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The purpose of this handbook

[bookmark: _Int_1bENO6bC]Thank you for choosing a University of Manchester Trainee to mentor in your department. Your contribution and experience are one of the most important roles needed for trainees to flourish into excellent teachers and have long rewarding careers. 

The purpose of this handbook is to guide mentors in all matters regarding the mentoring of their trainees including information regarding procedural activities and wider aims and ethos of the PGCE course. 

It will inform you of roles and responsibilities of the trainee and subject mentor and answer any questions that normally come up in the training year. 

The mentor handbook will introduce the Curriculum your trainee follows including reference to the Core Curriculum Framework (CCF) and the Teacher Standards. It will include subject specific guidance. 

We hope this handbook provides a useful guide to mentoring your trainee. If any of your questions are still left unanswered then please do contact your trainee’s subject mentor at The University of Manchester. 

This mentor handbook correlates with subject handbook your trainee receives and the RoAD file your trainee needs to record their training year in. 

Again, thank you for choosing to be a mentor, we hope you’ll find the experience highly rewarding and informative.
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Welcome to mentoring on the PGCE Secondary English course


Teacher education is a partnership between schools and colleges and the university. Its effectiveness depends on the work and dedication of mentors in partner schools and colleges. Mentoring in initial teacher education may include a mix of coaching, counselling and assessment. Mentoring can also contribute to the mentors’ own professional development, for example by encouraging mentors to reflect on their own professional practice, across their teaching of English as well as the whole range of activities that are part of the day-to-day running of a school. 

Mentors work to ensure the development of individual trainees, for example by responding to their individual and changing needs.  This handbook has been written to try to ensure that trainees receive high quality support by assisting mentors, experienced and new, to carry out their role effectively. It is also intended to provide helpful details about working with trainees

Mentors are responsible for setting up timetables for trainees and for initiating and developing other school/college-based professional experiences. They also observe, advise and support trainees during placements, providing information on resources, programmes and teaching approaches. Mentors play a central part, in collaboration with university tutors, in monitoring, reviewing and assessing trainees’ practical teaching abilities. 

Mentors are invited to attend meetings with tutors in the university. Mentors may also contribute to university-based aspects of the course, for example through:

Contributing to mentor meetings;
Assisting with interviewing and recruitment;
Participating in planning meetings;
Developing course material that shows awareness of pupils’ diverse backgrounds and abilities;
Contributing to references;
Contributing topics to university sessions;
Participating in research, including research into issues of diversity. 

We would like to thank colleagues for agreeing to work with the PGCE team, and with one or more English trainees. Supporting trainees can sometimes be a challenging experience but it can also be inspiring and it is certainly very worthwhile for all involved.



Documentation relating to the course can be downloaded from the PGCE Mentor Support Site at 

www.seed.manchester.ac.uk/mentors
Colleagues may find the following book useful:

Wright, T. (2010) How to be a Brilliant Mentor: Developing Outstanding Teachers, London: Routledge. 
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Hannah Strickland – Secondary PGCE English Tutor and Subject Lead

Hannah Strickland began her own teacher education at the University of Manchester almost twenty years ago. She went on to support trainees in a variety of settings within a rewarding career of teaching English and drama in Greater Manchester and its surrounding areas, in a mixture of state schools, including comprehensive and grammar, mixed and single sex schools.
  
At the University of Manchester, Hannah is a Lecturer in Education, working on the PGCE secondary programme as the lead English tutor. Hannah has designed and led the Subject Knowledge Enhancement course for trainees who are to begin their PGCE study, as well as contributing to the Secondary PGCE EPS programme and its development. 
 
Hannah’s research interests include engaging with trainee/teachers’ experiences of teaching with invisible dis/abilities, as well as developing diverse curricula and safe, diverse educational spaces. She is also interested in researching the impact of mentoring relationships in these areas, in line with her Master’s degree in Coaching & Mentoring.

Contact details: Hannah.strickland@manchester.ac.uk

Carmel Kellett – Secondary PGCE English Tutor 
Carmel Kellett graduated from the University of Liverpool with a BA (Hons) in English Literature and American Studies gaining a PGCE the following year from the University of Leeds.
After 17 years teaching English with drama in schools in Essex, London and Derbyshire, she joined the Secondary English PGCE as a lecturer.

