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Introduction
Many thanks for your commitment to the Graduate Teacher Programme (GTP).  The University of Wales Trinity St. David (UWTSD) is delighted to work in close partnership with mentors and trainees on the GTP.   
The overall aim for the GTP is that trainees recommended for Qualified Teacher Status (QTS) should combine proven knowledge of subjects with the skills needed to be effective in the classroom; the ability to enthuse and inspire their learners is paramount.
This handbook is designed for trainees, university tutors, mentors and heads of department.  UWTSD values the high level of professionalism modelled by key figures in school and their willingness to share good practice. GTP trainees should be given opportunities to observe, work alongside and participate in teaching with skilled teachers across the full age range for which they are being trained.  Accessing information, receiving clear expectations and gaining regular feedback are essential for both the personal and professional development of GTP trainees.

Safeguarding
Please ensure all trainees receive and understand the safeguarding/child protection policy on arrival at the school and are made aware of the designated child protection officer within the setting.
Trainees will receive the Code of Conduct from the EWC: https://www.ewc.wales/.../code-of-professional-conduct-and-practice-pdf

Trainees will be expected to read and understand the University’s Safeguarding Policy, available on the website: https://www.uwtsd.ac.uk/about/strategies-and-policies/).








Roles and Responsibilities
All GTP programmes in Wales are managed and delivered by the three providers of teacher training: Yr Athrofa (UWTSD), Cardiff Metropolitan University & CABAN.
The partnership between schools and Yr Athrofa is fundamental; the unique nature of the employment-based route for initial teacher education and training requires each partner to play a distinctive contribution to the programme.
For further details of the respective roles and responsibilities, see accompanying hand-out ‘Roles and Responsibilities’.

Programme Structure
The GTP programme is structured predominantly around a trainee’s individual action plan which should be finalised by the end of September. It is essential that a record of all training days is kept throughout the programme (see p13 and 14).
[bookmark: _Toc299458892]
University-led study
Elements of the QTS Standards which cannot be met at school require specialist study at the University, where trainees will attend lectures, workshops and tutorials.  Trainees must spend 10 days undertaking university-led training as directed by Yr Athrofa. The dates and topics will be shared in the initial GTP session.
[bookmark: _Toc299458893]
School-led training
As the GTP is an employment-based route into the teaching profession, the majority of the programme will take place within the school-based settings. Trainees must have the opportunity to teach across two or more consecutive key stages/ age ranges as stated in the 2015 (2015 No.1) scheme. 
A minimum of 10 days must be spent teaching in a contrasting school setting. This time may be counted as part of the 50 school-based training days (distinct from the teaching timetable). 
The responsibility to provide school-based training lies with the school. However, the following list provides guidance for mentors and trainees when considering the range of appropriate activities within the training days:
· shadow staff (e.g. pastoral lead) and team teach;                                                                    
· monitor specific subjects;                                        
· attend parents’ evenings (shadowing);
· observe and contribute to pupil progress meetings;
· receive FSM strategy input;
· engage with cluster school training provision, e.g. visit pioneer schools;           
· explore opportunities for partnership work, e.g. local college projects;   
· attend LEA provision and bespoke ‘in-house’ training, e.g. Outstanding Teacher Programme;                                                           
· observe good practice (see p.11);
· undertake INSET training, including ’development’ input during staff meetings;  
· instigate book trawls and learning walks;
· research school policies and implementation (child protection, behaviour etc.);
· visit an ‘outstanding’ school; 
· organise a school visit (risk assessment etc.);
· link with schools working with a high proportion of EAL learners;  
· support reading buddies or ‘catch-up’ sessions;  
· explore transition links, e.g. feeder schools, meithrin meetings, home visits etc.;
· observe and contribute to nurture/ intervention sessions;
· visit schools with recognised achievements e.g. Rights Respecting, ECO etc.;
· carry out DATA recording and analysis e.g. scrutiny and moderation;
· mentor a ‘borderline’ pupil;
· commit to extra-curricular activities (training and support);
· plan and deliver an assembly;
· join staff enhancement/ innovation groups, PLC, T&L triads etc.;
· visit Special Educational Needs (SEN) and/or Visually Impaired (VI) units.

MENTORS ARE RESPONSIBLE FOR:
· managing trainees’ learning and helping them use a range of teaching strategies suited to the pupils they teach; 
· guiding and supporting trainees’ professional development;
· ensuring they have access to a range of experiences and resources including ICT; 
· providing trainees with an incremental model of learning and monitoring their progress and 
· taking the leading role in assessing students against the Standards for the Award of QTS.

