Saffron Walden and Comberton
Training Schools
Employment Based Initial Teacher Trainers
GTP Handbook

2009 - 2010
www.saffcom.org.uk
Saffron Walden and Comberton Training Schools
Employment Based Initial Teacher Trainers
GTP Handbook

Contents

Introduction





page 3
Schools information




page 4
Calendar





page 8
Structure of the Programme


page 10
Professional studies




page 12
Assessment





page 16
Assignments





page 18
Roles and responsibilities



page 22
Finance





page 27
Reading list





page 28
Mentors Section




page 29
Appendices




 
page 35
· Endorsed Evidence Statement  
· Lesson Planning Sheet

· Professional Development Report

· Witness Statement

· Appeals Procedure
· QTS Standards
 Saffron Walden & Comberton Training Schools’
Graduate Teacher Programme

Introduction

The purpose of this handbook is to provide Professional Tutors, school based trainers (mentors) and trainees with guidance to the format of the GTP offered by the Saffron Walden and Comberton EBITT.  Additional documentation, policies and electronic downloads are available from our website.
Saffron Walden County High School and Comberton Village College have been Training Schools since September 2001, and have built on their successful involvement within the Cambridge University Faculty of Education PGCE partnership. The GTP strand of the original joint Training School developed when it became a Designated Recommending Body in September 2002.  In April 2006 the two schools were granted status as two distinct Training Schools. The delivery of the Graduate Teacher Programme remains a joint initiative and is overseen by an independent Steering Group.  The Steering Group remain committed to delivering high quality initial teacher education, drawing on the skills and expertise of the two founding schools.
Saffron Walden and Comberton EBITT work with eight Partner Schools to provide Graduate Teacher training.  All the schools are situated within a geographical area encompassing South Cambridgeshire, South West Suffolk, North West Essex and East Hertfordshire, allowing a rich variety of trainee experience within several different secondary school structures.  The Partner Schools are:

· Bassingbourn Village College, Cambridge

· Chesterton Community College, Cambridge

· Comberton Village College, Cambridgeshire 
· Linton Village College, Cambridgeshire

· Mountfitchet Maths & Computing College, Stansted, Essex
· Saffron Walden County High School, Essex
· St Mary’s Catholic High School, Bishop’s Stortford, Hertfordshire
· The Leventhorpe School, Essex 
Saffron Walden and Comberton EBITT:
· Offers 13 places to train in secondary schools; these places are divided as follows: 7 places for National Curriculum priority subjects (Maths, Science, Languages, Technology including ICT, RE, Music) and 6 places in other subjects

· Recruits and selects candidates for training by the GTP route

· Assists in the allocation of trainees to one of our Partner Schools

· Negotiates and supervises an individual training plan for each trainee

· Provides mentor support for trainees

· Provides an external tutor to support trainees

· Provides a central Professional Studies programme

Organises the funding for the programme in the form  of a salary grant (currently £14,000) and a Training grant (currently £4920 pa).
The EBITT is led by Kath Moore, Senior Tutor and Training Manager at Comberton Village College.

Tel:

01223 262503
Website:
www.saffcom.org.uk  

Email:

gtpinfo@comberton.cambs.sch.uk


kmoore@comberton.cambs.sch.uk 
School information

All schools in the partnership are co-educational comprehensive schools.  The variety of specialist provision makes for a particularly rich range of training opportunities.

Bassingbourn Village College

Bassingbourn is a rural school with 650 students aged 11 – 16, located on the Cambridge-Hertfordshire borders.  It is a specialist Technology College, and since 2004 it has been designated a Leading Edge school.   It is committed to the principle of Action Research, and is a member of the Cambridge Outreach Network for Education; a Cambridge based learning community engaged in action research.  Its experience of Initial Teacher Training is based on its membership of the Cambridge PGCE partnership.
Professional Tutor: 
Jim Gillings

Tel:


01763 242344

Email:


jgillings@bassingbournvillagecollege.com
Principal:

Scott Hudson
Address:

Bassingbourn Village College, South End, Bassingbourn,




Royston, Herts, SG8 5NJ.

Chesterton Community College

Chesterton is an 11-16 College of just over 1000 pupils drawn from a wide range of ethnic communities, serving a large area of north Cambridge.  It is a specialist Technology College and has membership of extensive networks for sport, international schools and educational research, the latter in partnership with Cambridge Faculty of Education and other schools.   It is a member of the Cambridge PGCE Partnership.

Professional Tutor:
Lloyd Brown
Tel:


01223 712150

Email:


lbrown@chesterton.cambs.sch.uk 
Principal:

Mark Patterson

Address:

Chesterton Community College, Gilbert Road, 




Cambridge, CB4 3NY.
Comberton Village College

Comberton serves its eponymous village and the surrounding area on the western edges of Cambridge.  It has 1100 pupils aged 11 – 16.  It is a specialist Sports  and Languages College, and has recently benefited from an extensive building programme.  A founder member of the Training School partnership which lies at the heart of the Recommending Body, it is also a Leading Edge school.  CVC has extensive links with the Cambridge PGCE partnership and has wide experience of initial teacher training and research communities.
Professional Tutor:
Mary Martin

Tel: 


01223 262503

Email:


mmartin@comberton.cambs.sch.uk
Executive Principal:
Stephen Munday

Address:

Comberton Village College, West Street, Comberton, 



Cambridge, CB23 7DS.
Linton Village College
The College serves Linton and fifteen surrounding villages.  Faithful to the original conception of the Village College, community education is an important feature of the life of the college and it facilities are used by many groups ranging from toddlers to senior citizens during the working day. It has 810 pupils aged 11 -16 on roll.  A Beacon School since 1999, it became a specialist Business and Enterprise College in 2003.  An extensive building programme is planned over the next few years.  The school has long been part of the Cambridge PGCE partnership as well as experience of GTP programmes.  
Professional Tutor:
Vivien Corrie
Tel:


01223 891233

Email:


vivien.corrie@lvc.org 
Principal:

Caroline Derbyshire
Address:

Linton Village College, Linton, Cambridge, CB21 4JB.

Mountfitchet Maths & Computing College, Stansted

MMCC is a small rural school with about 500 pupils aged 11 – 16 on roll.  It sees itself as very much a family school, and has extensive links with many businesses in the area, including an innovative pupil mentoring scheme run with the BAA at Stansted Airport.  It has a Dyslexia Support Unit as part of the school, which takes 5 pupils a year from Essex LEA and integrates them fully into the school community.  Its high proportion of pupils with special educational needs make it a rich environment for studying issues relating to Inclusion.  Mountfitchet has experience of initial teacher training including PGCE from ARU and has worked with the DRB for three years offering high quality placements for GTP trainees.