Carmel also works for one of the main examination boards, where she is a senior examiner for GCSE English Literature. She is a CPD Trainer for the board specialising in the design and delivery of GCSE training courses for teachers.

Carmel is also involved with the Tutor Trust, an educational charity based in Manchester. She is responsible for the design and delivery of the English training offered to undergraduates prior to their tutoring of individual students from low-income communities.

Her main passions are Shakespeare and poetry especially in the context of enthusing students of all abilities to engage with these works of literature. 

Email: carmel.kellett@manchester.ac.uk 
Anna Warburg – Secondary PGCE English Tutor
Anna has taught English in Manchester since completing her PGCE in 2005, in an 11-16 comprehensive school and since 2010 at a large sixth form college close to the University, where she taught across three English A-level courses as well as GCSE students re-sitting their exams.
Anna has an interest in classroom talk, which grew during her recent master’s dissertation study when she researched the extent to which young people value oracy and how far they are taught to express themselves verbally during their education. She understands many of the pressures on teachers and their students in today’s education sector.
Anna has been a Subject Mentor of trainee teachers in school and college settings for over a decade and has held roles as Teaching and Learning Co-ordinator and Union Rep. She is passionate about pedagogy and is a believer in the blending of educational research with teachers’ own expertise and experience. At the University of Manchester, Anna is a Lecturer in Education, working on the PGCE secondary programme as an English tutor.
[bookmark: _Toc78363917][bookmark: _Toc78364146][bookmark: _Toc78461697]Email: anna.warburg@manchester.ac.uk
The English Secondary PGCE course
 

The University of Manchester English PGCE Course is an excellent introduction to teaching English in schools. It is recognized as outstanding by Ofsted and our trainee evaluation scores are always very positive. The course has a clear English identity, the trainees will understand and learn how to apply subject knowledge, curriculum, pedagogy and assessment to make sure that all pupils you teach learn to love the subject. During the course they will be asked to engage in wider debates around education which will develop their understanding of education from sociological and political position, which means they’ll be able to adapt their practice to a variety of school settings. 
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During this course we have an overriding long-term goal: to facilitate trainees’ transition from subject expert to excellent English teacher. 

We will do this by:
 
1. preparing trainees to become English teachers who can help their students to become independent readers, writers, thinkers and users of language. 
2. creating a diverse and inclusive curriculum on our programme
3. modelling good practice in regards to teaching with a key focus on collaborative and independent learning
4. focusing on pedagogy that informs practice through theory 
5. facilitating a safe space for critical discussions about inclusion
6. challenging and supporting them to develop their  practice as inclusive practitioners
7. encouraging them to be an overall reflective practitioner 
 

[bookmark: _Toc78363919][bookmark: _Toc78364148][bookmark: _Toc78461699]The University of Manchester Curriculum 

The University of Manchester Initial Teacher Training courses enable trainees to be an excellent teacher in their chosen subject area. Subject tutors will introduce and develop theory and practice around subject knowledge, curriculum knowledge, pedagogy and assessment in ; together with wider principles. For the University to recommend qualified teacher status by the end of the training period trainees will be assessed against The National Teachers’ Standards. The curriculum that they will receive here at the University ensures that they will have access to the knowledge and experiences laid out in the ITT Core Content Framework. But our intent is broader: to provide all of our trainee teachers with an inclusive, rich, broad, balanced and challenging curriculum, which is sufficiently flexible and adaptable to meet trainee personal and professional needs whilst also addressing both local and national priorities . So the University of Manchester PGCE curriculum provides trainees with opportunities to develop: 
 
	Knowledge of: 
	Skills to: 

	
· Secondary and post-16 Curricula and Assessment requirements 
· Progression in subjects 
· Progression across age phases 
· Subject Knowledge 
· Knowledge of how children learn 
· Pedagogical Knowledge 
· Behaviours for Learning 
· Theories of teaching and learning 
· Inclusion and Diversity 
· Statutory Frameworks 
· Health and Wellbeing 
	
· Meet the Professional Teachers’ Standards (2012) 
· Be reflective practitioners 
· Undertake scholarly activity 
· Teach creatively and innovatively 
· Be resilient teachers, whilst managing a workload and work life balance 
· Be an effective communicator 
· Work collaboratively 
 