During the initial stages of the first term:
· become familiar with the GTP documentation;
· disseminate departmental/ whole school expectations and requirements to trainee;
· give guidance and access to details of departmental/ whole school routines and practices; distribution and discussion of Schemes of Work; 
· plan for and ensure that trainees have opportunities to observe good teaching; 
· plan for and provide opportunities for trainees to engage in collaborative teaching with experienced teachers;
· set aside time for the distribution and discussion of key departmental/whole school policies (e.g. safeguarding, teaching and learning, homework, assessment, behaviour management etc.) and
· give priority to the sharing and discussion of health and safety policies and procedures with trainees.

Regularly throughout the programme:
· ensure trainees receive constructive, written and oral feedback on observed teaching, including clear targets. Verbal feedback should be given by the end of the day during which the observation has occurred, with written feedback given within 2 working days (3 formative reports to be uploaded per half term);
· monitor trainees’ progress throughout each week and provide clear and constructive oral feedback communicating strengths and areas for improvement;
· monitor trainees’ planning & evaluation of lessons through scrutinising the planning file as well as the PLP (on the EWC website);  

· encourage trainees to evaluate and reflect upon their teaching (lesson evaluations and weekly reviews should be kept up-to-date);
· monitor the quality of trainees’ pupil assessment records;
· monitor  professional conduct and report any concerns to the GTP coordinator;
· monitor the quality and organisation of  trainees’ ‘paperwork’ and record keeping; 
· hold ‘End of Week Review’ meetings with trainees to discuss progress and offer appropriate support and challenge. Ensure that as they become more competent they are given new challenges;
· ensure that other teachers involved in the mentoring of trainees are briefed thoroughly on their roles & responsibilities and
· co-ordinate the mentoring when it is shared by teachers within the same class or department.

During the final stages of the programme:
· it may be appropriate for observations to take place less frequently, but this must be discussed and agreed by the mentor, tutor and trainee;

· monitor the completion of the PLP (the university tutor will offer specific guidance regarding evidence);
· provide guidance for the student  to complete their Career Entry Profile (CEP); 
· attend the Final Presentation Day (25th or 26th June 2020).

An accompanying ‘Roles and Responsibilities of Participants of the GTP’ summary document has been produced. 

Quality Assurance
The maintenance of quality assurance in every aspect of the programme is crucial to success. Any concerns relating to quality assurance issues, such as trainees causing concern or inconsistencies in assessment or support, should be reported immediately to the programme co-ordinator. 



Cause for Concern (Contingency) 

‘Cause for Concern’ designation means that progress is regarded as falling short of the requirements to meet one or more of the Standards for the Award of Qualified Teacher Status. This usually relates to practical teaching, but can also refer to general aspects, e.g. personal and professional conduct. 
Any trainee who is cause for concern during the first part of the programme and/or who is failing to reach the required standard will be identified by the tutor and the mentor. Their case will be discussed by mentors and tutors in the University and a course of action will be decided. The Recommending Body and/or the school reserve the right to terminate a programme at any time.

Early identification of ‘Cause for Concern’ allows time for additional training and support in order to assist the trainee to meet the required Standards. The key steps of the procedure are outlined below.

1. Concerns resulting from progress in Term 1 regarding expected progress towards achieving the necessary QTS Standards will be identified by the Mentor and/or University Tutor and communicated orally to the trainee and in writing on the Interim Report written by the school. A copy of this Report should be given to the trainee and university tutor; earlier warnings may be given if appropriate. 

2. Action Plan. This is reviewed on a termly basis, following discussions with the university tutor and mentor; it must address specifically identified areas of concern. The Action Plan should be completed by the trainee and mentor and approved by the university tutor.

3. Progress in Term 2 must be monitored and documented and a copy of the Action Plan will be given to the trainee’s mentor. Progress should be monitored against the Action Plan and clearly documented in notes to trainees and on formative reports. 

4. Cause for Concern designation at the end of Term 2 (whether newly emerged or continuing) means that there are significant concerns about the level of achievement in one or more of the Standards, indicating that the trainee is at risk of failing. 

5. Trainees giving serious cause for concern will be asked to attend an interview with the GTP Programme Coordinator to consider their future position on the GTP programme. The trainee is entitled to be accompanied by someone of his/her own choice. 

6. Progress in Term 3 will be monitored closely and documented.  A specific timetable will be negotiated, concentrating on class teaching and focused observation. Cause for Concern trainees will receive more frequent lesson assessments, including two by senior colleagues. The trainee may receive an additional visit from the GTP coordinator. 

Focused Observation of Good Practice 

Focused observations are an important part of becoming a reflective practitioner. Mentors need to support trainees so that they retain a focus on the impact of their teaching on children’s wellbeing, progress and achievement. 


