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Guidance for Students
Professional Responsibility

When you are a student on a school experience, you are a representative of the University.  In this regard, you have a professional responsibility to yourself, the University and the school to manage your own learning as well as your professional relationships with adults and pupils.  


1. Planning Week 

Phase 1: you will be in school from Monday 06.11.17 to Friday 10.11.17.
Phase 2: you will be in school from Monday 15.01.18 to Friday 19.01.18.

During these weeks, your responsibilities are as follows:

A. Induction:
During the first couple of days, you will need to ask appropriate staff members to provide you with the following:
i. information about the daily routines of the school, its ethos, its staffing & its organisation; 
ii. requirements for your professional conduct;
iii. important school policies:  familiarise yourself with important school policies, including those relating to behaviour, marking and Health and Safety;
iv. Safeguarding: Child Protection: it is extremely important that you have access to the school’s Safeguarding Policy so that you know: (a) how to conduct oneself professionally in relation to the policy; (b) what to do if faced with the disclosure of child abuse or the witnessing of abuse; (c) who the designated teacher for child protection at the school is and how to inform him/her of any relevant information.  This will be in compliance with SWWCTE’s Safeguarding Policy;
v. the school’s educational programme: find out details of the educational programme (the school’s mid term plans) for the period of the experience.

B. Planning: 
As the main purpose of planning week is for you to complete your mid term planning and short term planning for the following week, please ensure that focus on this task during your time in school.
You will need to complete the following planning tasks:
· Mid Term Planning: You must plan in the mid term to satisfy QTS standards. 
· Lesson/Session Planning: you should prepare the plans for the first week during preparation week, and check with the Senior Mentor that these are appropriate. Please follow the University format, which is provided in the documents pack.

C. Teaching Timetable: 
Complete a teaching timetable for the first week of the experience, noting when you are teaching and what you are teaching. Please ensure that you will be able to teach for the minimum of 50% of the available time throughout the experience period.

D. Photographing / Filming Consent Form: 
You must seek consent from the Headteacher to take photographs or to film children.  A copy of an appropriate ‘Consent Form’ can be found in the documents pack.
 
E. Assessment of your file at the end of preparation week: 
On Friday 10.11.17 and Friday 19.01.18, the Senior Mentor/Mentor will sign the form provided to confirm that the preparation week has been successful, and that the school is happy with the standard of your planning file. 
	
F. Meeting with your PTE tutor (in university):

Phase 1: Monday 13.11.17
Phase 2: Monday 22.01.18

During your initial communication with your PTE tutor, you will be given an appointment to meet with him/her following your planning in school. The tutor will check that your file is in order, and will sign the confirmation form on behalf of the University. 

2. Teaching Workload 

A. Minimum teaching experience workload:
You must plan and teach for a minimum of 50% of the total time available. 
In Foundation Phase settings, or settings where the curriculum is delivered in an integrated manner, it is acceptable for you to identify blocks of time where you are responsible for “teaching” children as individuals, in groups or as the whole class as part of the daily routine (e.g. news time, reading with children). 
Time should only be counted as “contact time” if you are taking an active, leading role in the activity.

B. Exceeding the teaching experience workload: 
· Within reason, to develop independence, it is acceptable that you teach individual days or half days e.g. when the mentor is on a half day/day course, as long as the school has made a risk assessment of the situation and is happy with the arrangement. (Under examination conditions, it is unacceptable for you to undertake work that would be carried out by a supply teacher.) 
· In any circumstance where the 50% may be exceeded, the Senior Mentor/Mentor and PTE tutor will need to agree to specific arrangements to ensure fair play (e.g. reducing the planning load for additional lessons/sessions). 
· If you are concerned that you are exceeding your workload significantly, please contact your PTE tutor.


C. A significant shortfall in the teaching experience workload:
 If it becomes evident during the experience that your teaching falls well short of the 50% minimum requirement, discuss this shortfall immediately with your PTE Tutor, as you are not being given the opportunity to fulfil the agreed demands of the teaching experience examination. (A case where there is a significant shortfall by a student in his/her teaching is a far more serious examination matter than a case where the workload has been exceeded.)

