	
	
	



PTE WEEKLY CHECKLIST FOR STUDENT TEACHERS
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	WEEK 1 (12.1.23 - 20.1.23)
	Completed
	WEEK 2 (23.1.23 - 27.1.23)
	Completed

	There is an expectation that the following points will be completed every week

	Ensure you have planned your lessons for the week and shared with your mentor 48 hours before they are taught.
	
	
Ensure you have planned your lessons for the week and shared with your mentor 48 hours before they are taught.

	

	Complete two formal lesson plan evaluations.
	
	Complete two formal lesson plan evaluations.
	

	
Update your Learning Journal with Mentor comments and feedback from lessons and your own reflections. 
 
	
	Update your Learning Journal with Mentor comments and feedback from lessons and your own reflections.

	

	Complete your weekly reflection and targets ready for your weekly meeting with your mentor.
	
	
Complete your weekly reflection and targets ready for your weekly meeting with your mentor.

	

	
Have your weekly meeting with your Class Mentor.

	
	Have your weekly meeting with your Class Mentor.

	

	Collect any evidence needed for your PLP
	
	
Collect any evidence needed for your PLP

	



	  To be completed during Weeks 1 + 2 (12.1.23 - 27.1.23)
	

	Share your PTE Electronic (OneDrive) File with your Class/Subject Mentor, Senior Mentor, Network Lead, University Tutor (Professional)
	

	Download a copy of all the necessary documents from Moodle into your OneDrive file – Lesson Plan Template, Absence Forms, Attendance Forms, 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 
	


	  To be completed during Weeks 1 + 2 (12.1.23 - 27.1.23)
	 

	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). 
	 



	  To be completed during Weeks 1 + 2 (12.1.23 - 27.1.23)
	
Completed 

	 Ensure you upload your agreed timetable to your OneDrive. (75% teaching load by week 4)

	 

	 Take a whole class activity that you have planned for in order to get to know the class – eg icebreaker, circle time, story.

	 

	 Introduce yourself to parents/carers using the online platform your school uses.

	 

	 Mix and integrate with other members of staff in briefings, breaks, lunchtimes, to further develop your awareness of the school team.

	

	Observe a school/class assembly.
	

	 Continue to explore teaching resources in the classroom and in shared areas.

	 

	 Discuss groupings of children within the class with your mentor and how this is organised. Talk about the classroom layout and organisation and discuss possibilities of changing this for particular lessons, if appropriate, with your mentor.  
	 

	 Discuss the class teacher’s strategies for differentiation and how all children in the class can be supported and challenged effectively.

	 

	 Using the school’s behaviour policy, demonstrate a range of classroom strategies to promote expected behaviour in order to create a positive and challenging working atmosphere, reinforced through positive praise.

	 

	 Document your non-teaching timetable activities in your Learning Journal.

	

	Discuss the inclusion of Welsh Language development in your lesson plans with your Welsh Language Mentor.
	



	WEEK 1 (12.1.23 - 20.1.23)
	Completed
	WEEK 2 (23.1.23 - 27.1.23)
	Completed

	STUDENT TEACHER COMMENT 
	
	STUDENT TEACHER COMMENT
	

	SIGNATURE:
	
	SIGNATURE:

	

	TEACHER MENTOR COMMENT 




	
	TEACHER MENTOR COMMENT




	

	SIGNATURE:
	
	SIGNATURE:
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