To progress through the PGCE, trainees will follow the University of Manchester’s PGCE curriculum. To be awarded their QTS recommendation they will be assessed against the Teachers’ National Standards at the end of the PGCE. To be awarded the PGCE (the academic qualification) they will also write academic assignments. 
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Subject tutors have carefully structured a curriculum that allows trainees to engage and experience the full richness of teaching their subject. Courses have been structured so that they understand learning theory, pedagogy, curriculum and assessment from a subject angle formed by expert subject knowledge, personal experience and professional subject associations. They will learn a huge amount though mentor meetings, informal meetings and observations and of course by learning from their peers. In these sessions they’ll experience opportunities to gather evidence towards the Teachers’ Standards. The English curriculum has been constructed with the aid of English subject associations, English subject mentors, exam boards and experts in the field to make sure they are well prepared for teaching the subject. The timetable evolves throughout the year as we respond to the needs and requirements of each specific cohort. 
 

The course aims to provide subject knowledge balance with skills, independent study and initiative. The course begins with the broad questions as to what is good teaching and how that is observed in an English classroom. We then move towards the concepts of what curriculum is before moving to planning, teaching and assessment. 
Over the course of the year we’ll discuss many topic areas and subject content. We do not attempt to cover every area of English due to time constraints but we provide a rich starting point for trainees to build on the university sessions during their placements and beyond.

We’ll look at the following areas:

· What is education and what is English?
· What should we teach? How do we create a curriculum? What should be included? What is the English curriculum? How can we decolonise the curriculum?
· A detailed exploration of the English curriculum, covering KS3, KS4 and KS5. How to teach Literature such as poetry, Shakespeare, Drama, novels as well as aspects of non-fiction and media. How to use drama-based approaches to engage and motivate students 
· A range of classroom approaches are explored and in many cases modelled during the university sessions such as instruction, demonstration, modelling, collaborative learning, discussion, debate, enquiry, drama , guest speakers, videos , modern communications platforms and technologies
· Planning lessons include support for writing lesson objectives, planning for both individual lessons as well as schemes of work, planning for progression, applying appropriate differentiation interventions, using data to support planning There will be an opportunity prior to first placement to participate in a microteaching activity.
· Classroom skills such as questioning, task setting , using collaborative learning approaches will be covered as well as a few sessions on using voice effectively and the importance of classroom presence
· What does assessment mean? Both formative and summative assessment will be considered throughout the year such as the use of questioning, self and peer assessment as well as other AFL strategies. The role of exams in the process will be reviewed with an opportunity to assess students’ responses
· How do children learn English? Theories of psychology and development are explored as  well as reviewing the current cognitive approaches used in schools
· Barriers to learning is a focus and particularly how to support students who are SEND and/or EAL. 
· Behaviour for learning in the English classroom explores the link between engagement and good planning and how the students respond to the learning. 
· Broader discussion in English education is covered especially focusing on curriculum reform/government policy, values in education , current affairs and the curriculum 

· All the above are underpinned by theory and most sessions will be supported through a link to an academic article or online lecture/multimedia. We value the importance of research that supports the practical elements of teaching in the English classroom.

Table 1: English Curriculum Overview – Core questions

The following table details the English curriculum for University blocks relating to placement 1, 2 and 3.  The curriculum intent is framed as Core questions. This table can be read across in rows, as well as in the vertical columns.

	English Curriculum Content U1/P1

	English Curriculum Content U2/P2

	English Curriculum Content U3/P3


	Can we identify what makes great English teaching (part 1)?
	Can we apply what makes great English teaching (part 2)?
	Can we reflect on what makes great English teaching (part 3)?

	What is the English curriculum at KS3 and KS4?
	What is the English curriculum at KS5?
	What does the future hold for English education and how will you move English forward?

	Identifying and developing planning skills (part 1): How can English curricula be constructed and planned at short, medium and long-term levels?
	Developing and applying planning skills (part 2): How can you develop your short, medium and long-term planning?
	Reflecting on and developing planning skills (part 3): How can you adapt your planning skills to prepare for your ECT role? 

	How can we teach literature, including poetry, novels and plays at KS3 and KS4?
	How can we teach English Literature at KS5? 
	How can we use creative teaching methods to deepen students’ appreciation of literary texts?

	How can we teach language, including reading, writing and spoken English, at KS3 and KS4?
	How can we teach English Language, including reading, writing, at KS5? 
	How can we use creative methods to deepen students’ appreciation and understanding of language, including reading, writing and spoken English?