Professional Tutor:
Brian Routledge

Tel:


01279 813384

Email:


brianr@mountfitchet.e-folio.org.uk
Head Teacher:
Miss J. Mullis

Address:

Mountfitchet Maths and Computing College, Forest Hall 


Road, Stansted, Essex, CM24 8TZ.
Saffron Walden County High School, Essex

A large 11-18 school serving the town of Saffron Walden and its surrounding villages, the school has 2000 pupils, of whom 500 are in the Sixth Form.  A founding member (with Comberton) of the partnership which runs the RB, it was one of the first 12 schools to become a specialist Technology College.  Designated a Training School in 2001, it more recently became a Leading Edge school.  It has long been involved in PGCE with Cambridge University and has run the GTP for the last four years, using its broad experience of initial teacher education to develop the Graduate Teacher Programme.
Professional Tutor:
Ann Dodgson

Tel:


01799 513030

Email


adodgson@saffronwalden.essex.sch.uk
Headteacher:
John Hartley
Address:

Saffron Walden County High School, Audley End Road, 


Saffron Walden, Essex, CM11 4UH.
St Mary’s Catholic High School, Bishop’s Stortford, Hertfordshire

St. Mary’s is unique in the partnership in that it is a faith school.  Its Catholic ethos permeates the school, and there is a strong emphasis on ethical and moral issues within the taught curriculum.  It is an 800 strong 11-18 school located in the centre of Bishop’s Stortford, and has recently gained specialist school status as a Performing Arts College, which it is using to develop an innovative approach to arts education in its community.  It has experience of hosting GTP trainees from both this partnership and Hertfordshire University.

Professional Tutor:
Lizzie Jeanes
Tel:


01279 654901

Email:


ejea@st-marys.herts.sch.uk 
Headteacher:
Mr A. Sharpe
Address:
 St Mary’s Catholic High School, Windhill, Bishop’s Stortford, Herts, CM23 2NQ.

The Leventhorpe School, Sawbridgeworth, Essex

Leventhorpe serves Sawbridgeworth and the surrounding area on the border of Hertfordshire and Essex.  It has 1100 pupils aged 11 – 18, including approximately 250 in Years 12 and 13.  It is a specialist Business and Enterprise College, and caters for training needs of local businesses and community.  Leventhorpe has extensive links with the Cambridge University’s  PGCE programme as well as being experienced in GTP training across a ranges of subject areas.

Professional Tutor:
Anna Lovewell
Tel: 


01279 836633

Email:


AJL@leventhorpe.net 
Headteacher:
Jon Locke

Address:

The Leventhorpe School, Cambridge Road, 




Sawbridgeworth, Herts, CM21 9BY.
Calendar of key dates

Autumn term 2009
	Week number
	Week beginning
	Date
	Event

	1
	01/09/09
	03/09/09 
	Programme Commences
Milestone 1

	2
	07/09/09
	10/09/09
	Professional Studies Day Conference

	3
	14/09/09
	17/09/09
	Professional Studies Day Conference

	4
	21/09/09
	24/09/09
	Professional Studies Afternoon 

	5
	28/09/09
	01/10/09
	Professional Studies Afternoon

	6
	05/10/09
	08/10/09
	Professional Studies Afternoon

	7
	12/10/09
	15/10/09

	Professional Studies Afternoon
Milestone 2
Stage 1 Assignment 1 Due


	8
	19/10/09
	22/10/09
	Subject Day 1

	9
	02/11/09
	05/11/09
	Professional Studies Afternoon

	10
	09/11/09
	12/11/09
	Subject Day 2

	11
	16/11/09
	19/11/09
	Professional Studies Afternoon

	12
	23/11/09
	26/11/09
	Professional Studies Afternoon

	13
	30/11/09
	03/12/09
	Professional Studies  Day Conference

	14
	07/12/09
	10/12/09
	Term 1 Report due
Milestone 3
Professional Studies Afternoon

	15
	14/12/09
	17/12/09
	Stage1 Assignment 2 Due


Milestone 1: all trainees should have completed a subject knowledge audit.

Milestone 2: trainees should have experience of team teaching, have taken part in lessons, have had the opportunity to work with groups of students, have taken parts of lessons.  There is no obligation on trainees to have taken whole lessons, but some trainees may already have taught one or more whole lessons with classes.  

Milestone 3: by this date, trainees should be teaching whole lessons with increasing confidence.  They should have taught sequences of lessons (c 5) with a variety of classes in Key Stages 3 and 4 in the presence of an experienced teacher. They should also have undertaken the skills tests and passed them to ensure progress to QTS.
Spring Term 2010
	Week number
	Week beginning
	Date
	Event

	16
	04/01/10
	
	Placement 2 starts

	17
	11/01/10
	14/01/10
	Professional Studies Twilight session


	18
	18/01/10
	
	Placement 2 ends

	19
	25/01/10
	28/01/10

	Professional Studies Afternoon
Milestone 4

	20
	01/02/10
	04/02/10
	Subject Day 3

	21
	08/02/10
	11/02/10
	Stage 1 Assignment 3 due
Professional Studies Afternoon

	22
	22/02/10
	25/02/10
	Professional Studies Afternoon

	23
	01/03/10
	04/03/10
	Subject Day 4

	24
	08/03/10
	11/03/10
	Professional Studies Afternoon
Stage 1 Assignment 4 due

	25
	15/03/10
	18/03/10
	Professional Studies Afternoon

	26
	22/03/10
	25/03/10
	Professional Studies Afternoon

	27
	29/03/10
	01/04/10
	Term 2 Report due
Professional Studies Afternoon


Milestone 4: all trainees will be teaching a timetable of approximately 60% of a main scale teacher’s in the host school.  Trainees will be observed teaching classes on a regular basis and will receive oral and written feedback on the lessons. Trainees can expect to take increasing responsibility for their classes in relevant Key Stages, subject to the Health and Safety regulations.

Summer Term 2010
	Week number
	Week beginning
	Date
	Event

	28
	19/04/10
	22/04/10
	External tutor half-day portfolio visits begin
Subject Day 5

	29
	26/04/10
	29/04/10
	Professional Studies Afternoon

	30
	03/05/10
	06/05/10
	Professional Studies Afternoon

	31
	10/05/10
	13/05/10
	Professional Studies Afternoon

	32
	17/05/10
	20/05/10
	Professional Studies Afternoon

	33
	24/05/10
	
	Stage 1 Assignment 6 Due

	34
	07/06/10
	10/06/10
	Professional Studies Afternoon

	35
	14/06/10
	
	Term 3 Report due

(Recommendation for QTS)

	36
	21/06/10
	
	Milestone 5

	37
	28/06/10
	
	Final Assessor Visits Commence

	38
	05/07/10
	
	

	39
	12/07/10
	
	

	40
	19/07/10
	
	


Milestone 5: Completion of portfolios

Structure of the training programme

Each programme is individualised according to the trainee’s needs, as assessed by the EBITT.  However certain common features exist:

· Trainees are employed by the main placement school at a salary on the Unqualified Teacher Scale.  Trainees will have experience of at least two schools during your training programme.
· To reach Qualified Teacher Status (QTS) trainees must satisfy an assessor that they meet the Standards for the award of QTS (see appendix 1).  Assessment is based on the trainee’s teaching, a scrutiny of a portfolio of evidence to demonstrate the meeting of the standards, and discussions with the trainee and those responsible for the training programme.  Final assessment normally takes 1 day.
· Each trainee has an Individual Training Plan (ITP). The ITP designs the training in the values, knowledge and skills needed to meet the QTS Standards.  The ITP is a flexible document, and should be amended as the trainee sees fit as the programme proceeds.  An early part of the ITP is to conduct an audit of subject knowledge.
· Trainees receive the support of a school based subject mentor.  Trainees meet once a week with the school based mentor, who guides the trainee through the training plan.