D. Your responsibility when not teaching:
Throughout the experience, you should be actively involved in providing support to pupils under the guidance of the class teacher if you are not teaching.

[bookmark: _GoBack]E. PPA:
You are not entitled to PPA, although your mentor may suggest that you spend some of his/her PPA time with them in order to plan and prepare.


3. Attendance

As teaching experience assesses your professional qualities, attendance is considered a very important aspect of the assessment. 
During University-based sessions, you will have been made aware of the following:
· To gain QTS, a ‘sustained and substantial period’ of teaching has to be demonstrated.  If your attendance is not sufficient, you may have to teach an additional period, or repeat the whole experience, if examiners believe the nature of the absence requires this.  As a guiding principle, any absence period in excess of three days is an issue for examiners (not necessarily 3 consecutive days absence).  
· Personal Attendance Record: you must complete a ‘Personal Attendance Record’ which your Senior Mentor/Mentor will sign regularly.
· Procedure for absence: 
i. In any case of absence, you must phone the school and email the partnership email account first thing in the morning on the first day of absence so that everyone knows the situation.  The partnership team will inform PTE tutors.  
If you are unable to phone, then you should ask a friend, a partner or a relative to phone.  
ii. If requesting a day’s leave of absence for any reason, such as representing the University, or attending a funeral, a ‘Request for Leave of Absence Form’ must be completed and approval given by the headteacher, the PTE tutor and the partnership team.  
iii. For absence periods of two to three days, a ‘Self Certification Form’ is required; this needs to be signed by you and forwarded to the partnership team.   
iv. For periods in excess of 3 consecutive days, a medical certificate is required. It may be necessary for you to pay a fee for this as it is within a seven day period.  
It is vitally important for examination purposes that you forward the original medical certificate to the partnership team as a record of illness.  The medical certificate will provide important evidence of illness when your case is being discussed in the appropriate examination boards.
· Failure to report absence: If for any reason it is found that you have not informed both the school and the partnership team of absence, this is recorded as ‘unprofessional conduct’, and you will receive a letter to this effect - with copies provided to all examiners.  

4. The teaching experience periods:
Phase 1:  14.11.17 – 01.12.17
Phase 2: 23.01.18 – 15.02.18

A. Monitoring your own progress:

During the experience periods, it would be useful for you to regularly check the following:
· PTE Working File: check that the file is regularly updated, with lesson/session plans provided in advance of lessons, and daily ARC reflections completed promptly. 
· Lessons planned/lessons taught form and attendance record: complete daily.
· Observation Notebook: complete the notebook regularly with comments relating to all pupils.
· Assessment of pupils’ work: mark/assess pupils’ work appropriately and promptly, following the school’s marking policy. 
· Tracking and Target-setting Record: complete daily.
· Displays: 
· KS2: during the KS2 experience, you must prepare one display of children’s work;
· Foundation Phase: during the FP experience, you must prepare one display of children’s work or a portfolio of work examples across the curriculum (a Learning Journey).
· Portfolio of Evidence for 2 pupils: you must collect the work of two FP & two KS2 pupils of differing abilities in order to reach summative assessments at the end of each period.
· Pupil profiles for the same 2 pupils: prepare summative comments regarding the pupils’ competence in all subjects/ areas of learning taught during the teaching experience periods. 
· End of Week Reviews: complete the End of Week Review form towards the end of each week. Ask your Mentor/Senior Mentor to confirm that the judgements you have made on your own competence are appropriate. The Mentor/Senior Mentor will only sign the form when they are satisfied that the judgements reflect your progress appropriately.
· Professional Development Portfolio (PDP): throughout the experience, please ensure that you collect evidence against the QTS standards. You may do this with the Senior Mentor/Mentor if appropriate.

B. Lesson/session Observations:
· During each phase, the school is responsible for assessing TWO lessons/sessions whilst the PTE tutor will observe one lesson/session during his/her visit to the school. If necessary, the moderator will observe an additional lesson/session. 
* This means that each student will receive 6 formative assessments throughout the PTE.
· You will be observed regularly, from the beginning of the experience, in order to track your progress throughout the period. 
· You will receive feedback regularly. This feedback can be oral or written. 
· Formative assessment forms: these will be completed promptly following each lesson/session observation, and available to you within 48 hours.  This will ensure that you have every opportunity to work towards the targets set. If you have not received these within the time limit, please contact your PTE tutor.