	How can we use collaborative learning in the English classroom?
	How can we develop oracy in the English classroom?
How can we use drama effectively in the English classroom?
	What opportunities are there to enhance the English curriculum using extra-curricular visits and activities?

	How can we show progress and impact in the English classroom? Identify how we can use assessment for learning strategies.
	How can we show progress and impact in the English classroom? Apply how we can use assessment for learning strategies.
	How can we show progress and impact in the English classroom? Reflect on how we can use assessment for learning strategies most effectively.

	What is pedagogy? How do pupils learn English? How can learning theories support learning in the English classroom?
	How can we approach meaningful inclusion in the English classroom? How can we help students with barriers to learning access the English curriculum (part 1)?
	How can we approach meaningful inclusion in the English classroom? How can we help students with barriers to learning access the English curriculum (part 2)? 
How can we help EAL students to integrate into the classroom and access the English curriculum?

	How can we teach diverse texts in English to build a more inclusive and representative curriculum, identifying texts and strategies?
	How can we teach diverse texts in English to build a more inclusive and representative curriculum, applying texts and strategies?
	How can we teach diverse texts in English to build a more inclusive and representative curriculum, reflecting on texts and strategies?

	How can English support social, moral and cultural development (part 1)? Identify what is powerful knowledge in English and how can we teach it?
	How can English support social, moral and cultural development (part 2)? How can we apply a critical understanding of powerful knowledge in the English classroom?
	How can English support social, moral and cultural development (part 3)? How can we reflect on our critical understanding of powerful knowledge in the English classroom?

	How can we identify gaps and begin to build on your current English subject and curriculum knowledge for English teaching?
	How can we develop your English subject and curriculum knowledge for English teaching in placement 2? 
	How can we continue to develop your English subject and curriculum knowledge for English teaching into ECT and beyond? 

	How can we establish a safe and purposeful environment in the English classroom?
	How can we hold difficult conversations in the English classroom?
	How can we take risks and be innovative in the English classroom?

	What is your English teacher identity (part 1)? 
What is your philosophy which underpins who you want to be in the English classroom?
	What is your English teacher identity (part 2)? 
How is your English teacher identity developing, starting to think about entering the profession in your first role? 
	What is your English teacher identity (part 3)? 
How do you plan to develop your English teacher identity as you enter the profession in your first role?




What is the Intensive Training & Practice (ITAP)?
Starting from the 2024/25 academic year, all initial teacher training (ITT) programmes in England must include an Intensive Training and Practice (ITAP) component. 
Intensive Training and Practice (ITAP) is designed to increase coherence between theory and practice and allow trainees to reflect on how research can inform practice. ITAP is part of the university component of the course.
During ITAP, trainees observe and reflect upon expert practice. The design of the experience should support trainees to understand what it is that makes such practice effective and to reflect on how it could be embedded in their own practice. Trainees should then have the opportunity to apply what they have learned through, for example, rehearsal and/or live practice, receiving constructive feedback from expert colleagues. 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1079080/ITT_Reform_Accompanying_Document.pdf
The UoM five ITAP day themes reflect areas within our curriculum (and the CCF). 


· Behaviour for learning			(core area 1.2)
· Subject and curriculum knowledge 	(core area 2)
· How pupils learn				(core area 3.2)
· Adaptive teaching				(core area 3.3)
· Assessment 					(core area 4)

Following the ITAP days trainees will be encouraged to log their experiences reflections. You will be able to see the ITAP log in your trainee’s online RoAD.


[bookmark: _Toc78363921][bookmark: _Toc78364150][bookmark: _Toc78461701]What is the ITT Core Content Framework (CCF)? How is this relevant to you as a mentor and to your trainee?
 
The Department for Education believes, and we agree, that ‘the quality of teaching is the single most important in-school factor in improving outcomes for pupils and that is particularly important for pupils from disadvantaged backgrounds’ (Department for Education 2019). The Initial Teacher Training (ITT) Core Content Framework sets out a minimum expectation in the curriculum that trainee teachers should have. 

The University of Manchester PGCE meets this expectation by building the CCF requirements into our own ITE curriculum, which has been carefully structured in a sequence that will support your trainee to succeed in the classroom. 
 
Your trainee will experience ITT Core Content Framework requirements in University sessions, In school practice and through academic work. The PGCE English will go beyond the minimum expectation of the ITT Core Content Framework and provide a curriculum that encourages research, criticality of theory and demonstrate expert practice in teaching English. 
 
