lead Mentor will then arrange an online meeting with your mentor to introduce themselves and discuss or address any issues that come out of the IIC. Any feedback for you at this point will then be discussed with you in one of your SKAP sessions.
3. In the middle of the stage your Lead Mentor will then undertake an in-person visit to school comprising; a joint lesson observation with your Mentor, an observation of the feedback given to you by your Mentor, QA discussions with both you and your Mentor, and a discussion with the school ITT Co-ordinator.
4. Your Lead Mentor will check your progress regularly by reading your Portfolio documentation. At this point though, your Lead mentor will check that your evidence matches up to the outcomes for your draft Assessment Report and arrange an online meeting with you and your Mentor to discuss this and address any issues. 
5. Once your Stage Assessment Report has been completed and confirmed by your Mentor (these are formative in stages 1 and 2 and summative assessment against the teachers’ standards at the end of stage), your Lead Mentor will complete the Assessment Report Sign off for the stage on Abyasa.

[bookmark: _Toc204010862]Where can you get help on School Experience?
We can help you if things are getting difficult. You can get help and support from any of the following people:
· your Mentor or the school-based ITT Coordinator
· your Lead Mentor
· your University Subject Tutor 
· your PGCE Programme Co-ordinator; and
· Students Support Services
PLEASE USE YOUR UNIVERSITY EMAIL TO CONTACT YOUR TUTORS. TEAMS MESSAGES AND MOODLE MESSAGES SHOULD NOT BE USED.
[bookmark: _Toc204010863]Work-life balance on School Experience

Paperwork
We have worked hard to ensure that our paperwork is as purposeful as possible – it is designed to help you think through critical issues about your planning, teaching, assessment, and feedback. To keep on top of this necessary professional paperwork, you should:
· buy some lever arch files and dividers, use these to help organise your files and papers
· organise your online Portfolio as soon as you are asked to set it up
· write notes in bullet points, use acronyms, and record reflections and ideas simply
· complete your Development Record as you work through the week, 10 minutes a day focusing on the impact of your work is usually enough

Work to the clock – and read the advice!
The perfect lesson or resource does not exist, but sometimes teachers can spend hours trying to achieve perfection. Instead, give yourself a set amount of time to get something done, and then do it in that time. Get into this habit early, and as the course goes on and you pick up more teaching responsibilities you will be able to keep up with your workload.
The Department of Education has produced three useful guides about reducing workload for teachers, about planning, marking and data management. (https://www.gov.uk/government/collections/reducing-school-workload). Some of the advice in them is summarised here, but you should also read them for yourself.

Planning and preparing resources efficiently
· Work with your colleagues: Often the most effective planning is done collaboratively. Work with your host teacher in planning an overview of several lessons at once (you could use the Sequence of Learning as a model for this).
· plan in draft, and in shorthand: Planning should give you enough guidance and information to run a lesson and sequence – and no more
· focus on the things that matter: what knowledge do you want to teach them and what difficulties do you need to plan to overcome?
· beware of Scripts: Do not spend time scripting everything you are going to say. Brief scripts are helpful for tricky bits of teacher explanation but should not be the main focus of your planning
· [bookmark: _Int_f3NAylES]use the resources you already have in school: Teachers use textbooks, worksheets, schemes of work, and resources made by colleagues and other people. Good teachers adapt these and prepare for difficulties that students might have with such resources. They do not spend hours making new resources for each lesson
· do not spend hours looking for the perfect resource on the internet: Especially if you are looking for a ’perfect’ image and always check resources downloaded from the internet

Efficient Assessment and Feedback
· be clear about which work you are going to mark: You cannot mark everything that your pupils work on. Carefully pick those pieces of work that will give you and them the best feedback about what they have and have not understood, or what they need to do to improve
· be clear about how you are going to mark: Feedback can take many forms – and some are more time consuming without adding much benefit for teachers or pupils. Some teachers use a ‘whole class's crib sheet, rather than writing comments in every book. Other teachers use marking codes – sometimes the same codes each time, sometimes a specific set of codes for an item of work; rather than writing the same comment each time, pupils are asked to refer to a code sheet and write in their own comments
· be clear about what you are going to mark: Do not correct every spelling and grammar mistake – focus on key words for that topic, or important grammar issues (capital letters and full stops only, for instance)
· think feedback, not just marking: Feedback is just as important for you as a teacher, as it is for pupils. Use your questioning in lessons, read work over pupils’ shoulders and offer advice and correction, or use whiteboards and quizzes in lessons to get information about what pupils have learned and have struggled with

Collecting data and evidence efficiently
· only record a grade if it is going to be useful to you: A full mark book does not make you a good teacher. Record only those grades that will give you information you need. Tick that homework is done, rather than a grade for each piece
· recognise that data is not always numbers: The notes you make at the end of a lesson, or whilst you are marking a set of books, is also data about the class that will help you work out your next steps with them
· use IT to manage your mark book: Using a spreadsheet to record grades and performance can save time in analysing what topics students have learned well, and where more work might be needed. Use information from online testing and homework sites that the school uses
· [bookmark: _Int_kjiNqduo][bookmark: _Int_zmvkgoEb]take photos or collect examples of good work: You can use these examples to show other pupils what good work looks like and to help you show the progress that your pupils have made. Do not however assume that you need to record everything.



[bookmark: _Toc204010864]Learning in School

During the first few weeks of the course, you will be undertaking several lesson observations. It is not easy to read a classroom, and the first rule is that you are not there to judge how ‘good’ or ‘bad’ a lesson is!
[bookmark: _Int_NdSldVNi]You should keep notes as you observe lessons as these may well help you to write some of the assessment pieces; they will certainly be a useful reference for you as you begin to develop your own practice. Do not try to write about everything that happens – make sure you have a focus. It may well be valuable to discuss your observations with your Mentor especially in the early stages of your training. This way, you can explore how and why the teacher worked in the way they did.
During week 3 of the course, you will take part in a PES workshop titled Making the most of observing expert teachers. This is designed to guide you to reflect on the purposes for observing other teachers and how this can help you become a better professional decision-maker in the classroom. It will give you guidance on how to conduct meaningful lesson observations of school colleagues, how these will feed into your SKAP work and LTU observation etiquette – our expectations that align with and expands on the section below.