· Trainees attend a series of Professional Studies seminars at one of the constituent schools in the Training School GTP partnership – these address wider issues associated with education.  Details of the proposed programme are specified in the handbook.
· Trainees produce a Portfolio of Evidence to demonstrate that they meet the QTS standards.  Included in the portfolio will be a reflective log of the trainee’s experiences, a series of formal written assignments, records of lesson plans, of observations of lessons, of pupil work and so forth.

· Each trainee is visited regularly. During these visits a Professional Tutor from another school or Kath Moore will observe the trainee teach and offer advice and guidance to the trainee.  The Professional Tutor from the placement school will observe trainees once a term.
· Trainees are required to pass the Skills tests in literacy, numeracy and ICT required by the TTA before QTS can be confirmed.  

· Trainees will be loaned a laptop computer to assist them in their training.  All trainees also receive a series of supporting textbooks.

· There is strong emphasis on trainees accepting responsibility for their own Professional Development.  Thus the responsibility for ensuring that the training programme meets their needs lies with the trainee.  The most successful trainees are those who drive the programme forward themselves.
During term 1 the focus is on training.  Trainees should be proactive in ensuring that their ITP is being followed or amended, and in observing colleagues in different subjects teach in order to focus on areas specified in the ITP.  

Term 2’s main focus is the development of teaching skills in the classroom, and they will increase their teaching commitment to a maximum of 60% of a main scale teacher in their school.  Trainees should teach across the age and ability range in Key Stages specified in the ITP.  Trainees will be focusing their attention on the practice and evaluation of skills in standard area 3, although they will also be paying due heed to ensuring that standard areas 1 and 2 are fully reflected in classroom practice.  School based mentors will be ensuring that trainees are observed teaching on a regular basis, and will continue to meet trainees weekly to review the trainee’s teaching, the progress of the training plan, and to set targets for the trainees’ progression.  Trainees will have a full day visit from an EBITT representative.  Trainees should be building their portfolios of evidence.

In the final term trainees will continue with the programme of teaching and review meetings with school based mentors throughout the term. They will be increasingly engaged in putting the final touches to the portfolios, and to assist in this process they will receive ongoing support from Kath Moore.  It is especially important that portfolios are complete by the due date and that final assignments are in on time prior to the final assessment.

The precise point when trainees start teaching whole classes and lessons will vary from trainee to trainee. In setting the trainees’ teaching programme into action, school based trainers and trainees will wish to take account of the intensity of the training programme, how ready the trainee is to teach whole lessons, and what the needs of the trainee are.  All lessons taught during the first half term at least should be in the presence of an experienced teacher who can give appropriate feedback. 

Placements

Trainees spend the majority of the year in their employing school – this is the main placement.  However, we recognise that whilst all schools set out with the same basic aim, that is to educate pupils for life, every school, no matter how similar to others in basic organisation, achieves its purpose in unique ways.  We all do the same thing in completely different ways.

Recognising this, the DCSF has made it a formal requirement of all ITT programmes that trainees should have experience of more than one school.  To this end all trainees will undertake a 15 day subsidiary placement (placement 2) in the first half of term 2 of the programme in another school.  This will have two aims: first, to compare and contrast the ways in which different schools organise the learning of pupils; secondly, there will be an individually negotiated focus for each trainee – thus placement 2 should offer a contrasting environment to the main placement school.  The variety of schools within the partnership offers ample scope for this requirement.

In addition, all trainees will be required as part of their training plan to visit a Primary School.  It is the responsibility of the trainee to organise this visits.  
Programme for Professional Studies 2009 - 2010
Professional Studies is the training arranged at central level to support trainees in meeting QTS standards and to consider some of the broader, issues relevant to their training programme.  The sessions take place at partnership schools and are delivered by a range of staff. The majority of sessions take place at Comberton Village College and Saffron Walden County High School Sessions will relate to specific QTS standards – these are identified in the programme.

Since trainees are required to record outcomes of the Professional Studies sessions, we ask that trainees bring their laptops to each session.  
A number of conference days will replace 8 afternoon sessions.  Five of these conference days will be subject days which will be particular to trainees’ subject areas. These appear on the timetable but there may need to be some flexibility in arranging a meeting between the trainee and the subject trainer.
The subject days have four key underlying principles:
1. To address the gaps in subject knowledge/pedagogy as identified in the subject knowledge audit and/or dialogue between trainee and school based mentor.

2. To expose the trainee to different contexts of subject provision.

3. To allow for further subject specific developmental work identified through discussion between trainee and subject based mentor.

4. To provide further subject specific support in working towards school based assignments.

Autumn Term Programme

	Date
	Topic
	QTS standards
	Location

	03/09/09
	Welcome to Professional Studies
	Q2,3,6,8
	CVC
(2.00 – 3.30)

	10/09/09
(all day)
	Tracking your progress across the course: your portfolio 1

How children learn
	Q18,19,26b
	CVC
(10.00-10.30)

(10.30 – 2.30)



	17/09/09
(all day)
	Tracking your progress across the course: your portfolio 2

How teachers teach
	Q1,2,18,19,22,23
	SWCHS
9.30-10.30

(10.30 – 2.30)



	24/09/09
	Organising subject knowledge for teaching: the National Curriculum
	Q15,23
	CVC
(1.15 – 3.30)

	01/10/09
	Your legal responsibilities as a teacher: exploring scenarios
	Q30, 31
	CVC
(1.15 – 3.30)

	08/10/09
	Engaging learners in your subject:  an introduction to behaviour management.
	Q3a,3b,21a,21b
	Chesterton
(1.15 – 3.30)

	15/10/09
	Recognising learning:  assessing student performance 1.
	Q26,27,28
	CVC

(1.15 – 3.30)

	22/10/09
	Subject day 1
An opportunity to work with a specialist in your subject to analyse your needs.

Before this meeting trainees need to:
· Email their subject knowledge audit to their appointed subject specialist.