As an English subject mentor, you will naturally also discuss aspects of the CCF, be that during observations, mentor meetings, planning checks or school based CPD sessions. Examples of how the CCF is integrated into the English PGCE course is given below. Remember the CCF is woven into your trainee’s experience in both school and University sessions and through their own research and planning activities. 


	
	
	

	High Expectations
	
	

	Learn how in English University sessions and through school experience and EPS 
	Learn that 
	

	How to communicate clear instruction in your teaching using English subject specific language that would allow the pupil to succeed. Trainee observes subject mentor teaching a range of lessons. 
 
How to speak to pupils so that the teachers always see the potential in all pupils, be that in form time, English lessons, extra curricular activities and when interacting with guardians and report writing. Trainee observe mentor/other colleagues during these settings 
 
You will learn how to reward pupils in English lessons where a culture of positivity is used as a way of learning for example in the creation and promotion of a ‘can do attitude ‘ within the English classroom.  You will learn how to motivate all pupils in English through lesson design especially those who could be classed as disengaged. Trainee rewards pupils in English classes in line with the department expectations as well as creating their own reward systems . 
 
In English sessions you will learn to set work for pupils that encouraged participation of parents and guardians through interesting project and homework You’ll undertake assignments that allows you to understand the pupils view of English and then create actions based on that. Trainee uses the pupil voice to listen to the views of students ; with guidance from the mentor 
 
In English sessions you will be asked to observe a range of lessons and identify how high expectations are taught within the subject, this could be through language, activity design and professionalism of the English . In a weekly mentor meeting the mentor encourages the trainee to reflect on their observations. 
 
In English sessions you will learn how to differentiate activities so that all pupils can make progress no matter what their ability is. Mentor will model or jointly plan differentiation for an English lesson. 
 
In English sessions you will experience research and discourse around what high quality of English teaching is, what it should include and how it can be assessed, so that all pupils get a high-quality English. Mentor will highlight areas of good practice, encourage subject knowledge development through CPD opportunities and relevant literature as well as being involved in exam board meetings. 
 
In lesson observation feedback you will be asked to reflect on how and if you are ‘setting high expectations’ in order for strengths and targets to be identified. Mentor could observe aspects of high expectations in a weekly observation. 
	1. Teachers have the ability to affect and improve the wellbeing, motivation and behaviour of their pupils. 
 
2. Teachers are key role models, who can influence the attitudes, values and behaviours of their pupils. 
 
3. Teacher expectations can affect pupil outcomes; setting goals that challenge and stretch pupils is essential. 
 
4. Setting clear expectations can help communicate shared values that improve classroom and school 
culture. 
 
5. A culture of mutual trust and respect supports effective 
relationships. 
 
6. High-quality teaching has a long-term positive effect on pupils’ life chances, particularly for children from 
 disadvantaged backgrounds. 
 
 
 
	


 
 
English example of CCF Standard 2 Promote good progress. 
 
	How Pupils Learn (Standard 2- ‘Promote good progress’.) 

	Learn in English PGCE sessions, School Experience, EPS sessions and Personal Academic Work 
	Learn that 

	You will l receive knowledge as to why learning is important to the pupil’s knowledge of world and future opportunities. The mentor shows their trainee English schemes of work and explain how they prepare for the next key stage or higher-level qualifications. 
 
Know how to plan teaching sessions that plan to build English from prior knowledge through a range of activities. Your trainee will receive planning advice on how learning theories are used to plan your lessons. The mentor shows their trainee a range of activities that focus on prior learning and activities that encourage the use of short-term memory  
 
You will be shown how to plan English lessons that gradually progress so as not to overwhelm the pupils, for example gradual steps and modelling techniques. The mentor and trainee review lesson planning and discuss where pupils could become distracted. 
 
Your will be mentored in planning sequences of work that build on knowledge learnt in prior years; using working memory and long – term memory. 
 
Through observations in University sessions and school experience you will learn when pupils have not been challenged enough or have become overwhelmed and learn how to plan better English lessons. 
 