C. Accepting and acting on advice:
Accept and act on the advice given by examiners, including Senior Mentor/Mentor, other staff and your PTE Tutor.  Work specifically on the targets for improvement which will be described in your formative assessment reports.  This is particularly important if you are to succeed and do well. 

5. Failing teaching experience or withdrawing due to illness or personal problems  

Failing the Professional Teaching Experiences module is very different from failing other modules within the Programme of Study as there is a need to find an appropriate period in the University’s timetable in order to be re-examined. The only way the University may meet the requirement of re-examination is to arrange a full experience in the following academic year.  The same principle would also apply if you were to withdraw due to illness or personal problems. 

Procedure to follow if you are having difficulties:
· In a case where you are encountering difficulties, it is vitally important that you INFORM YOUR PTE TUTOR IMMEDIATELY.  
· If the school and/or university tutor judges that you are a ‘Cause for Concern’, you will be notified immediately, and the procedure will be explained to you.
· In these situations (if appropriate) the University has a duty of care to provide intense support, both to you and the school. 
· In any decision to fail, this will be made collaboratively between the Mentor/Senior Mentor, the PTE tutor and the Moderator.  
· Following the decision to ‘’Fail’, it is the Moderator who will record this in writing, noting the reasons why you are ‘failing’ in relation to the teaching standards failed for the experience.  

6. The role of the examiners DURING teaching experience.

During the teaching experience period, there are several people involved in the examination process. 

i. Senior Mentor/Mentors: formally observes the student teaching four lessons and will write four formative assessment reports (2 in FP and 2 in KS2).
  
ii. PTE Tutor: observes the student teaching two lessons/sessions and will write 2 formative assessment reports. If you experience difficulties, the PTE tutor will make a visit at any time to provide intense support. The PTE tutor will also ascertain whether or not you are being examined fairly compared with his/her students in other schools.

iii. Moderator: will provide additional support and will additional assessments to you if you are experiencing difficulties. In any case of a student failing the teaching experience, it is the Moderator, following consultation with fellow examiners, who will write a final assessment - noting which teaching standards have not been achieved. 
 
iv. External Examiner: moderates the assessment of students on teaching experience by observing a sample of students from all levels of performance that contribute towards the award.   To this end, the External Examiner will visit between 6 and 8 students of varying ability towards the end of the experience.  You will be informed in advance of the External Examiner’s visit.

8.   The role of examiners AT THE END of the teaching experiences

1.  The Senior Mentor/Mentor and PTE tutor will consider ALL evidence when deciding whether you have demonstrated competency within the QTS standards, including:
· the content of the Professional Teaching Experiences Working File 
· the content of the formative assessment reports including commentaries and judgements 
· what pupils have learnt with you over the experience period
· the evidence provided within the End of Week Reviews the frequency of the performance against the QTS standards during the teaching experience period.

2. The Senior Mentor/Mentor will prepare the summative assessment, providing evidence from both phases to show your attainment in each of the following cells:

S1 	Professional Values and Practice 
S2 	Knowledge and Understanding  
S3.1 Planning, expectations and targets
S3.2 Monitoring and Assessment 
S3.3 Teaching and Class Management  
	Oral and Written Communication Skills.  

3. The Senior Mentor/Mentor will provide you with summative feedback, including your status and the evidence for that decision. Your Senior Mentor/Mentor will also highlight targets to be met during your next teaching experience.
4. You will be able to access the summative assessment via the SWWCTE website. If you do not see this before the end of your placement period, please ask your senior mentor to submit it. 
5. The Senior Mentor/Mentor will support you with your Professional Development Profile. You will need to consider your strengths and areas for further development during your next teaching experience.


9.   Contacts:

	South West Wales Centre of Teacher Education website:	

	http://swwcte.ac.uk
	
Faculty Office: 
Phone number: 01267 676914
Email: partnership@uwtsd.ac.uk
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