[bookmark: _Toc204010865]Observation Etiquette
Please remember that you are a guest in someone else’s classroom. You might not realise that many people are nervous about being observed, even when they are very experienced teachers. 
· Ask the teacher before the lesson if it is OK for you to talk with the students or look at their books.
· A good way of getting a learner’s-eye view is to act as a Teaching Assistant. If you want to do this then you should also make sure that the teacher is happy about this.
· At the end of the lesson thank the host teacher, and if you have any questions see if there would be a convenient time to ask them. Teachers are quite often rushing off to their next class, so it might not be possible to speak to them straight away. Do not rush to judge a lesson, a teacher, or a student. Make it your goal to understand why the teacher planned an activity in a certain way, and make sure that you think about things from different viewpoints.

[bookmark: _Toc204010866]What should we focus on in Observation?
You might do some ‘general’ observations early in Stage 1, but more often you will want to focus on a particular aspect of teaching. In week three there is a PES workshop titled: Making the most of observing ‘expert’ teachers, that focuses on how you should undertake meaningful observations of other professionals. In addition to this session, you should also use your weekly targets, what teaching you are doing, and what assessments you are carrying out to help you choose a focus. It is better to focus on one of the following sorts of area:
· [bookmark: _Int_FpztpFiX]Subject knowledge and pedagogy – the good teacher has sound knowledge; how is this knowledge contributing to the learning in this lesson? How does the teacher’s thinking about misconceptions and conceptual barriers help pupils to progress over time?
· Contextualised learning – how has the teacher contextualised the subject matter in a meaningful and memorable way that enables learners to access and assimilate it to their existing knowledge?
· Learner engagement – how does the teacher stimulate active, cognitive engagement with the material?
· Learner ownership, experimentation, and hypothesis building – how does the teacher encourage learners to take ownership of the content and the process of learning?
· Learner differentiation and inclusivity – how does the teacher manage the needs of the individual learners and maintain an inclusive environment?
· Classroom culture -   what is normal in terms of behaviour and attitude to learning and the subject?
· Managing and monitoring the learning experience – how does the teacher take responsibility for managing and monitoring learning?
· Maximising learner potential – how does the teacher show their commitment to all the learners, and strive to help every learner make substantial progress? How does the teacher plan for this progress over time?
· Learning as a social act – how does the teacher promote socially interactive learning in their classroom?
· Teacher as reflective practitioner – how does the teacher reflect on and improve their practice – in the lesson and afterwards?
· Teacher resilience – how does the teacher protect their wellbeing and preserve their ability to take steps to fulfil their role and professional responsibilities?

[bookmark: _Toc204010867]More ideas for observation
[bookmark: _Int_3DdUC4C6]If you are interested in learning more about different ways to observe lessons, talk to your Subject Tutor. You could also read ‘Classroom Observation’ by Dr Matt O’Leary (2014) or ‘Learning to Teach in the Secondary School’, Edited by Susan Capel, et al. (2013).

[bookmark: _Toc75950583][bookmark: _Toc78200584]

[bookmark: _Toc204010868]Stage 1 School Experience
During Stage 1, Trainees will spend time in their School Experience, gaining experience of teaching and learning in real classrooms. Trainees will then reflect on these experiences with their Subject Tutor. These reflections will enable Trainees to improve practice by informing thinking about subject specific teaching. During this stage, Trainees will also complete activities and wider reading to help write the first Level 7 assignment. Each school will also arrange Professional Studies sessions to help Trainees learn about teaching within the context of their School.
[bookmark: The_Placement_-_Weeks_6-14][bookmark: _Toc204010869]Getting to know your Stage 1 school
All Trainees will spend time in their Stage 1 School Experience during the first half term. During this early-stage Trainees should:
· [bookmark: Things_to_do_in_Orientation_Visits]obtain copies of, and read, essential school policies relating to safeguarding, behaviour management, SEN, homework, assessment, and feedback
· negotiate a timetable and agree a slot for your weekly Mentor meeting(s). You should have at least 1.5hrs worth of 1:1 contact time with your Mentor in a week. 1 hour of this should be dedicated to your weekly meeting, the rest should be allocated for lesson feedback, planning questions etc.
· gather pupil data and curriculum information (schemes of work, topics, and any resources) that you will need to help you to prepare for your classes
· observe several lessons across the age range you are training in 11-13 (years 7-9) and 14-16 (years 10 and 11) (Business Trainees should observe lessons across age range 14 –16 (years 10 and 11) and 16 –19 (years 12 and 13)
· [bookmark: Weeks_3,_4_and_5_(Before_Stage_One_Place]ensure you have chosen a focus for your Level 7 (PGCert) assignment

[bookmark: _Toc204010870]Activities During Stage 1 – (October to December)
[bookmark: _Int_8mEv8Ugk]As well as the guidance in this handbook, your Subject Tutor will guide you about what you should be doing in this School Experience. During this time you will:
· with the help of your Mentor and host teachers - co-plan and teach lessons, and parts of lessons.
· prepare and use materials to work with students who need extra provision and support for your first L7 assignment.
· undertake tasks for your first three ITAPs
· observe experienced teachers
· record your reflections and weekly Mentor meetings in your Development Record
· gather evidence and data about your pupil’s knowledge and understanding
· meet with your Mentor, to review the week’s targets and progress and set targets and actions for the following week
· attend a weekly 1 hour (or equivalent) Professional Studies session (see above)
It is expected that your timetable will increase during Stage 1 to approximately 25% of a qualified teacher. For most people this will mean that you are teaching a maximum of 6 full lessons a week by the last few weeks of your School Experience, though always with the support of your Mentor or host teachers. Most Trainees will also complete a Primary School Visit in Stage 1 (see below for details). 
[bookmark: Your_Stage_Two_/_Three_Placement][bookmark: _Toc75950584][bookmark: _Toc78200585][bookmark: _Toc204010871]Stage 2 and 3 School Experience
[bookmark: What_is_this_placement_for?][bookmark: The_Stage_Two_Placement_–_Weeks_15]In this School Experience you will be developing your expertise as a new teacher in a different school to that of Stage 1. Trainees normally stay in the same school across all of Stages 2 and 3. You will, alongside your Mentor, discuss and improve the impact of your practice on pupil’s knowledge and understanding. To broaden your experience your Mentor may amend your timetable during the School Experience. You will continue to attend training sessions at University in line with the course calendar (see Course Fundamentals on Moodle for more details).
[bookmark: _Toc204010872]Stage 2 (Jan- Mar) 
[bookmark: _Int_7D3qxkR2]At the start of this School Experience, you will be expected to get up to speed in a short period of time. As well as carrying out the tasks set out at the start of Stage 1, you also need to:
· undertake tasks for ITAP4 on Sequence planning, these will include: Exploring sequence thinking in school, establishing a focus for your sequence, undertaking reading and/or research about the sequence focus, establishing the core knowledge and concepts for the chosen sequence, completing the front page of sequence proforma, reading and/or research about relevant pedagogies for the sequence, and agreeing the individual lesson learning objectives for the sequence with mentor or host teacher.
· begin teaching some initial lessons to your groups and begin to gather observation feedback.
Most Trainees will teach full lessons in the first three weeks of this School Experience, though always with the support of your Mentor or Host Teachers. Again, the number of lessons that you teach will increase over the course of the School Experience (see section on Timetable Expectations on School Experience). 
In Stage 2 you will continue to produce a plan for every lesson that you teach, but the form of each plan will change to reflect your increasing workload and to encourage you to think about how pupils learn over time. You will begin by using the ‘condensed’ lesson plan, but when your Mentor is happy that you are ready, you will plan lessons using the Sequence Planning Proforma. This usually happens from around week 25. This should reduce your lesson planning paperwork and allow you to think more holistically about your teaching and pupil progress.


