The PTE Electronic Teaching File 
The File should be kept up to date and the access link to the electronic file on ‘OneDrive’ shared with the Class Mentor, Senior Mentor, Network Lead and University Tutor (Professional). The Class Mentor should review the File on a weekly basis with a focus upon specific aspects (see the column on pages 25-27 in the APLP Handbook). 

The following sections are required in the teaching file:
SECTION 1: General information 
· QTS Standards
· Daily attendance record
· Record of lessons/sessions prepared/taught
· Weekly timetable:   The student-teacher teaching responsibilities are outlined; this should have been discussed and agreed with the Class Mentor by the Friday before the following week, at the latest. The University format should be followed. 

SECTION 2: The school context
· A brief description of the school and its catchment area
· Details of how the children are grouped/set (as appropriate) 
· School policies that connect to teaching and learning strategies, discipline, bullying, safeguarding, to include the contact details of the designated Safeguarding member of staff 
· ‘Permission to Take Photos/Film Children’ form 

SECTION 3: Planning 
· Mid Term: Receive school planning requirements for the placement period and include in the PTE File. In the absence of school plans, the ‘Overview/Mid Term Planning/ Programme of Study/Scheme of Work’, template should be used to plan a sequence of lessons (available on Moodle to complete and upload on ‘OneDrive’)
· Lesson plans, evaluations and reflective analyses: Plans should be prepared for each teaching session following the University format; the learning experience should be evaluated as soon as possible after each lesson/session using the University format and then a reflective analysis should be completed noting areas for development (in terms of personal targets for progress). 
· Planning for enhanced provision: Student teachers in the Foundation Phase should complete the boxes in the University form for planned enhanced activities and include learning objectives where appropriate.

As the teaching file is public, student-teachers should not include anything that could be considered a breach of confidentiality in terms of information provided, or that could cause offence to others.  


Y Ffeil Addysgu Electronig (PAP)
Dylid cadw’r ffeil yn gyfredol ac fe ddylai darpar athro rannu’r ddolen gyswllt ar gyfer y ffeil electronig ar ‘Onedrive’ gyda’r Mentor Dosbarth, Uwch Fentor, Arweinydd y Rhwydwaith, a’r Tiwtor Prifysgol (Proffesiynol.)  Dylai’r mentor wirio’r ffeil addysgu yn wythnosol gan ffocysu ar agweddau penodol (gweler y  golofn ar dud. 25- 27 yn Llawlyfr PDPA).   

[bookmark: _GoBack]Disgwylir yr adrannau a ganlyn yn y ffeil addysgu:

ADRAN 1 : Gwybodaeth gyffredinol
· Safonau SAC 
· Cofnod presenoldeb dyddiol 
· Cofnod o wersi/sesiynau a gynlluniwyd/ addysgwyd 
· Amserlen Wythnosol: Amlinellir cyfrifoldeb addysgu’r darpar athro; dylai fod hyn wedi cael ei drafod gyda’r mentor dosbarth, a’i gytuno, erbyn y dydd Gwener cyn yr wythnos ganlynol, fan bellaf. Dylid dilyn fformat y Brifysgol.

ADRAN 2 : Cyd-destun yr ysgol
· Disgrifiad byr o’r ysgol a’i thalgylch
· Manylion y ffordd y caiff disgyblion eu grwpio/setio (fel y bo’n briodol)
· Polisïau’r ysgol sy’n gysylltiedig â strategaeth dysgu ac addysgu, disgyblaeth, bwlio, diogelu gan gynnwys manylion cyswllt y swyddog amddiffyn plant dynodedig (yn electronig). 
· Ffurflen ‘Caniatâd i Dynnu Lluniau / Ffilmio Plant’

ADRAN 3 : Cynllunio 
· Tymor canolig: Derbyn cynlluniau’r ysgol am y cyfnod addysgu a’u cynnwys yn y ffeil PAP. Yn absenoldeb cynlluniau'r ysgol, dylid defnyddio templed 'Gorolwg/ Cynllunio Tymor Canolig/ Rhaglen Astudio/ Cynllun Gwaith’ i gynllunio cyfresi o wersi. (Templed ar gael ar Moodle i’w gwblhau a’i lwytho ar ‘OneDrive’). 
· Cynlluniau, gwerthusiadau a dadansoddiadau adfyfyriol dyddiol: Dylid llunio cynlluniau ar gyfer pob sesiwn addysgu gan ddilyn fformat y Brifysgol; dylid gwerthuso’r profiad dysgu 
cyn gynted ag y bo modd ar ôl pob gwers/sesiwn gan ddefnyddio fformat y Brifysgol ac yna cwblhau dadansoddiad adfyfyriol gan nodi meysydd i’w datblygu (o safbwynt targedau personol ar gyfer cynnydd).  
· Cynllunio i Gyfoethogi’r Ddarpariaeth: Dylai darpar athrawon yn y Cyfnod Sylfaen ddefnyddio ffurflen y brifysgol i nodi gweithgareddau cyfoethogi a chynnwys amcanion dysgu pan yn briodol.

Gan fod y ffeil addysgu yn gyhoeddus, ni ddylai darpar athrawon gynnwys unrhyw beth y gellid ei ystyried yn dor-cyfrinachedd gwybodaeth a ddarparwyd nac a allai tramgwyddo pobl eraill.