Discuss with the school based trainer gaps in the subject knowledge audit and devise three points for discussion with the subject specialist.
	Q14,22
	

	05/11/09
	Using action research to improve your practice
	Q22,8,25
	CVC 
Timing tbc

	12/11/09

	Subject day 2

An opportunity to continue to address gaps in subject knowledge, and plan a sequence of lessons with a subject specific focus
	Q14, 22
	

	19/11/09
	Recognising learning: Assessing student performance 2
	Q4,12,26a,26b,27,28
	LVC

(1.15 – 3.30)

	26/11/09
	Working with parents 


	Q4, 6


	SWCHS 

(1.15-2.30)

	03/12/09
(all day)
	Diversity and Inclusion


	Q18,19,25,26b


	EAIS

CVC

(1.15 – 3.30)

	10/12/09
	Looking ahead; planning for placement 2
	Q7,8,9
	CVC

(1.15 – 3.30)


Spring Term Programme
	Date
	Topic
	QTS Standards
	Location

	14/01/10
	Applying for your first teaching position
	N/A
	BVC

(4.00 – 5.30)

	28/01/10
	Placement 2: Applying your learning
	Q7,29
	CVC

(1.15 – 3.30)

	04/02/10
	Subject day 3

An opportunity to reflect to reflect on the sequence of lessons and look forward to preparing a second sequence of lessons for an action research project
	Q3a,7a,14,22
	

	11/02/10
	Planning your own piece of action research
	Q22,8,25
	CVC

Timing tbc

	25/02/10
	The role of Personal Development 

Engaging learners in your subject 2: voice workshop
	Q14,15,18,19

Q1,2, 30, 31
	CVC

(1.30 – 3.00)

(3.00 – 4.00)

	04/03/10
	Subject day 4

A review of the action research project and an additional opportunity to ask for further support in developing key areas of subject knowledge
	Q14,22
	

	11/03/10
	Your pastoral responsibilities; The role of the form tutor
	Q4,20,21,33
	St Mary’s

	18/03/10
	LSA forum
	Q20,33
	MMCC

	25/03/10
	Enriching your subject; the role of out of school activity (trainee presentations)
	Q24,30
	CVC

(1.15 – 3.30)

	01/04/10
	Reflecting on term 2: Action Research catch-up
	Q7,29
	CVC

(1.15 – 3.30)


Summer Term Programme

	Date
	Topic
	QTS Standards
	Location

	22/04/10
	Subject day 5
A preparation day for the NQT year; opportunities for preparing subject knowledge to meet the demands of next year will be a priority for this concluding subject day
	Q14,22
	

	29/04/10
	Preparing for final assessment
	
	CVC
(1.15 -3.30)

	06/05/10
	Key Stage 5 landscape:
Diplomas
	Q15
	CVC
(1.15 – 3.30)

	13/05/10
	Research and Teaching:  Linking theory and practice:
A review
	Q7, 8, 9, 
	CVC
(1.15 – 3.30)

	20/05/10
	Action Research; Trainee presentations
	Specific to assignment focus
	CVC
(1.15 – 3.30)

	27/05/10
	NQT Year and Career Entry Development Profile
	Q7b
	SWCHS

(1.15 – 3.30)

	10/06/10
	Reflection; Programme Evaluation
	Q6,8
	CVC

(1.15 – 3.30)


NB. Timings may vary slightly for sessions not at CVC/SWCHS.  Trainees will be informed on exact timings of these sessions in plenty of time.
NB*** Tutorials are arranged after Professional Studies with the Senior Tutor on a regular basis.  The Senior Tutor also takes the opportunity to look at developing portfolios during and after these Thursday sessions.  You will be given plenty of notice if you are required to stay for a tutorial/portfolio consultation, but please bear in mind that you should not expect to leave at 3.30 every week.

Assessment

Assessment is formative and continuous throughout the programme.  School based mentors assess the development of the practices, knowledge and skills needed to meet the QTS standards as part of the ongoing process of observing and meeting trainees on a regular basis. Mentors write termly reviews, seen by the Professional Tutor, which are sent to the EBITT (for dates, see calendar).
Lesson Observations

School based trainers MUST record lesson observations on the observation forms supplied and available on the website.  Please ensure that observation reports refer as closely as possible to the QTS Standards, specifying individual Standards as appropriate, as trainees may wish to use these in their portfolio.  
During terms 2 and 3, a written lesson observation report should be completed at least six times across both key stages, and should reflect a range of classes.  It is expected that more lessons than this will be observed, even with oral feedback when appropriate.

When visits from the EBITT include lesson observations:

· One observation should be undertaken as a joint observation with the Professional Tutor/School based mentor
· Time should be given for discussion between the Professional Tutor/School based mentor and EBITT representative.
· A joint feedback session should then follow with the trainee
Term Assessments
When writing the termly report mentors should make reference to evidence from School based mentors in the form of lesson observation reports, and should refer as closely as possible to the QTS Standards, specifying individual standards as appropriate.  The report must then be passed to the Professional Tutor.
Assessment materials relating to Reports, are available online from the GTP section of the Training School website, www.saffcom.org.uk, from which they can be downloaded by Professional Tutors or mentors.

Professional Tutors should ensure that copies of the Reports are emailed to the EBITT (gtpinfo@comberton.cambs.sch.uk) or sent to Pat Gifford at Comberton Village College by the dates specified in the calendar.
The Portfolio

A key element to be assessed is the trainee’s Portfolio of Evidence to demonstrate that s/he meets the QTS Standards.  The basic Portfolio documentation is provided by the EBITT, together with the sections, based on the Standards, which will create the Portfolio’s framework.  The types of evidence which will be in the Portfolio may include

· Lesson plans

· Evaluation of lesson plans

· Assignments 

· Records of classes observed by trainees

· Reports of observations of the trainee’s lessons

· Examples of pupil reports

· Examples of marked pupil work

· Examples of the use of ICT

· A reflective log of trainee’s experiences

· Endorsed School based trainer statements of evidence of meeting a standard and witness statements
· Records of professional development activity
There is no limit to the types of evidence which may be included; the ITP will specify evidence for individual standards, but trainees are free to include any evidence they wish in support of standards.  Trainees should consult closely with School based trainers and Professional Tutors as to the suitability of evidence.

In presenting evidence, it is important to demonstrate how the evidence meets the relevant standard and what impact it will have on the trainee’s practice.  Normally three or four pieces of evidence will suffice to demonstrate a standard has been met, but it must be borne in mind that evidence drawn from both key stages trained for must be presented as appropriate.

All trainees are expected to maintain a Standards referenced reflective log on a weekly basis.  This will be in the prescribed format and kept within the portfolio. In addition they should evaluate sequences of lessons that they have taught using the pro forma from the website. 

Assignments

Assignments are of three kinds:

Portfolio Assignments: as specified in the plan below.  These are short assignments which will not be formally assessed individually, but are required elements of the portfolio.  Their completion will be checked by the school based mentor through meetings.  They should be word processed and of two A4 pages on the downloadable format provided on the website.

Stage 2 Assignment: this is research assignment on an approved topic of the trainee’s choice.  