During the rest of this time, you will be:
· planning and teaching
· observing other experienced teachers
· recording your reflections and weekly Mentor meetings in your Development Record
· meeting with your Mentor, to review the week’s targets and progress and set targets and actions for the following week
· planning lessons and preparing resources to teach these lessons based on your reading for your L7 work
· gathering evidence and data about progress that your pupils make
· attending a weekly 1 hour (or equivalent) Professional Studies session
In the second half of Stage 2 (weeks 35 – 29) you will undertake tasks for ITAP5 on Adaptive Teaching. These will include professional experiments with adaptive teaching for an equivalent of one day over the ITAP fortnight. You should also in this time gather feedback and hold discussions with your mentor or host teacher on these.

[bookmark: Planning_Lessons_and_Sequences_in_Stage_][bookmark: _Toc204010873][bookmark: Mentor_Meetings_in_Both_Stages:]Stage 3 (April – July)
During Stage 3 Trainees prepare to move to 80% timetable. By the beginning of Week 36 most Trainees will be following a timetable that is equivalent to around 80% of the contact hours of a qualified teacher. AT LEAST 14 lessons per week of this should be teaching hours. The other hours can be a mix of co-teaching &, co-planning, intervention work, daily form time or enrichment activities amongst others. 
To enable your transition to this higher workload, and on agreement with your mentor, planning no longer needs to be done on formal planning documentation. Planning still needs to be done for each class, but in an informal way that suits both you and your Mentor or host teacher. there will also be no formal requirement for you to observe other teacher in their practice.


[bookmark: _Toc204010874]The Development Cycle 
[bookmark: Overview]This is a weekly cycle of target setting, action, evaluation, and re-setting which should be obvious from your paperwork. Each week this cycle, as recorded in your Development Record:
· begins with an evaluation of your practice
· evaluates the extent to which you have met or made progress towards the targets you have agreed with your Mentor 

In your other documents you should be able to show that:
· your targets are written on and used in your Observation Records; and 
· the influence of your targets can be seen in your Lesson and Sequence Plans; and across other evidence in your Portfolio
· your Subject Knowledge Audit is being updated regularly and shared with you Mentor and Subject Tutor to reflect your development over the course. 
[bookmark: _Toc75950587][bookmark: _Toc78200587][bookmark: _Toc204010875][bookmark: _Toc75950586]The Development Record
The Development Record is a record of your ongoing learning and development as a trainee teacher. The Development Record is an important document and sits at the heart of your training year. It is designed to:
a) promote ongoing dialogue between you and your Mentor about what you are learning in taught sessions, and your experiences and practice in school
b) provide space for systematic reflection on the impact of your training on your classroom practice
c) enable you to identify the impact your teaching is having on the curricular progress of the pupils in your training classes (and for Mentors to comment on and check you can see this progress)
d) track your development as a trainee teacher in relation to relevant aspects of the ITTECF through target setting and review
e) provide evidence of your classroom practice and wider professional development.

[bookmark: _Toc204010876]Directed Tasks
Your Development Record is also the place where you should record what directed tasks you have carried out that week, what you have learned from them and what impact this learning might have on your practice. Directed tasks will be given to you and shared with your Mentor on a regular basis by your Subject Tutor. Types of directed tasks will vary between subject areas and could involve activities such as undertaking lessons observations that focus on a specific area of practice, shadowing a pupil, or having a discussion with the school SEND Coordinator. These areas of focus will tie in to the things you learn in your SKAP sessions to both consolidate your learning and to prepare you for the next SKAP session.

[bookmark: _Toc78200588]Full guidance on how to use the Development Record can be found in the Development Record document. 



[bookmark: _Toc204010877]The Mentor Meeting
Every week you should have 1:1 contact with your mentor of at least 1.5 hours. Of this time, you should have a scheduled mentor meeting of one hour with your Mentor. It should look something like this (but not always in this order):
	Review of targets from the previous week
	Identify Areas of Strength and Development
	Set targets and actions for next week
	Co planning, discussing observations, discussing teaching in week ahead

	10 minutes
	10 minutes
	10 minutes
	30 minutes



Before the meeting
Ensure the Development Record for the week to be discussed is fully up to date and is with your Mentor at least 1 working day before your meeting. 
[bookmark: During_the_Meeting]
Review of targets from the previous week
Discuss your progress against your targets from the previous week with reference to the Competencies from the Development Record. 

Review your teaching
Use the Competencies to reflect on key areas of development and strength in your practice based on teaching over the whole week. Ensure these areas are appropriately recorded in the Development Record. 

Review SKAP and other activities for the week
Review how the learning from SKAP and PES sessions can be integrated into your learning and teaching. Review any weekly tasks set by the SKAP tutor and look for opportunities to complete these during the coming week.

[bookmark: _Toc204010878]Discussion of Key Learning Points from University
The Trainee will be recording their key takeaways from their University sessions, reading, and Directed Tasks each week. Mentors should take a moment to discuss these takeaways and help Trainees to connect their learning with their School Experience.

[bookmark: _Toc204010879]Discussions of Trainee Progress:
Trainees and Mentors should use the Competencies Tracker from the Development Record to reflect on their areas of strength and areas for improvement. Where relevant, Mentors should clarify what good practice means in relation to these Competencies. The Tracker needs populating with examples over the Stage, so a picture emerges week by week.

