
 

  
 

Primary PGCE 

Lines of Communication: Who do I ask if I have a query or a concern? 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have a query relating to procedures, timetables or locations, have you first checked all the necessary documentation for your year group, 

including booklets and notices on Moodle? 

If you have a personal concern or an 

academic query (e.g. in relation to 

your academic writing); 

If you have a concern or query in 

relation to your professional practice; 

If you have a query relating to a 

particular module (including the 

content, tasks or assignment); 

If you have a general query e.g. about 

timetables or you wish to notify us of 

an absence; 

Please make contact with your 

Personal Tutor initially (via email) to 

arrange a time to meet. 

 

If your professional practice has not 

yet started please contact your 

Personal Tutor 

If your professional practice has 

started then please contact your 

Mentor (school based trainer) and/ 

or your PTE Tutor (University based 

tutor). 

Please contact the individual module 

lead in the first instance. 

Please contact the Primary PGCE 

Admin team via email and copy your 

module and programme lead into the 

email. 

P_PGCE@uwtsd.ac.uk 

For wider support outside of the faculty please access Student Services. 

Student Services:  professional support service providing high quality information, advice, guidance, practical and emotional support. 

Swansea Campus - Tel: 01792 481206     Email: student.services@uwtsd.ac.uk 

If necessary your personal tutor, PTE tutor or module leader will refer your queries or concerns on to your Programme Lead or most appropriate 

contact. 
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Expectations 
 

 

Tutors will respond to emails at the earliest possible 

opportunity. Please do not expect a response outside of 

office hours. 

Only use your University email for communication.  

We will endeavour to respond within 2 working days (not 

including weekends/holidays.  

 

All tutors will have an out of office email if the two day 

turnaround is not likely. Another point of contact will be 

provided. 

Please remember to write your email in a professional 

manner  

Students Staff 

University policy means that, unless we have written permission to do so, we cannot discuss your 

training with anyone other than you.  


