THE PTE FILE
The following sections are expected in the training file:

	
SECTION 1:  General Information


	· Trainee’s name, class mentor’s senior mentor’s, head teacher’s tutor’s names;
· Contents page;
· QTS Standards (A5)
· Trainee Attendance Record (C12a)
· School Training Records (C14b)




	
SECTION 2:  The School Context


	· A brief description of the school and its catchment  area, with plans of buildings and classrooms if appropriate;
· The names and ages of the children in the class, plus a classroom ‘map’ of where children are normally seated (if appropriate);
· Details of how the pupils are grouped/set as appropriate
· Details of any particular aspect of classroom/school organization which is regarded as important;
· School policies relating to learning and teaching strategy, discipline, bullying, safeguarding including the contact details of the designated office for child protection.




	
SECTION 3:  Long and medium term planning for the placement


	· Outlines or curriculum planning for the duration of the PTE provided by the school;
· SWWCTE medium planning documents (C1a, C2a-c), completed by the trainee for the curriculum areas for which they have responsibility.




	
SECTION 4:  Detailed short term weekly timetables (to be completed in advance)


	· The trainee’s teaching responsibility is set out; this should have been discussed with the class mentor and agreed, at the very latest, by the Friday prior to the planned week.



	
SECTION 5:  Daily plans and evaluations


	· Plans should be drawn up for every teaching session using the appropriate SWWCTE planning proforma(s), C1b, C2d;
· One ARC evaluation should be completed daily, following guidance provided;
· Lesson plans should be kept chronologically in section marked ‘Week 1, Week 2’ with file dividers labelled accordingly.  ARC forms should follow the appropriate daily plans; one or two anonymised examples of children’s work may be included for exemplification.



	SECTION 6:  End of week reviews and Audit of School Experience

	· The end of week review (C4) should be completed weekly by the trainee following discussion with the class mentor and signed by both;
· Targets set in one week should be explicitly reviewed in the following end of week review;
· At the end of PTE1/2 the trainee will be expected to complete an Audit of School Experience (C19); this should be signed by the mentor.



	SECTION  7:  Assessment of and for learning

	· Formative and summative group / class records;
· Records of individual children’s work, including records of assessment in order to inform future provision;
· Samples of pupils’ literacy and numeracy work for use in the problem-based learning task.




	
SECTION  8:  Supplementary material and work in progress


	· If the teaching file becomes unwieldy trainees may choose to keep two files: Sections 1,2,3 8 in one file and the remaining section in the other.





Y FFEIL PAP

Disgwylir yr adrannau canlynol yn y ffeil hyfforddi:

	
ADRAN 1-Gwybodaeth gyffredinol 


	•	Enw’r hyfforddai, enwau’r mentor dosbarth, yr uwch fentor, y pennaeth,                                                  y tiwtor;                        
•  Tudalen gynnwys; 
•  Safonau SAC (A5);
•  Cofnod o Bresenoldeb yr Hyfforddai (C12a)
•  Cofnod o Hyfforddiant mewn Ysgol (C14b)




	
ADRAN 2 – Cyd-destun yr ysgol 


	•Disgrifiad byr o’r ysgol a’i dalgylch, gyda chynlluniau o adeiladau ac ystafelloedd dosbarth     
   lle bo’n briodol;
•Enwau ac oedrannau’r plant yn y dosbarth, ynghyd â 'map' o'r ystafell ddosbarth   
  sy’n dangos lle mae’r plant yn eistedd fel arfer (lle bo’n briodol); 
• Manylion y modd y mae’r disgyblion wedi’u grwpio/setio fel y   
  bo’n briodol; 
•Manylion unrhyw agwedd benodol ar drefn yr ystafell ddosbarth/ysgol a ystyrir yn 
  bwysig;
•Polisïau’r ysgol sy’n gysylltiedig â’r strategaeth dysgu ac addysgu, disgyblaeth, bwlïo, 
  diogelu gan gynnwys manylion cysylltu â’r swyddog penodol ar gyfer amddiffyn plant.




	
ADRAN 3 – Cynllunio hirdymor a thymor canolig ar gyfer y lleoliad 


	•Amlinelliadau o gynllunio cwricwlaidd ar gyfer cyfnod cyfan y PAP a ddarperir gan yr ysgol;
• Dogfennau cynllunio tymor canolig CAADOC (C1a, C2a-c) wedi’u cwblhau gan yr hyfforddai ar gyfer y meysydd cwricwlwm y mae ganddo gyfrifoldeb drostynt.




	
ADRAN 4- Amserlenni byrdymor wythnosol manwl (i’w llenwi ymlaen llaw)


	•Nodir cyfrifoldeb addysgu’r hyfforddai; dylid trafod hyn â’r mentor dosbarth a chytuno arno, fan hwyraf, erbyn y dydd Gwener cyn yr wythnos a gynlluniwyd.




	
ADRAN 5– Cynlluniau a gwerthusiadau dyddiol


	
•  Dylid llunio cynlluniau ar gyfer pob sesiwn addysgu gan ddefnyddio ffurflen(ni) cynllunio priodol CAADOC sef C1b,C2d;
•Dylid cynnal gwerthusiad cyn gynted ag y bo modd ar ôl pob diwrnod gan ddefnyddio ffurflen BWA; gellid ysgrifennu hwn â llaw os dymunir; 
[bookmark: _GoBack]• Dylid cadw cynlluniau gwersi’n gronolegol mewn adrannau a nodir ‘Wythnos1, Wythnos 2’ gyda rhanwyr ffeiliau wedi’u labelu’n briodol. Dylai gwerthusiadau ddilyn y cynlluniau priodol; gellid cynnwys un neu ddwy enghraifft ddienw o waith plant er mwyn rhoi enghreifftiau.




	
ADRAN 6 – Adolygiadau diwedd wythnos ac Archwiliad Profiad Ysgol


	• Dylai’r hyfforddai gwblhau’r adolygiad diwedd wythnos (C4) bob wythnos yn dilyn trafodaeth â’r mentor dosbarth, a’r naill a’r llall yn ei lofnodi;
•Dylid adolygu’n benodol dargedau a bennwyd mewn un wythnos yn yr adolygiad diwedd wythnos canlynol; 
• Ar ddiwedd PAP1 disgwylir i’r hyfforddai lenwi Archwiliad Profiad Ysgol (C19); dylai'r mentor lofnodi hwn.




	
ADRAN 7 -Asesu’r dysgu ac Asesu ar gyfer dysgu


	•  Cofnodion grŵp / dosbarth ffurfiannol a chrynodol;
•Cofnodion gwaith plant unigol, gan gynnwys cofnodion asesu er mwyn llywio’r ddarpariaeth yn y dyfodol;
• Samplau o waith llythrennedd a rhifedd disgyblion i'w defnyddio yn y dasg ddysgu’n seiliedig ar broblemau.




	
ADRAN 8 – Deunydd ychwanegol a gwaith ar y gweill


	Os a’r ffeil addysgu’n anhylaw, gall hyfforddeion ddewis cadw dwy ffeil: Adrannau 1,2,3,8 mewn un ffeil a’r adrannau weddill yny llall.
Dogfen sydd ar gael i’r cyhoedd yw’r ffeil addysgu. Mae’n bwysig nad yw’r hyfforddai’n cynnwys unrhyw beth y gellid tybio ei fod yn torri cyfrinachedd yr wybodaeth a ddarparwyd neu a allai dramgwyddo eraill.