Portfolio Assignments

	Ass Number
	Relevant Standards
	Assignment Title
	Complete by end of:

	1
	Q7a, Q10, Q19b, Q19c

	Write a commentary of your reflections from your observations of other teachers about effective practice you have observed about:

· the communication of expectations and the creation of a positive learning environment

· the organisation of teaching and learning in classrooms – methodology, styles, teacher centred and student centred learning, interactive, collaborative and independent learning, lesson phases 

· subject related pedagogy which successfully transmits subject knowledge and skills

any other issues to which you wish to draw attention (eg differentiation, EAL, ICT, assessment, learning in out of school contexts ….)
	Term 1a

	2
	Q17, Q19b
	What does the SEN Code of Practice require from teachers?  How might you incorporate it into your planning?  Make reference to a specific lesson/student from Term 1a.
	Term 1a

	3
	Q13
	Give a brief account of the teaching arrangements for your subject at a Primary School you have visited
	Term 1b

	4
	Q13
	Produce a brief outline of your subject department’s response to the Secondary Strategy.
	Term 1b

	5
	Q15, Q16

	Document a case study from your own school experience identifying the specific needs of a learner and your professional reactions to them in the teaching of your subject
	Term 1b

	6
	Q13
	Prepare a presentation of your second school placement, reviewing your specific focus for Placement 2, and incorporating the following comparisons between the two placement schools:

· the differences in the structure of the KS4 curriculum between the schools

· two other main differences across each of the two key stages in the two schools
	Presentation to be given on 29/01/09

	7
	Q11a, Q11b, Q21. Q22. Q23
	What do you understand by the term “Assessment for Learning”?  Give some examples of your own assessment practices in your subject, showing how you intend to measure their impact on student learning of subject knowledge and skills. 
	Term 2b

	8
	Q11a, Q11b, Q11c, Q21, Q22
	Provide evidence that demonstrates the role of performance data in improving student progress. Make reference to one KS4 and one KS3 group that you teach (including records of data checks and parental reports).
	Term 2b

	9
	Q10
	Based on your reading, training and experience summarise the main principles of effective behaviour management. Give examples of strategies that you feel to be particularly effective. 
	Term 2b

	10
	Q19c
	Outline what actions are taken in your placement school to address issues of differential achievement of boys and girls.  What are the implications for practice in your subject?
	Term 2b

	11
	Q3b, Q18a, Q18b
	In the context of your main placement school, comment on your professional reaction to each of the following circumstances:

· a student who has consistently failed to present homework

· an incident of racist, sexist or homophobic behaviour

· your becoming aware of an instance of child abuse

· a child informs you that they are the victim of persistent bullying from other members of your year 8 group with whom you have a good relationship

· a student in your form informs you that Mr X, a teacher of another subject, is not turning up to lessons, failing to teach properly when present, and not giving homework in contravention of school policy.
	Term 3a

	12
	Q7a, Q24
	Four Teaching and Learning Evaluations, two drawn from each Key Stage trained for, with accompanying commentary showing consequent modifications to classroom practice
	Term 3a


Stage 1 Assignments

	Stage 1 Assignment number 
	Standard

	Title
	Due Date 

End of:

	S1A1


	Q18a, Q18b
	How should “Every Child Matters” impact on our day to day practice?
	term 1a

	S1A2
	Q19a,Q10b,Q19c,Q7a

	Plan, teach and evaluate a sequence of lessons (minimum 2, maximum 4 according to scheme) at KS3. The plans should show:

· learning objectives

· planned activity

· plans for differentiation, assessment, deployment of additional adults
	term 1b

	S1A3

	Q13
	Critically review the NC arrangements for Citizenship and PSHE. Undertake an observation of a Citizenship/PSHE lesson in both your placement schools. Compare the quality of the learning outcomes.
	term 2a

(Deadline first day of term 2b)

	S1A4
	Q15. Q16,Q19c
	What strategies are available to help students with EAL make cognitive progress in subject learning as well as improve their English?  Adapt a series of a minimum of 2 lessons in your subject to allow students with EAL to advance their learning of your subject. 
	term 2b

	S1A5

	Q19a,Q10b,Q19c,Q7a

	Plan, teach and evaluate a sequence of a maximum of 5 lessons at KS4. The plans should show:

· learning objectives

· planned activity

· plans for differentiation, assessment, deployment of additional adults
	term 3a

	S1A6

	Q3a, Q3b, Q20 Q25

	Get involved in planning an educational visit. Tell us about:

· the purposes of the visit

· the learning activities leading up to and following from the visit

· costings, risk assessments, parental letters etc.
Prepare the outcomes for dissemination in the professional studies session.
	term 2b

Pres. to be given on 25/3/09


N.B. There should be evidence of experimenting with ICT in one of the lesson sequences for either S1A2 or S1A5 in the effective delivery of your subject. Q7, Q25, Q23, Q17, Q29
Stage 2 Assignment

An Action Research based assignment.  It will be focused on teaching and learning within the trainees subject, but may address wider professional themes such as those discussed in Professional Studies.  It will be based both on the trainee’s observation of other teachers’ classroom work and on work undertaken in his/her own classrooms.  

The assignment will be introduced in a Professional Studies session in the early part of the spring term.  Action Research methodology will be taught by Mary Martin, Professional Tutor and Head of Research at Comberton Village College.  Trainees will devise their own title, which will be submitted for formative feedback from Kath Moore, Senior Tutor and Training Manager.

The culmination of the assignment will be a 15 minute presentation by Power Point (and other methods if required) to all trainees and Mary Martin and Kath Moore (who will be the assessors of the assignment) in June.  Trainees will be expected to prepare support materials for distribution to other trainees, and should expect to take part in a group discussion of the assignment.

Standards Addressed:  7a, 9 plus Standards relevant to the topic of the trainee’s choice.

The Final Assessment

The final assessment for the award of QTS takes place towards the end of the programme, when an assessor appointed by the EBITT will conduct a one-day assessment programme.  

Assessment of a trainee against the QTS standards is by:

· observation – at least two classes will be seen, one in KS3, one in KS4

· documentation – the portfolio provides evidence across the whole range of standards. The Assessor will wish to see copies of the Interim and External Reviews.  

· discussion – with the trainee, the mentor, the Professional Tutor and other colleagues who may be relevant

Notification of the outcome of the assessment will occur shortly after the assessment takes place.

Saffron Walden & Comberton Training School EBITT

Roles and Responsibilities of the Training Partners

To ensure that the trainee is effectively supported by the training partnership it is vital that all involved are clear about their roles and responsibilities.  We ask all stakeholders to sign the Partnership Agreement annually, to reaffirm their commitment to the course, and to allow new mentors and the trainees to become aware of the Partnership expectations.