[bookmark: _Toc204010880]Target Setting
During the target setting phase of the meeting, you should use the Competencies section of the Development Record and agree three specific focuses for the coming week. These should then form the basis of targets which your Mentor will set. You should then identify specific activities which will enable you to meet these targets. 
The most important thing to remember about targets is that they need to be focused on becoming a more effective teacher. To this end they need to be:
· Specific – focused on improving specific aspects of your practice.
· Achievable – something you can work towards at this stage of your training.
· Assessable – something that will enable you to clearly show that you have achieved the target.
There are detailed guidelines for effective target setting in the Development Record.
[bookmark: _Toc204010881]Discussing teaching in week ahead
This may take up most time in the meeting. This is a good chance to share ideas about objectives for a lesson or sequence of lessons, review some of the department’s materials that could be used in teaching that week, or even to start to co-plan a lesson that will be jointly taught later. This is also a good chance to plan your observations of experienced teachers in the week ahead. At the very start of your School Experience, you will be working alongside an experienced teacher to plan and teach lessons. By the end of your School Experience, you will be planning and teaching sequences of lessons for all your classes, which address the following:
· What do we want to teach?
· What knowledge do they need before they start? What will they know at the end?
· What shall we ask them to read, do, think about?
· What might they struggle with? What barriers are there to this knowledge and/or skills?
· What misconceptions do pupils sometimes have about this topic?
· How will we know that they have achieved what we hoped?

[bookmark: After_the_Meeting][bookmark: _Toc204010882]Recording the Meeting
1. Your Mentor will make a note in the “Mentor Comment” box on the Development Record
2. You then need to record your new targets in the Development Record. Please ensure these are recorded accurately and use the guidance in the Development Record to assist you.
[bookmark: Setting_Targets][bookmark: 1._Relate_it_to_pupils’_learning_and_pro][bookmark: Your_Teaching_Files]Inform your Host Teachers about your targets which you should include on your lesson plan and write onto your lesson observation pro-forma. You should ask your host teacher to refer to these when commenting on your lesson.

[bookmark: _Toc75950591][bookmark: _Toc78200592]

[bookmark: _Toc204010883]Your Portfolio 
You will create two Portfolios during the year, one for Stage 1 and another for Stages 2 and 3. Each Portfolio is the main source of evidence which informs your Mentor’s evaluation of the development of your practice. You will build this portfolio on OneDrive and add evidence to it as you are moving through the stage. The OneDrive link will need to be shared with your mentor in school, subject tutor and Lead mentor.  At the end of Stage 3 your final Portfolio will be used as evidence that you have met the Teachers’ Standards and will enable your Mentor to draft your final Assessment Report. 

[bookmark: _Toc204010884]Submitting your Portfolio
Before the end of each Stage, you will be asked to submit evidence from your portfolio onto Abyasa. This uploaded documentation is essential in order to support the judgement being made in the report at each stage of the PGCE course. It also forms the basis of moderation, quality assurance and course development for your university subject tutor or programme leader.  

[bookmark: _Toc204010885]What should go in my Portfolio?

1. [bookmark: 1)_Assessment_Reports]Assessment Report(s)
This section should contain any Assessment Reports you have received so far (you will not have any for Stage 1 until the end of the Stage).
[bookmark: 2)_Development_Record]
2. Development Record & ITAP booklets
[bookmark: 3)_Sequence_of_Learning_and_Review]Your Development Record will be shared digitally with your Mentor and Subject Tutor as part of your OneDrive portfolio. Each week you will record your reflections and the targets arising out of your Mentor meeting in your Development Record. Your Development Record contains a Placement Competency Tracker, which you need to update during each Stage.

Any ITAP booklets that have been completed during that stage (three in Stage 1 and two in Stage 2) should be uploaded into this folder. These can be electronic versions or photographs / PDFs of a handwritten copy.
3. Formal Observation Records with their related planning documents
Each week you should have a minimum of 1 formal observation of your teaching – even if this is only part of a lesson. You need to include all your formal lesson observations, along with their associated lesson plans. You should aim to have the equivalent of 1 lesson observation per week and make time in your weekly mentor meeting to get the plan and observation uploaded to Abyasa. That means around 11 observations and associated plans in Stage 1 and 21 across Stages 2 and 3. You need to have a mixture of observations across classes and Key Stages (see the table below). Your observations and plans should be listed sequentially and indicate the class being taught. The easiest way to do this digitally is to put a number before the filename: ‘01’, ‘02’, ‘03’. For example:
· 05 – 7XML – Lesson Plan – leaf structures – 7 March
· 05 – 7XML – Lesson Observation – 7 March
· 06 – 11A3 – Lesson Plan – Acids and bases – 14 March
· 06 – 11A3 – Lesson Observation – 14 March
4. Subject Knowledge Audit and Development Work
Your Subject Knowledge Audit should be seen by your Mentor on a regular basis. You should update it as you go along, and it should be up to date when you are visited by your Lead Mentor and when you present your Portfolio. In Stage 2 you will also need to include a fundamental Maths Skills Audit and evidence of your Prevent training completion. 
5. Supplementary Evidence
This section can be used to provide any evidence which you refer to in your Placement Competency Tracker, which cannot be found elsewhere in the Portfolio. 

[bookmark: _Toc204010886]Portfolio Checklist

This checklist will tell you what should go in the Portfolio at each Stage:
	[bookmark: _Toc78200593]Type of Evidence
	By the end of Stage 1
	ü
	By Interim Stage 2 Assessment 
	ü
	By the end of Stage 3
	ü

	Development Record entry
	One for each week of the Stage
	
	One for each week of the Stage
	
	One for each week of the Stage
	

	Formal Sequence of Learning
	n/a
	
	One formal Sequence of Learning inc. Evaluation.

	
	Two formal Sequences of Learning inc. evaluations.

	

	Observations & Lesson Plans
	Equivalent of one for each week of placement (11) along with associated planning document.
	
	Equivalent of one for each week of placement (11), at least 3 from each KS. Should include the associated planning document 
	
	Equivalent of one for each week of placement (20 in total), at least 6 from each KS. Should include the relevant planning document
	

	Subject Knowledge Audit
	Updated regularly and ready for review at the end of placement.
	
	Updated regularly and ready for review at the end of placement.
	
	Updated regularly and ready for review at the end of placement.
	




