	
	
	



PTE WEEKLY CHECKLIST FOR STUDENT TEACHERS
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	  Preparation Period 08.01.24 - 12.01.24
	

	Make sure your links to your PTE3 file and PLP on SharePoint are working and your Class Mentor, Senior Mentor, Network Lead and Professional Tutor have access.
	

	Download a copy of all the necessary documents from Moodle into your OneDrive file – Lesson Plan Template, Request for Photography, Timetable
	

	Share your Action Plan with your Mentor. Discuss your targets and action steps.
	

	Check expectations around professional behaviours in school – expected arrival and departure times, car parking, staff room, time of morning briefing, dress code, working spaces, use of photocopier, day of INSET sessions, sign-in and absence procedures and security, fire procedure.
	

	Obtain copies of the school’s policies and familiarise yourself with their contents (Safeguarding, Marking, Health and Safety, Behaviour Management etc.) 
	

	Ensure that you know who the school’s Designated Safeguarding Person (DSP) are and where they are based familiarise yourself with procedures in your setting.
	

	Obtain a copy of the class timetable and familiarise yourself with its contents. Ask your Class Mentor which groups you will be working with and when PPA takes place. Upload a copy of your timetable to your OneDrive.
	

	Talk to your Class mentor about the specific needs of the children in your class / classes and read supporting documentation accordingly. Discuss the involvement of outside agencies in relation to the children in your care.
	

	Meet with support staff that are based in your class or year group. Find out about their role in supporting the class and/or any particular children.
	

	Timetable your weekly meetings with your Class mentor. 
	

	Share your Learning journal and explain its role in your PTE 
	

	Familiarise yourself with where shared resources are located (photocopier, first aid stations, resource cupboards etc), and where resources are located in the classroom.
	 

	Spend time observing the way in which your Class mentor handles transitions, for example - classroom routines, behaviour management strategies, taking the register etc.  
	 

	Arrange to observe other staff members in the school. Compare similarities in their approach to teaching and learning and identify key features of the school’s ethos. 
	 

	Make contact with your Welsh Language Mentor and collate school-based information.  
	

	Discuss the wider responsibilities of being a teacher in a school environment. Volunteer to support during break duties and extra-curricular clubs.  
	 

	Arrange a meeting with a Senior Leader – to get a greater understanding of the context of the school. Discuss the community that the school serves, the aims and ethos of the school, the challenges it faces and the priorities for upcoming academic year. 
	 

	Document your weekly professional learning timetable with Network Lead and / or school-based mentor. 
	 

	Connect with any NQTs who may be working in the school and develop a professional relationship (this will be a support mechanism for your QTS pathway). 
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