Trainee’s Responsibilities

· Take responsibility for their training plan and update it throughout the programme.
· Identify and maximise learning opportunities.
· Follow school policies as required.
· Complete the QTS skills tests in numeracy, literacy and ICT.
· Keep to deadlines agreed between EBITT, school and trainee.
· Attend the Professional Studies Programme and notify reasons for absence direct to SWCHS & Comberton EBITT.  Attendance is part of the trainee’s non-teaching commitment.
· Build up evidence for QTS standards and organise clearly labelled files to form the portfolio of evidence.
· Teach lessons in at least two consecutive key stages.
· Have experience in at least two schools.
· Ensure they are aware of curricula and teaching arrangements in the Key Stages either sides of the ones they are training to teach in.
· Complete portfolio tasks as required (reviews, record of observations, reflective log, summaries of professional dialogues, etc.).
· Complete assignments to deadline.
· Ensure all files are in place and can be scrutinised when visited by any member of the EBITT staff.
· Complete the Career Entry Development Profile (CEDP) (or equivalent) in time for the final assessment.
· Notify the Senior Tutor, either directly or through the EBITT, is a planned visit has to be changed.
· Check the web-based email account frequently to ensure communication channels operate efficiently.
Subject Mentor Responsibilities

· Understand the Qualifying to Teach Standards (QTS) and the programme operated by the EBITT.
· Oversee the trainee’s progress through the Individual Training Plan (ITP) and ensure deadlines are met.
· Refer regularly to the EBITT’s web-based programme to ensure consistency between the Professional Studies Programme, the ITP and the school-based experience.
· Meet weekly with the trainee to discuss progress and set SMART objectives. These meetings should be recorded on the EBITT pro forma and filed in the trainee’s portfolio.
· Monitor the trainee completion of portfolio tasks and lesson planning and evaluation using the EBITT proformas.  This can be as part of a mentor meeting and/or during lesson observations.
· Complete all reports according to the schedule outlined by the EBITT and pass to your PT.
· Observe and give verbal feedback on all groups the trainee is working with on their timetable at least once a week.  It is expected that all lessons will be observed at the beginning of the course, and the frequency of observations in terms 2 and 3 will depend on individual trainee progress. 
· Observe and give written feedback on lessons regularly (at least six written feedbacks per half term, making sure KS3 and 4 are included) against QTS Standards and give constructive feedback with SMART objectives.  Use the EBITT’s designated documentation to record this process.
· Make informed judgements on the trainee’s progress in the their wider school experience and set targets as appropriate.
· Ensure that the trainee maintains standards in the classes they teach so that pupils’ entitlements are preserved.
· Help the trainee stay well organised.
· Notify the Senior Tutor or the EBITT representative if any planned visit has to be changed.
· Liaise with other school colleagues to organise observations or discussions for the trainee outside his/her subject area.
· Liaise with subject specialists after each meeting with a trainee, via the completion by the trainee of a subject specialist meeting record.

· Help to organise visits to other schools / alternative educational contexts.
· Ensure that the trainee’s timetable enables planning and delivery of lessons across two key stages in liaison with the PT.
· Meet with the EBITT representatives during visits to report on trainee progress and be available to conduct a paired observation of the trainee on each occasion.
· Report to the Senior Tutor on the trainee’s progress at least termly (in the report).
· Assist the trainee in the completion of the CEDP (or equivalent) before final assessment.
· Attend all meetings co-ordinated by the EBITT for Subject Mentors.  These happen termly.

· Contribute to the evaluation and development of the EBITT’s training programme.
· Check the nominated email account frequently to ensure communication channels operate efficiently.
· Give subject-specific support to trainees applying for their first teaching post.
· Meet with the PT every term to discuss trainee progress and record outcomes in the end of term report.

Professional Tutor Responsibilities

· Ensure that the timetable for a salary-grant trainee is supernumerary and appropriate for their stage of development on the course in liaison with the headteacher.
· Check the trainee’s portfolio is up to date termly, and give constructive feedback on where the portfolio can be improved.
· Observe each GTP trainee at their school once a term and give written feedback on the EBITT form.
· Attend all meeting co-ordinated by the EBITT for Professional Tutors.  These happen termly.
· Be available for discussion of a trainee’s progress at any visit from an EBITT representative.
· Contribute to the evaluation and development of the EBITT’s training programme.
· Check the website and the nominated email account frequently to ensure communication channels operate efficiently.
· Meet with the mentor termly to discuss trainee progress.
· Make two visits across the year to trainees from different schools and record their reflections on the EBITT visit form and the lesson observation proforma.  Send these via email or post to the Senior Tutor.
· Be available to meet with mentors and be the first port of call for any issues with trainees.
Headteacher / Placement School Responsibilities

· Monitor the impact of ITT in the school.
· Ensure that trainees on salary-grant places are supernumerary and that they do not teach for more than 60% of any week of the programme.  Trainee on training-grant only places should not teach for more than 80% of any week of the programme.
· Ensure resources for ITT are adequate and that the trainee has access to:

· work space

· books / professional journals

· ICT 

· the school’s Continuing Professional Development programme (CPD).
· Identify a Professional Tutor and Subject Mentor who will be accountable for the school-based training of the trainee.
· Support the trainee and Professional Tutor / Subject Mentor in implementing the ITP.
· Identify and facilitate teaching experience in at least two consecutive key stages.
· Facilitate trainee release to enable them to experience a second placement school.
· Ensure release time for staff to execute their responsibilities to the trainee.
· Ensure appropriate employment checks (CRB etc) are carried out and that the EBITT is provided with copies of such documentation.
· Issue the trainee with a suitable training / employment contract for the duration of the ITP.
· Ensure that child protection training and CRB checks are carried out. Inform the EBITT when this has been completed.

Second School Placement Responsibilities

· Identify a suitably qualified mentor and ensure that they have time to fulfil their role effectively.
· Provide a suitable timetable package to complement the trainee’s previous experience and enable progression towards QTS.
· Ensure that lessons are formally observed, at least twice, and that outcomes are recorded on the EBITT’s designated documentation.

· Endorse the trainee’s summative evaluation of the second placement.
Senior Tutor Responsibilities

· Provide training for mentors to support them completing the Initial Needs Assessment and Individual Training Plan.

· Support trainees and mentors in Term 1 of the programme in completing their individual training plan.

· Conduct settling in visits and other visits where appropriate to monitor trainee progress and to evaluate the quality of the programme and the placement.
· Observe and give feedback on a sample of trainees each year, focusing on teaching and learning, identifying strengths and setting targets for development.
·  Ensure that the trainee is ready for final assessment, skills tests are passed and CEDP is completed, in liaison with partnership schools.
· Operate within the EBITT guidelines and contribute to the quality assurance systems.
· Organise the Professional Studies Programme.
· Train subject mentors.
· Liaise with Professional Tutors to monitor the progress of trainees.
EBITT Responsibilities

· A rigorous selection process to assess the suitability of candidates for the programme.
· An evaluation of the school’s capacity to successfully support a trainee.
· Provision of Senior Tutor support to contribute to the Initial Needs Assessment of the trainee and to draw up a training plan.
· Provision of Senior Tutor visits to monitor and support the trainee’s progress and evaluate school provision.
· Provision of a Professional Studies Programme.
· A forum for monitoring and evaluating through Professional Tutor conferences.
· Support for trainees through web and telephone communication.
· Distribution of financial resources to the placement schools.
· Final assessment of trainees against QTS standards (through appointment of external verifiers).
· Recommendation for QTS to the Department for Employment and Skills.
· Evaluation of the effectiveness of the EBITT’s training programme with a structured development plan as appropriate.
In the event of the School-Based Mentor, Professional Tutor or EBITT Representative expressing concern that the trainee is not on target to meet the QTS standards, the trainee will receive targeted support to remedy the shortfall.  This is likely to involve an increased intensity of School-Based Training and structured weekly targets being set.  If at any time following these remedial measures the EBITT is of the view that a trainee is going to fail the assessment for the award of QTS, the EBITT will counsel the trainee as to the most appropriate form of action, which may, in extreme cases, involve leaving the training programme.  In such cases the salary grant will be withdrawn, and it is probable that the employing school will wish to terminate the contract of employment.
Appeals Process
A copy of our Appeals process in such cases is in the appendices.
Finance

The Salary Grant

The TDA funds salary-funded places to the tune of £14,000 per p.a.  This is paid directly to the Training School in three instalments.  The Training School passes the grant on to the employing school.