[bookmark: _Toc1589328265][bookmark: _Toc204010887]Lesson Planning Requirements
Good teachers are always engaged in a process of planning and review. Over the course of your training, you will be encouraged to develop your process of planning and review so that you can plan quickly and easily when you move into your Early Career Teacher years. There is more focus on individual lesson planning at the beginning of the course, shifting to a focus on curricular-level sequence planning in the middle of the course.
[bookmark: _Toc204010888]Lesson Banks and “Scratch Planning”
We recognise that many departments now have banks of lessons available, however this is not universal and teachers still adapt centralised planning to meet the needs of their classes and groups. It is still important for new teachers to gain experience of planning lessons from first principles, even where existing resources are deployed in a lesson.
As a minimum you will be expected to plan your formally observed lesson each week “from scratch”. This means using the school curriculum and professional discussions to identify what learning needs to happen, and then designing a lesson to meet these learning aims using appropriate resources. This process will help you take greater ownership of lessons. 
The remainder of your planning will probably involve using existing planning flexibly to meet the needs of  your classes. You may wish to do more “scratch planning” as appropriate, especially where you have responsibility for all the lessons for a group.
[bookmark: _Toc204010889]Stage 1 Requirements
· Create a Full Lesson Plan for every lesson (or part of lesson) taught.
· Submit these lesson plans to your Mentor or Host Teacher at least 2 working days (48hrs) in advance of teaching.
· Ensure your formally observed lesson each week is planned “from scratch” to meet the learning aims for the group. See above.
[bookmark: Stage_Two][bookmark: _Toc204010890]Stage 2 and 3 Requirements
· Create a Condensed Lesson Plan for every lesson (or part of lesson) taught until your Mentor agrees that you are ready to move to using the Sequence Plan (usually February half term).
· Submit these lesson plans to your Mentor or Host Teacher at least 2 working days (48hrs) in advance of teaching.
· Ensure your formally observed lesson each week is planned “from scratch” to meet the learning aims for the group. See above. This “scratch plan” can be done on a Sequence Plan. 
· After you have moved to the Sequence Plan, you should produce a full Sequence Plan for all lessons where you have responsibility for all (or the vast majority) of that group’s lessons.
· When you reach the point where you are teaching an 80% timetable (usually the last 6 weeks of Stage 3) you no longer formally need to submit formal lesson plans. You must continue to plan each lesson in a way that is useful to you and to communicate effectively with host teachers.
· You must continue to provide a formal plan for your observed lesson and if you have a Lead Mentor visit.
[bookmark: Lesson_Observations]

[bookmark: _Toc78200594][bookmark: _Toc632062922][bookmark: _Toc204010891][bookmark: _Toc78200595]Lesson Observations
Throughout your course, you will use lesson observations by your Mentor and Host Teachers as a way of getting valuable feedback on your practice, and to inform your targets each week. Throughout the course you will need:
· A formal Observation Record proforma to be completed a minimum of once per week, twice if possible
· [bookmark: The_Observation_Record]Coverage of all your classes over the course of the placement
[bookmark: _Toc204010892]The Observation Record
The Observation Record is designed to be quickly and easily filled in by anyone who is watching you teach any part of a lesson, or a whole lesson. An example Observation Record can be found on Moodle.
· [bookmark: _Int_MOcVMVjf]Your observer should fill in the front part of the sheet, focusing on your weekly targets (which you have added to the form) and different aspects of the Placement Competencies. This will help build evidence of your developing teaching.
· After the lesson, your observer should ask you some key questions from the form about the lesson you taught, and jot down your responses. You can prepare for this by checking the questions.
· Finally, you and your observer need to identify positive areas where you have made progress and key points to work on.
[bookmark: _Toc204010893]Preparing for Lesson Observations
Preparing for lesson observations as a trainee teacher can be a daunting task, but with the right approach and mindset, it can also be a highly rewarding experience that guides you to success. Below are some practical tips to help you prepare for your lesson observations.
Plan your lesson thoroughly:
· Create a detailed lesson plan on the LTU Lesson Plan Proforma relevant to your Stage that includes a variety of teaching and assessment methods.
· Ensure your plan has a logical structure: introduction, development, and conclusion. Include timings, resources, questions to ask, who to ask them to, and what misconceptions your pupils may have about the learning.
· Clearly define what you want your students to learn by the end of the lesson. Ensure these objectives are SMART (Specific, Measurable, Achievable, Relevant, Time-bound). 
· Be explicit about what the pupils are going to do during the lessons and how you intend for them to meet the lesson’s objectives. 
· Plan activities that promote active engagement from learners, such as group work, discussions, and hands-on tasks
· Ensure that these activities link well to the lesson objectives that you have set. Do not do any activity just for the sake of it!
· Plan for seamless transitions between activities and how the learning from each activity relates to the next 
· Ensure all necessary resources and materials are prepared well in advance of your lesson. This includes any technology you plan to use – make sure iPads are fully charged, have log in instructions printed etc.
· Have a thorough plan for how you will distribute your resources. Make sure that distribution does not interfere with the flow of your lesson
· Ensure that you are clear on how you want to, and want your pupils to, use these resources in the lesson. Think about the exact instructions you will give to your pupils.
· Plan how you will manage the classroom including; group sizes, numbers and make up, transitions between activities, how you will address any behavioural issues with individuals, scaffolding needs, use of additional adult etc.
· Include formative assessment techniques to gauge student understanding throughout the lesson. This could be through questioning, mini quizzes, exit tickets etc

Communicate with your observers:
· [bookmark: _Int_MuB8AsNy]Send lesson plans in advance and make sure that you have implemented any suggested changes - seek clarity on any areas that you have been asked to address if you are unsure
· Brief your Mentor. Lead Mentor or Host Teacher on your lesson plan and any specific aspects you would like feedback on - clear communication with observers can help them understand how you intend to meet your objectives and focus areas. 
· Make sure that any observer has access to or has a copy of the LTU Observation Proforma and that your weekly targets are filled in at the top so that your observer is reminded of your current areas for development during the observation
· Ensure that you have arranged for your Lead Mentor to be collected from the school reception if appropriate. 
Be early and well-prepared:
· Arrive early to set up your classroom and ensure all materials and resources are ready.
· Being prepared can help reduce anxiety and ensure the lesson runs smoothly.
Be yourself and stay calm:
· Teach as you normally would. Observers are there to support your development, not to catch you out.
· Staying calm and focused will help you deliver the lesson more effectively. Undertaking the steps above will enable you to feel calmer!
Be flexible:
· Be prepared to adapt your lesson if things do not go as planned. Flexibility is a key skill in teaching, and in your lesson observation feedback you may find it useful to discuss why you made the decisions to change and the impact that this had.

Reflect and gather feedback
· After the observation, reflect on your experience. Reflect honestly on whether things went as planned and if your targets were met as well as you intended. Why was this so?
· Engage in an open discussion with your observers about the lesson.  Do not be guarded, they will undoubtedly give you honest feedback, which they must do to enable you to understand your areas of development and for you to improve.
·  Seek detailed feedback from your observer(s) on any areas that you are unsure about, ensuring that you understand fully how and why to implement their advice
· Use this feedback to make relevant changes to your next lessons
By following these tips, you can approach your lesson observations with confidence and a clear focus on effective teaching and learning.