Through University sessions and lesson feedback you become aware of how to recognise pupils’ misconceptions around Englsih and how to plan for better English . The mentor meeting/post lesson feedback could be used to encourage the trainee to become reflective practitionesr 
 
You will be encouraged to use your knowledge to reflect on lesson planning in English so that planning takes account of what pupils already know and what they should achieve by the end of the lesson or through longer term planning. You will be shown activities such as retrieval, repetition and English skills which is a useful way to gauge understanding. The mentor models ways of scaffolding and differentiation, goes through model answers and assessment pieces. The mentor ensures that their trainee is aware of what the expectations are for a particular English class. 
 
You will constantly be asked to plan for pupil progression in English, shown how to use a variety of ways to differentiate encompassing knowing your pupils well, learning about timing, providing frameworks, range of learning styles and most importantly when to take differentiation away. 
	1. Learning involves a lasting change in pupils’ capabilities or understanding. 
 
2. Prior knowledge plays an important role in how pupils learn; committing some key facts to their long-term memory is likely to help pupils learn more complex ideas. 
 
 
3. An important factor in learning is memory, which can be thought of as comprising two elements: working memory and long-term memory. 
 
4. Working memory is where information that is being actively processed is held, but its capacity is limited and can be overloaded. 
5. Long-term memory can be considered as a store of knowledge that changes as pupils learn by integrating new ideas with existing knowledge. 
6. Where prior knowledge is weak, pupils are more likely to develop misconceptions, particularly if new ideas are introduced too quickly. 
7. Regular purposeful practice of what has previously been taught can help consolidate material and help pupils remember what they have learned. 
8. Requiring pupils to retrieve information from memory, and spacing practice so that pupils revisit ideas after a gap are also likely to strengthen recall. 
9. 9. Worked examples that take pupils through each step of a new process are also likely to support pupils to learn. 
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What are The National Teachers’ Standards?
 
The Teachers’ Standards define the minimum level of practice expected of trainees and teachers from the point of being awarded qualified teacher status or QTS. The performance of trainees is judged against the Standards at the end of the PGCE. During the training year, subject tutor and school mentor will assess the trainees teaching in accordance with the University of Manchester ITE Curriculum, which is designed to facilitate trainees achieving QTS at the end of the PGCE. The curriculum is closely linked to the Standards, so trainees will gain familiarity with the Standards during the year. Feedback from the university subject tutor and school subject mentors will guide the trainee towards meeting the Standards by the end of the training year. As an example, see below. 


Teachers’ Standard (TS1) states ‘A teacher must set high expectations which inspire, motivate and challenge pupils’.  
 
The University of Manchester English curriculum has consistently supported trainees to be able to plan exciting lessons which use a range of activities that motivate pupils; to use a range of interesting and differentiated objectives that challenge all pupils to make progress; to model high expectations by being well planned, research the topic well and made sure the English being taught is pitched appropriately for their classes. 
 
As another example, Teacher Standard (TS2) ‘ A teacher must promote good progress and outcomes by pupils’. 
 
The University of Manchester English curriculum has consistently supported trainees to check learning of pupils such as using a range of AFL approaches ; using a mark book where they can track the progress being made by pupils; marking pupils work for either homework or classwork and giving feedback that celebrated successes and advice for improving their learning. 
 
As the year progresses, with the support of the University tutor and subject mentors, trainees will develop the skills, knowledge and dispositions required to meet the Standards . 
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All PGCE students follow The University of Manchester PGCE curriculum. This document states our Intent, Implementation and Impact, and it integrates the requirements of the Core Content Framework. All trainees at the end of the training year are assessed against the Teachers’ National Standards to achieve QTS. In order for your trainee to be awarded PGCE (the academic qualification) they must write three Master’s level assignments. Your trainee spends a substantial amount of time in schools teaching, reflecting on their progress through the curriculum and writing their assignments. Your trainee is required to follow the curriculum shown below, going from basic steps in Placement 1 to becoming more confident and expert in Placements 2 and 3. In brief your trainee should progress in their own development in the following ways: 
 
· They are able to teach, plan and assess lessons according to the increased teaching load 
· They should be able to plan more lessons autonomously with original ideas 
· They should be able to differentiate lessons more accurately using assessment as a planning tool 
· The lessons they teach are rich in subject knowledge and specification knowledge 
· The majority of lessons have a positive learning environment with very few interruptions 
· Feedback shows that the pupils they teach make good progress over the scheme of work 
· They are able to demonstrate on the progress matrix how they are progressing through the University of Manchester ITE Curriculum. 
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The progress of your trainee is exceptionally important to us. The course is designed in such a way that they should all be capable of a PGCE and recommendation for QTS by the end of the year. Your trainee should follow advice, be organized and take responsibility for their training year. Here are some expectations that we have for English trainees. 