The Training Grant

The TDA provides a grant of £4290 per trainee to cover training costs.  This grant is managed by the EBITT.  The current structure of the grant is as follows:

· Training School

£ 2,710
· Main Placement

£ 2,210
· The majority of the Training Grant goes to the employing school.   The ratio of money kept by the EBITT to cover administrative, management and to provide the Professional Studies course is low compared to other providers.

The grant to the employing school is to pay for school based mentors costs.  Schools may choose to use the funding to enhance staffing to create mentor time, or to buy in supply cover to create the release for the mentor to meet with the trainee.  Whichever option is taken, it is essential that the grant is used to create time for the mentor to meet the trainee.

Reading list

Trainees are strongly advised to read the educational press: specifically the Times Educational Supplement which appears on Fridays, and which is an excellent source of informed comment on current educational issues and national education policy.  All the broadsheet papers have issues devoted to education each week which are worth reading, but the TES is undoubtedly the most authoritative and prestigious commentary on education.

Trainees will all receive a copy of each of the following texts:

Beck J and Earl M: 
Key Issues in Secondary  Education 
Petty G: 


Teaching Today
University of Bristol: 
Teachers’ Legal Liabilities and Responsibilities
Cowley S: 

Getting the Buggers to Behave
Robertson J: 

Effective Classroom Control
Rogers B: 

Behaviour Management

Other texts which trainees may wish to purchase are:

Tomlinson J (1993): The Control of Education - Cassell

Pollard A and Triggs P (1997): Reflective Teaching in Secondary Education  -Cassell

Capel, Leesk and Turner: Learning to teach in the Secondary School – Routledge

Subject specific reading
All trainees will be issued with a personalised reading list planned by their mentor and the EBITT. In addition, trainees should ensure they have access to the subject associations (eg National Association of Teachers of English) which are relevant to their subjects so that they can keep up to date with issues in their subject area.  Much relevant material is available on the Internet.  Specifically recommended is:
www.ttrb.ac.uk
www.multiverse.ac.uk
www.behaviour4learning.ac.uk
www.tda.gov.uk
All trainees will be loaned a laptop computer to enable them to benefit from these online resources.
 School Based Mentors
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Glossary of Terms and Guide to Documentation

	Abbreviation
	Meaning
	Guide to use

	SWCTS
	Saffron Walden and Comberton Training Schools
	

	EBITT
	Employment based initial teacher training provider
	SWCTS is the EBITT – i.e. the body which organises the GTP scheme within this partnership.

	ITP
	The individual training plan
	The Chronological version of the training plan, incorporating the three elements – the standards related plan, the subject knowledge audit, the ICT audit

	SKA
	Subject knowledge audit
	As explained in the guide to the training plan

	LP
	Lesson plan
	A document which structures the planning of lessons. 

	LOR
	Lesson observation report
	The written document offering feedback on an observed lesson.  During terms 2 and 3 trainees should receive one of these on each class they teach per fortnight.

	MMR
	Mentor meeting report
	The written record of each mentor meeting.  It is usually completed by the trainee, who may wish to provide mentors and Professional Tutors with copies.

	Log
	Reflective log
	A weekly reflection on the progress of the rogramme.  It is not just a record, but a personal reflection on that week’s experience. It should take no longer than 15 minutes to complete and should highlight key learning during that week. 

	TLER
	Teaching and learning evaluation report
	The trainee’s personal written evaluation of a sequence of lessons taught.

	PA
	Portfolio assignment
	A short reflection on a prescribed topic. The frontsheet for each PA, defining the title and expectations of the assignment, is available on the website.  PA should be written by the date specified and be available for perusal and comment by the external tutor on his termly visit.

	S1A
	Stage 1 assignment
	A longer assignment, usually based round a practical task.  Some assignments are series of lesson plans.  Frontsheets, defining the title and assessment criteria for each assignment, are downloadable. S1 assignments should be emailed to Kath Moore as an attachment titled format: S1A1(Trainee’s surname) 

	S2A
	Stage 2 assignment
	An action research assignment based round subject teaching, which will result in a 15 minute presentation to fellow trainees and colleagues from the EBITT in June.

	WS
	Witness statement
	A brief written statement about a trainee’s performance in a specific sphere which is worthy of inclusion in the final portfolio, but which cannot be evidenced in any other way. It is usually written by a mentor or Professional Tutor, but can be by any colleague concerned with the training.

	EES
	Endorsed Evidence statement
	A trainee’s reflective description of an experience which can be used to provide evidence for a standard.  It is verified by a signature from a mentor or other colleague.

	PDR
	Professional Development record
	A trainee’s reflection upon a trainin g experience, either organised by the EBITT, the school, or other provider.


All these documents are downloadable from the Training School website (www.saffcom.org.uk) 

Only documentation in the format provided by the EBITT should be used.

Guide to the GTP Training Plan

The Training Plan has the following elements:

· the Standards Related Plan

· The Subject Knowledge Audit (SKA)

· The ICT Audit

All of which feed into 

· The Individual Chronological Plan


[image: image1]
These elements are explained more fully below.

Standards Related Plan

There are 33 QTS standards arranged in 3 broad groups:

· Professional Attributes (Q1 – Q9)

· Professional Knowledge and Understanding (Q10 – Q21)

· Professional Skills (Q21 – Q33)

Within each group of standards there are subsections, and some standards are further split into subdivisions – e.g. Q25 has four subdivisions, Q25a to Q25d.

The Standards Related Plan contains planned training that is common to all trainees. It shows:

· the QTS standards arranged in order

· how you will provide evidence to show you meet each standard

· the planned training at central level* for that standard

· the planned training in your placement school for that standard, arranged in rough half term blocks.

* this consists of a programme of Professional Studies, which mainly takes place at Comberton Village College or Saffron Walden County High School from 1.15 to 3.30 on Thursdays; but note, some sessions are whole day events, and some take place at other locations.  See the separate programme in the GTP Handbook for full details.

Much of the training addresses more than one standard – so the same planned training may appear in more than one standard.

The Subject Knowledge Audit (SKA)
You are training to teach your subject at Key Stage 3 and Key Stage 4. So an important part of your training concerns your subject knowledge – the core concepts and knowledge and skills associated with those concepts – and the subject pedagogy – the teaching methods and strategies used by practitioners in your subject to ensure effective learning of the subject by students that you teach.

Whilst there is a general requirement that subject knowledge should be at a level equivalent to degree level, we recognise that degrees with similar titles can vary considerably in content, and may vary in the extent to which they match National Curriculum, GCSE or Advanced level requirements.  .