[bookmark: _Toc204010894]Knowledge Audits

[bookmark: _Toc204010895]Maths Audit
Every student must complete a fundamental Maths skills audit. This is best done in Stage 2 and will be introduced in the middle weeks of the spring term. This audit asks you to consider your maths knowledge and enables you to identify areas where you need to re-develop skills and knowledge that you will need as a teacher of any subject. 
You can then access Maths instructional videos which will help you to work on those areas, practise your skills, and update your Audit. You must have completed this audit by the end of your school experience in stage 3 but it is worth starting this process early. 
[bookmark: _Toc204010896]Subject Knowledge Audits
Each Subject group has a Subject Knowledge Audit. You will have completed one at interview stage and should update it as you join the programme. You need to keep this audit up to date throughout the year. Do not leave it until formal or interim progress assessment points. 


[bookmark: _Toc204010897]Primary school visits
You are expected to organise a visit to a primary school during this course. It is up to you to arrange this visit. It can be a feeder primary school to your school placement, a school near LTU, or one near your home.
[bookmark: What_is_the_aim_of_the_primary_school_vi][bookmark: _Toc204010898]What is the aim of the primary school visit?
You need to visit a primary school to help you develop a thorough understanding of your subject’s curriculum before pupils enter the age range for which you are being trained. Even if your subject does not appear in the primary curriculum as a discrete subject, primary school pupils will be developing knowledge, skills and understanding which will have a bearing on your work with them later in their journey. Make sure that you keep notes during the day which you can share with others. These questions will help you focus your observations during that day:
[bookmark: Primary_curriculum]Primary curriculum
1. How are literacy and numeracy taught in the curriculum? Are there discrete lessons in the timetable or are they developed in other ways?
2. What does the primary curriculum look like? How is it structured? 
3. Where does your subject specialism fit in this curriculum? Does it feature and how?
4. Does the school use topic/thematic based learning? How is this planned?
5. What extra-curricular activities are offered and what is the take-up of these?
6. What use is made of out of classroom learning?
[bookmark: Transition]Transition
1. How does the school seek to make the transition between primary and secondary schools as smooth as possible in terms of curriculum and pupil welfare?
2. What documentation or information does the school provide to the secondary schools that its pupils move to?
[bookmark: Meeting_individual_needs]Meeting individual needs
1. How does the school use Pupil Premium funding (where appropriate)?
2. How does the school make provision for less able pupils/any with SEN/EAL?
3. How does the school meet the needs of more able pupils?
4. What arrangements are in place to communicate special needs to all teachers?
[bookmark: Parental_and_community_involvement]Parental and community involvement
1. How does the school seek to involve the parents of pupils in their learning?
2. What use is made of the local community
You will also need to look at the Key Stage 2 Programmes of Study to gain a deeper understanding of progression in your subject area. Subject Tutors will help you to explore these issues in subject training.


[bookmark: Support_for_Trainees_in_Difficulty][bookmark: _Toc78200596][bookmark: _Toc1674909159][bookmark: _Toc204010899][bookmark: Aims_of_Individual_Recovery_Plans]Support Plans for Trainees in Difficulty
If you, your Mentor, or your Lead Mentor are concerned that you are in danger of failing to progress from Stage 1 to Stage 2, or that you might not be able to meet one or more of the Teachers’ Standards at the end of your training, a Support Plan will be put in place. This is a supportive measure to help clearly set out issues with your practice, conduct or understanding, and to provide support to help correct these problems. Support Plans can help to:
· Focus upon critical areas for improvement, and alert you to what is expected to be able to progress or complete the course
· Clarify lines of communication and support so that all parties are aware of all the resources they can draw on to enable this progress
· Provide protection for schools and pupils, to ensure that pupils’ education and school discipline is not compromised
Professionalism and Safeguarding 
These plans are not suitable for dealing with serious breaches of professionalism or cases involving safeguarding that suggest a Trainee is not able to meet TS1, TS8 or Part Two of the Teachers’ Standards. In these cases, placement will be suspended with immediate effect. Trainees should leave school premises as soon as possible, and the matter will be referred to the Head of the School of Education and Childhood at Leeds Trinity University for immediate misconduct investigation.	Comment by Alex Ford: Do we need to add something about Fitness to Practice @Rachel Rudman and why it might better fit PPC issues.

[bookmark: Aims_of_Support_Plans][bookmark: Procedures_for_drafting_IRPs_and_Support][bookmark: _Toc75950596][bookmark: _Toc78200597][bookmark: _Toc204010900]Drafting a Support Plan
The drafting of a Support Plan involves the Lead Mentor, ITT Coordinator, Mentor, Subject Tutor, and Trainee working together to clearly identify issues, targets, and support measures. Once these have been agreed upon, the Lead Mentor normally drafts the document so that the ITT Coordinator, Mentor, and Trainee can review the draft before agreeing. The Support Plan is available for you to see once the draft has been agreed on Abyasa.
[bookmark: Contents_of_an_IRP_or_Support_Plan][bookmark: _Toc204010901]Contents of a Support Plan
Support Plans contain the following elements:
· AIMS: including areas of the Trainees’ practice or professional action which need to be focussed on
· SUPPORT MEASURES: setting out modifications (if any) to the school-based training programme (e.g. reduction in teaching timetable; adjustment of contact with classes); monitoring strategies and collection of evidence; requirements for Trainee to attend surgeries at LTU
· TARGETS: with deadlines i.e. specific date/times by which targets must be met. Targets will include descriptions of behaviour/actions to be demonstrated/taken by the Trainee and follow the guidelines in the Development Record
· REVIEW: procedures including statement of when a review of the Trainee’s performance against the targets will take place and by whom
[bookmark: Reviewing_a_Support_Plan]