Observing teaching:

Prior to undertaking any observations, trainees must negotiate a focus with the mentor and any staff. Negotiations need to take into consideration any specific experiences and targets identified in the trainees’ weekly reviews. Trainees should:

· plan their observations taking into account key questions that relate to the focus; 

· record what they have seen on the relevant GTP proforma;

· following the observation, take part in a professional dialogue  and ensure that written comments are an accurate record of the event observed; 

· reflect on observations, considering the differences between curriculum areas and key stages e.g. identify generic issues, age specific etc., and how these impact on teaching and pupil learning. 

Observing learning:
· negotiate a focus with the mentor/university tutor and identify the children who will become the focus of the learning observation;

· ensure that they record relevant details about each child; 

· make appropriate observations using suitable school formats.



Trainees’ Files
Files must be maintained electronically and easily accessible to mentors & tutors. They must be well organised and clearly labelled for easy navigation. The content must take into account the ethics of the profession concerning the rights and sensitivities of individual children, other professionals and adults.
Files are intended to be useful working documents, and provide a record of growing professional understanding and thinking. They also:

· provide the main element of the evidence for assessing trainees’ progress towards achieving the QTS standards;

· record the preparation and planning necessary for effective teaching and learning;

· act as an immediate guide/reference point to trainees in their classroom work;

· hold appropriate records of children’s progress;

· contain trainees’ evaluations and reviews of their teaching and

· provide evidence of all meetings attended, as well as university-based and school-led training (see school-led training).


Trainees undertaking the programme must collate GOOD QUALITY examples of evidence against the QTS standards and reflect on professional learning relating to them. Trainees completing the programme within one or two terms are still expected to provide evidence for each standard. 
Guidance will be given during the university-based days.







[bookmark: _Toc299458895]Session Assessments and Reporting Procedure
Regular formal session observations should be carried out by the school mentor or designated staff member (3 per half term). During each half term period, the university-based tutor will visit to observe one lesson. For moderation purposes, a joint session observation will be carried out by the university-based tutor and the school mentor during the Autumn term. Mentors must also complete an interim report during February/March 2020 following a full consultation with the trainee. This should be emailed to the GTP office.

Final Assessment Arrangements

A final visit will be carried out by the university tutor, followed by a final audit of the QTS evidence file. Files must be completed and ready for inspection on the designated date. The final assessment procedure will also include a Final Presentation Day* where trainees are required to give a ten minute presentation on a key aspect of professional development (more details will be given in due course).  All files must be assessed and signed by a tutor prior to the Final Presentation Days (25th and 26th June 2020). 
*Trainees undertaking a shorter programme will be given a final assessment date as appropriate.


External Examiner Visit
A small sample of trainees will be selected to receive a visit from Caroline Montgomery (external examiner). Trainees will be notified in advance.



Training Record: University –led training (minimum 10 days)
	
No:
	
Session title:

	
Brief outline of session content:
	
Date:

	
1
	Registration



	
	Wednesday 18th September 2019 


	
2
	Numeracy/ Literacy Audits &
Learning Theories  and Reflection


	
	Wednesday 16th October 2019  

	
3
	
Behaviour Management and working with MAT learners 



	
	Wednesday 20th  November 2019  

	
4
	
Preparation for Interim Review and Digital Competence/Creative Technology



	
	Wednesday 11th December 2019

	
5
	
Stop it Now – safeguarding & 
Mental Health and well-being   

	
	Wednesday 15th January 2020    

	
6 & 7
	
Show Racism the Red Card/ NEU conference


	
	Tuesday 11th & Wednesday 12th February 2020


	
8
	
Welsh in the Classroom and Supporting EAL Learners


	
	Wednesday 13th May 2020  

	
9
	
Career Entry Profiles, exit audits and EWC Registration



	
	Wednesday 24th June 2020

	
10
	
Final assessment days


	
	Thursday 25th or Friday 26th June 2020








Training Record: School-led training (40 days)
	Session title
	Context and additional comments

	Session length

	Date/s

	

	



	
	

	

	



	
	

	

	



	
	

	

	



	
	

	

	



	
	

	

	



	
	

	

	



	
	

	

	



	
	

	

	



	
	

	

	Total hours

	



	

	Total days

	





Contrasting school Placement Review (10 days)

It is important to identify targets from the second school placement and to review your experience. Use the following questions to assist post-placement reflection:

· What learning/ teaching experiences did you find most significant for your professional development? Why? 

· What aspects of the second school environment did you find challenging? Why?

· How did you respond to challenges? What would you do differently?

· What were the main learning points from this experience? How will you adapt your teaching to accommodate these?
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