Equally, whilst there are many elements of teaching and learning that are common to all subjects – eg behaviour management, an awareness and understanding of how students learn, principles of planning and assessment – each subject has its unique pedagogy.  It is this that is a key part of the training that will be delivered at placement level by your School based trainer.

But in order for that training to be planned effectively, your needs must be assessed, and these are the functions of the Subject Knowledge Audit. We require that all trainees conduct an audit of their subject knowledge prior by the first week of the programme, so that mentor and trainee can plan for the development of subject knowledge and subject specific pedagogy that may be required.

The ICT Audit
We recognise that GTP trainees come from many different backgrounds and will have widely differing experiences and skill levels in Information and Communications Technology. Many trainees already have at least working knowledge of Microsoft Windows applications which will be of value in many aspects of your professional role.  However there are a number of specific educational applications – eg interactive whiteboards, Assessment Manager or similar recording and reporting systems – with which trainees are unlikely to be familiar. Moreover it is increasingly the caser that ICT is used to enhance student learning in subject contexts, so it is important that trainees are able to develop a confident knowledge of subject specific ICT applications. The ICT audit recognises these different contexts.

So we require that trainees audit their ICT skills.  This audit should take place at the same time as the SKA and be managed in similar fashion.

Individual Chronological Plan 
The Chronological Plan is the summary of the other three elements of the Training Plan, and it is the version that trainees and mentors will refer to most frequently – it is the operational version of the plan.  Indeed, it is strongly advised that reference is made to the Chronological Plan as the first item on the agenda of each weekly meeting.

The Chronological Plan already has the Standards Related Plan arranged into half term blocks to allow mentors and trainees to see where they should be at any point in the year. But it requires trainees and mentors to incorporate the resulting plans from the audits into the Chronological Plan in the appropriate space at the start of each half term’s activity.  

From this mentors and trainees can:

· plan activity on a week by week basis. 

· see it as a checklist for easy reference so that trainees can tick off when an element of the plan has been achieved.  

In other words it is a working document, but it should not be seen in isolation from the other elements of the plan – mentors and trainees should constantly check back to the standards related plan in order to see the definitive version of training activity, and how it should be evidenced.  As a working document, it should be readily available for reference.

It is also a living document, and should be amended as the programme is adjusted according to the trainee’s emerging needs during the year. Assessors will wish to see it annotated to indicate amendments and achievements.

Appendices
The appendices provide examples of much of the documentation used by the EBITT.  Most of appendices are available on the Training School website.
Appendix i:
Endorsed Evidence Sheet


Appendix ii:
Lesson Planning Sheet
 

Appendix iii:
Professional Development Report

Appendix iv:
Witness Statement

Appendix v:
Appeals Procedure

Appendix vi:
QTS Standards
Appendix i
Endorsed Evidence Sheet in support of QTS Standards

If you wish to report an experience which can be used as evidence to meet one or more of the QTS Standards, write an account below.  The account should be endorsed by a mentor, Professional Tutor or other person involved in your training to verify the statement

	QTS Standard(s): 
	

	Brief account of the experience

 Please turn over

	How does this experience provide evidence to support the Standard?



	What have you learnt from this experience? 



	What is the actual or anticipated impact of the experience on your professional practice?


	Trainee signature

Date
	Endorsed by:

Position:


Appendix ii
Lesson Planning Sheet

	Name:
	Subject:

	Group:
	Key Stage:

	Number in class:
	Ability range:

	SEN register:
	Date:


	Lesson context: subject topic knowledge to be taught:



	Learning objectives: 

Specify what subject knowledge/skills will learners learn?


	Assessment: 

How will you know whether they have?

	…. so that by the end of the lesson:

.. all learners will know/ be able to …..

.. most learners will know/be able to ….

.. some learners will know/be able to ….



	Resources planned (including ICT) 



	Personalised provision and TA/LSA support– differentiation; support for EAL; planned deployment of additional adults 



	Homework or other out of class work planned 




Planned Lesson Structure 

	Activities – describe what will be done -  
	When

	 - by the Teacher                                       
	 - by the Learners
	

	
	
	

	Learning Reviews

How will learning be reviewed with learners?




Appendix iii

Professional Development Report

You should complete the following for any formal training experience you have – e.g from the Central Programme, from school training events including Training Days, and any external courses attended.

	Title of Training event:
	

	Relevant QTS standards:
	

	Brief account of the content of the training



	How was the training relevant to the standard(s) specified above?

Please turn over

	What were the key learning points from the training? 



	What is the anticipated impact of the training on your professional practice?


	Trainee signature

Date


Appendix iv
GTP WITNESS STATEMENT

This witness statement should be written by someone who can comment on the trainee’s actions, performance or experience relating to the Q standard specified. 
It should not be completed by a trainee

In support of Q standard(s):






Trainee’s Name:







School:








Description of action, experience or performance witnessed

Name of witness__________________________ Position




Signature




         Date:_____________________

Appendix v

Saffron Walden and Comberton Village College Training Schools

EBITT


Appeals Procedure

It is the intention of this EBITT that all trainees will be supported in gaining QTS during the training year.  It is expected that given the level of support all trainees should be able to complete the course successfully.

Very occasionally trainees fail to make the appropriate progress towards the QTS standards.  

This appeals procedure supplements a process of supporting trainees that are identified as failing the course and who are not judged to be able to meet QTS before the end of the course despite additional support.  

The detailed process of identifying trainees who are causing concern is contained in our monitoring and assessment documentation, and (from 2009) in the handbook.  

If a trainee is still causing concern and is judged to be failing by the placement school the following process will be put in place:

1. The professional tutor will alert the senior tutor of their concerns 

2. The senior tutor will arrange a visit to the placement school where they will observe two lessons, feedback to the trainee and discuss the trainees’ progress with the professional tutor, mentor and trainee.

3. If the outcome of these observations and the discussions during the day cause the senior tutor to concur with the judgement of the school that the trainee is failing to meet, and will not meet the QTS standards this will be communicated to them.  Their employment contract will be terminated within one month of this decision being taken.

4. An exit interview will be conducted at the school to confirm the decision.

The trainee has the right to appeal against the decision made.

If the trainee wants to appeal s/he must:

1. Put the reasons for appealing the decision in writing to the EBITT administrator.

2. The EBITT will acknowledge receipt of this communication within 5 working days

3. The Professional Tutor, Mentor, Senior Tutor and trainee will have 10 working days from receipt of the communication to collect evidence to address the points raised in the written communication and to provide evidence as to why the judgement was reached.

4. Within 15working days from receipt of the appeal the trainee, professional tutor, mentor and senior tutor will meet to discuss the decision and present their evidence before an appeals panel.  The appeals panel will consist of Stephen Munday or John Hartley, and two other EBITT representatives.

5. A decision of the appeal will be communicated to the school, the EBITT staff and the trainee within 2 working days.

Appealing a Final Assessment Judgement
If the school put the trainee forward for assessment, and the EBITT Assessor disagrees with their judgement, then the trainee can be assessed again, but the costs will have to be met by the placement school. 
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