[bookmark: _Toc204010902]Reviewing a Support Plan
Support Plans are normally reviewed face-to-face in a meeting involving the Lead Mentor, Mentor, and Trainee. The purpose of meeting is to review evidence and ascertain whether you have met the targets on the Support Plan and to agree an outcome. They usually take place around 10 working days after the Support Plan is put in place. Usually, there will be an additional member on LTU staff present.  The possible outcomes of the review are as follows:
Targets Met – if the Trainee has made satisfactory progress against all the targets, they are now demonstrating that they are on target to progress at the end of the Stage, or to meet the Teachers’ Standards at the end of Stage 2. Training should continue with the Trainee no longer working to a Support Plan.
[bookmark: Reviewing_an_IRP:]Targets partially met – if the Trainee has made substantial progress but has not clearly met all the targets, the Lead Mentor and Mentor need to decide whether the evidence suggests that they are on target to progress at the end of the Stage or to meet the Teachers’ Standards at the end of Stage 2. The Support Plan can be continued for a further brief period if the Lead Mentor and Mentor think that this is appropriate. If this is the case, training with clear targets should continue with an extended Plan. If this is not the case, teaching should normally be suspended as for ‘unsatisfactory progress’ below.
Targets not met – the Trainee has not progressed sufficiently against the targets in the Plan and is therefore unlikely to progress at the end of Stage 1, or to meet the Teachers’ Standards at the end of Stage 3, therefore:
· The placement is immediately suspended so that classes can be returned to the host teachers with immediate effect
· The Trainee should arrange to return school property and leave school premises
· The Mentor or ITT Coordinator will complete either a provisional Stage 1 or Final Assessment Report on Abyasa
· [bookmark: _Int_QvrbtPWg]Minor breaches of professionalism that suggest the Trainee is not able to meet TS1, TS8 or Part Two of the Teachers’ Standards will be referred to the Head of School of Education and Childhood at Leeds Trinity University.  It is possible that a misconduct investigation and a Misconduct Panel (see the Key Information for the course) may be a result of such a referral
[image: Leeds trinity Unversity logo.]

[image: Leeds trinity Unversity logo.]
· [bookmark: Key_Assessment_Information]The case of all Trainees who have failed a Support Plan will be considered at the end of Stage or end of Training University Panel, to decide whether a Resit Opportunity will be offered 
[bookmark: Planning_for_Progression_Master’s_Assign][bookmark: Assessment:_Stage_Three_SKAP][bookmark: Assessment:_QTS_and_Evidence][bookmark: Developing_the_assessment_evidence_for_Q][bookmark: _Toc78200605][bookmark: _Toc204010903][bookmark: _Toc883504659]Assessment: QTS (Qualified Teacher Status) 
[bookmark: _Toc78200606][bookmark: _Toc204010904]Developing your practice to be ready for assessment
Assessment of whether your practice has reached the standard needed to progress from Stage 1 to 2, and to meet the Teachers’ Standards at the end of the course, is undertaken by Mentors in schools, with the support of- and moderated by- University Subject Tutors and Lead Mentors.
The QTS assessment should be driven by your progress as a Trainee over the period being assessed and the impact your teaching has had on the progress of pupils in the curriculum. This judgment will be supported by the evidence in your Portfolio, your Development Record, completed ITAP booklets and the ongoing consideration of your progress against the Competencies. 
[bookmark: Interrelated_Standards][bookmark: _Toc204010905]The Assessment Reports and the role of the Teachers’ Standards
The Teachers’ Standards are a holistic tool for assessing your practice at the end of the course. They are not (and cannot) be used to measure your progress through the course, nor are they used to monitor your progress. Leeds Trinity University has developed a variety of tools and a carefully considered body of evidence to help establish how you are progressing and to provide meaningful assessment at key points during the course. 
[bookmark: _Toc204010906]The Stage 1 Report
At the end of Stage 1 your Assessment Report will determine whether you have effectively learnt a selection of core competencies relevant to the Stage, as outlined in the Placement Competencies. 
[bookmark: _Int_rccpGohK]These Placement Competencies are organised into various domains of practice and divided into several key elements. Each element relates to aspects of the Initial Teacher Training Early Career Framework (ITTECF) and is staged to be an appropriate building block for the next part of the course. Research and experience suggests that successful Trainees need to master these core Placement Competencies to successfully make the transition into Stage 2.
Throughout Stage 1, your Mentor will use the Placement Competencies, as well as their observations and your reflections on SKAP and PES sessions, as a means of enabling you to refine and develop your practice in school. 
[bookmark: Writing_the_Assessment_Report][bookmark: Strengths_and_Areas_for_Development][bookmark: _Toc204010907]Progressing to Stage 2 – the role of the Stage 1 Panel
At the end of Stage 1, your Mentor will confirm whether you have managed to demonstrate ability in each of these Placement Competencies at a level appropriate for Stage 1. If you are not on track to meet this standard, your Mentor should raise their concerns at least two weeks before the final reporting deadline. 
To complete the Stage 1 Report, your Mentor will need to refer to the following:
· Your completed Stage 1 Portfolio and Development Record
· Their ongoing professional assessment of you against the Placement Competencies for Stage 1
· The feedback given by other Host Teachers
· Feedback from- and discussions with Lead Mentors
Full details or reporting requirements and processes for Stage 1 can be found in the Stage 1 Report document.
Once reports have been completed the Stage 1 panel and assessment board will ratify results for Trainees to confirm they have either passed or failed the Stage. 
In instances where there are concerns that a Trainee will fail to meet the requirements of the Stage, the Trainee will be placed on a Support Plan. The Support Plan will assist them in establishing clear steps towards meeting the requirements for progression. If a Support Plan has already been used, or if there is not sufficient time to allow for a Support Plan to be completed, the Trainee’s case will be referred to the end of Stage Panel for a final decision.
Where a Trainee does not meet the requirements of a Support Plan, or does not meet the requirements of the end of Stage assessment, the Panel will decide on one of three outcomes:
· Progress – the panel may consider that the evidence provided is sufficient, or the circumstances are such, that the Trainee should be allowed to progress to Stage 2
· Progress with Support – the panel may take the view that the Trainee should be allowed to progress to Stage 2, but with a Support Plan in place in the first weeks of the second placement
· Not Progress- the Trainee is deemed to have failed the placement, and the Panel will decide whether to offer a resit opportunity in the next academic year
[bookmark: _Toc204010908]The Stage 2 Report
At the end of Stage 2, your Mentor will be asked to complete an assessment report to document your progress. This report will be based on the Placement Competencies for Stages 2 and 3 (see Programme Fundamentals). It will therefore relate to the extent to which you are developing practice in line with the ITTECF.
The Stage 2 Report is similar in form to the Stage 1 Report. Your Mentor will refer to the Stage 2 Competencies throughout your placement and use these to inform their judgment in the Stage 2 Report. 
To complete the Stage 2 Report, your Mentor will need to refer to the following:
· Your developing Stage 2 Portfolio and Development Record
· Their ongoing professional assessment of you against the Competencies for Stage 2
· The feedback given by other Host Teachers
· Feedback from- and discussions with Lead Mentors
Full details can be found in the Stage 2 Report document. 
The Stage 2 Report is not directly tied to your progression to the final part of training, therefore there is no associated Panel. However, the Stage 2 Report is helpful in flagging Trainees who may need additional support to meet the demands of the Teachers’ Standards at the end of training. In other cases, the Stage 2 Report will reveal where Trainees may already be strong and need pushing on further in their practice. 
[bookmark: _Toc204010909]The Final Report
At the end of Stage 3, your Mentor will be asked to complete a final Stage 3 Report. This report will determine whether you have met the requirements set out by the Teachers’ Standards for the award of QTS. Trainees who have been progressing through the ITT curriculum and developing their Competencies should have little trouble in demonstrating they have met this standard by the end of training. 
To complete the Stage 3 Report, your Mentor will need to refer to the following:
· Your completed Stage 2 and 3 Portfolio and Development Record
· Their ongoing professional assessment of you against the Competencies for Stages 2 and 3
· The feedback given by other Host Teachers
· Feedback from- and discussions with - Lead Mentors
A Trainee will need to demonstrate they have met all the Teachers’ Standards and the requirements for Personal and Professional Conduct to pass and be recommended for QTS. Full details can be found in the Stage 3 Report document. 
[bookmark: _Int_HFuspmKO]In instances where there are concerns that a Trainee will fail to meet the requirements for QTS, the Trainee will be placed on a Support Plan. The Support Plan will assist them in establishing clear steps towards meeting the requirements for QTS by the end of the course. If the support plan is initiated close to the end of the Stage, it may mean that the School Experience will need to be extended. Trainees who successfully complete a Support Plan continue training as normal. Trainees who fail a Support Plan will be recorded as a ‘fail’ for the Stage. Their result will be referred to the Panel to determine whether a re-sit opportunity will be offered. 
Before the final Stage 3 Report is submitted, a Lead Mentor will ratify and moderate the grades and comments entered by the Mentor. This process ensures parity across the Partnership. Full details on this process are provided during final reporting training. 
Qualified Teacher Status (QTS) - the role of the Stage 3 Panel
All Stage 3 Reports will be submitted to the Stage 3 panel at Leeds Trinity. The Panel will make a final decision on the outcomes for each Trainee, based on the evidence submitted by Mentors and moderated by Link Tutors.

The Panel will give one of two outcomes based on the recommendations supplied:
· Trainee has met the Standards – if the Trainee has met the Standards as outlined in the Stage 2 Report, then they are recommended for the award of QTS. Depending on which academic elements have been successfully completed the Trainee will also be recommended for a Professional Graduate Certificate (L6) or Postgraduate Certificate (L7) in Education
· Trainee has not met the Standards – If the Trainee is deemed to have failed the Placement, as determined by the Stage 3 Report, they will not be recommended for QTS. The Panel will decide whether to offer a resit opportunity in the next academic year
[bookmark: Arriving_at_an_Overall_Grade][bookmark: Grade_2_(Good)][bookmark: Setting_Targets_at_the_End_of_Each_Stage][bookmark: Appendix_1:_Teachers’_Standards]If a Trainee has not met the standards the Panel will look at your academic and placement record and decide on the resit period that you will need to undertake when you are offered a resit:
· 6 weeks – normally given to Trainees who have been unable to complete because they have missed large parts of the final 6 weeks of the course, often due to illness or family circumstances
· 12 weeks – normally given to Trainees who suspended or did not pass or complete a support plan after Easter, or who did not meet the Teachers Standards at the end of the programme
· Whole of Stages 2 and 3 – normally given to Trainees who suspended or did not pass or complete a support plan before Easter, or who did not pass or complete a support plan that was initiated because they did not meet two or more Competencies in the Stage 2 Report, or who failed more than one Teacher Standard at the end of Stage 3.



[bookmark: _Toc204010910]Intensive Training and Practice (ITAP)

Intensive Training and Practice (ITAP) represents a targeted and concentrated component within the ITT curriculum. Its primary purpose is to reinforce your understanding of crucial evidence-based principles essential for effective teaching. The goal is to facilitate the practical application and integration of these principles into your evolving professional practice. As such, our ITAP is meticulously crafted to provide you with pertinent input, structured practice, and constructive feedback. This approach is particularly crucial for addressing specific foundational aspects outlined in the training curriculum, emphasizing the need for meticulous attention to content, critical analysis, application, and feedback.
Our ITAP is delivered with a strong emphasis on evidence-informed, subject curriculum community practice, led by our LTU Subject Tutors as Lead Mentors, and supported by experts from our partnership and subject networks. 

[bookmark: _Toc204010911]What does an ITAP Look Like?

ITAPs will take place across your Centre Based Training and School Experience. Input and examples from expert practitioners from our partnership, opportunities for micro-teaching, digital approximations of practice (simulations and dilemmas) and purposeful feedback will be provided in both contexts. They will be delivered with a blend of professional and subject tuition in your SKAP and PES sessions along with relevant tasks for you to undertake in your school setting with some support from your Mentor. 
The structure, instructions for delivery and learning, and for recording findings, reflections and impact will be provided using a booklet for each ITAP. You will complete these during each ITAP window over your PGCE year. 

[bookmark: _Toc204010912]What principles will your ITAPs address?

Your ITAPs are designed to give you input and understanding on crucial evidence-based principles that are essential for effective teaching in a way that enables you to learn about, plan for, practice, and reflect on the and allow you to embed them into your teaching at points in your training year that they are most pertinent. As such ITAPs 1, 2 and 3 take place in Stage 1 with ITAPs 4 and 5 following in Stage 2. The topics of your ITAPS are as follows, more details on content and specific dates can be found in the ITAP booklets:

ITAP 1: Planning Lessons and Learning Activities
ITAP 2: Signature Pedagogies
ITAP 3: Developing Diagnostic Assessment
ITAP 4: Developing Sequence Thinking
ITAP 5: Embedding Adaptive Teaching

[bookmark: _Toc204010913]How will ITAPs be assessed?

Expert colleagues and Mentors will give feedback and confirm the trainees record of progress across the ITAP using the booklet. The impact of each ITAP should also be shown in their growing effectiveness in the classroom, and this will be reflected in their weekly development records, and other elements of the QTS portfolio. Elements of each ITAP will lead to summative assessed work at L6 and help prepare for L7 assignments. 
ITAP booklets will provide formative work and assessment that build towards your academic assessments at L7, and for those that do not complete L7 will submit your completed ITAP booklets along with both development records and Stage assessment to form your L6 portfolio.
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