Trainees are expected to: 
 
· Be committed to all areas of equality and diversity and be a champion for a fairer educational system 
· Be punctual to all university sessions and in all school experiences including teaching, meetings, professional development sessions and to report your absence following professional procedures. 
· Set a good example in the way you present yourself, be that appearance or manner in a professional environment. 
· Carry out, in a professional manner, tasks required by the headteacher, mentor and the university. 
· Maintain confidentiality exercising tact at all times and respecting the confidentiality of both children and teachers. 
· Establish professional and effective relationships with staff, parents, carers and pupils and other agencies responsible for the education and welfare of pupils. 
· Plan and prepare lessons and resources in advance, to a good standard and in close liaison with the mentor. 
· Mark work promptly in accordance with school policy and quickly seeking advice when needed. 
· Understand your pastoral responsibilities including the health and safety of pupils and dealing with bullying, safeguarding or equal opportunities issues as they arise 
· Become involved in the general and corporate life of the school attending staff meetings and school events by invitation, including parents’ evenings. 
· Maintain the RoAD in an up-to-date fashion, and establish and maintain a school file. 
· Listen to constructive advice and act upon it to the best of your ability. 
· Take responsibility for your own professional development. 
· Seek to further your experiences, respond to professional targets and evaluate your own performance honestly. 
· Demonstrate, and collect evidence for progress through the University of Manchester ITE Curriculum by completing relevant sections of the RoAD. 
· Return any resources or materials belonging to the school at the end of the professional placement. 
· Be aware of the wider context of education and that learning takes place both in and out of school. 
· Be expected to demonstrate the desire and motivation to successfully complete the PGCE training year. 
· Be involved in wider English associations, independently seeking to broaden your experience of debates around English education. 
 
 
[bookmark: _Toc78461706]The mentor’s role and responsibilities 
 
Your role of subject mentor is probably the most important factors for your trainee having a positive school experience and therefore launching a successful career in teaching. We recognise that mentors are incredibly busy and really value your commitment in training a PGCE student from The University of Manchester. From our experience, good subject mentors have the following characteristics and competencies: 
 
· They are individuals who champion equality and diversity in the school 
· They are enthusiastic about teaching their subject and teaching their pupils 
· They are scholars in their own subject and have excellent knowledge of their subject, curriculum, pedagogy and assessment 
· They are committed to sharing best practice so that others can further develop their teaching. 
· Good subject mentors are those who can support trainees in a positive and caring way to overcome any potential barriers in their trainee’s development. 
· A good subject mentor recognises that trainees develop in their own pace and capacity. The mentor can therefore adapt and change their practice to get the best from their trainee. 
· A good subject mentor recognises that good teaching can incorporate a huge range of techniques and styles and are able to work with the trainee to develop their own distinctive practice and approach. 
 
[bookmark: _Toc78461707]What to provide for your Trainee’s school experience?

Induction of trainees into the department and the school/college

Aspects of school/college experience that are particularly valued by trainees are: 
· Being treated as colleagues;
· Being made to feel welcome;
· Timetables with coherence and continuity;
· Time with mentors, and other colleagues;
· Mentor debriefings and lesson consultation notes which identify growth points and challenging targets for development as well as giving praise and encouragement;
· Clear information about potential sources of misunderstanding, such as professional responsibilities, dress codes and normal modes of address. 

Mentors should discuss trainees’ CVs and prior skills and experience, and how these relate to the needs of students and the school or college as a whole, including opportunities for extracurricular and community involvement. 

Trainees should have a few days to observe the classes they will be teaching and to familiarise themselves with the school/college environment. As well as observing English classes during these induction days, trainees might also shadow a pupil or class so that they gain some insight both into the pupils’ perspective of learning and into how other subjects are taught. 

Useful whole-school/college induction activities and information include: 
· Welcome to trainee(s) at staff briefing; 
· Health and Safety regulations, including fire drills, evacuation and emergency procedures;  
· Details of essential staff, such as office staff, headteacher or principal, professional mentor, heads of year, the nominated child protection lead; the special educational needs coordinator (the SENCo); 
· Domestic arrangements – coffee, lunch, etc.; 
· Arrangements for illness and absence;
· Provision of staff handbook; 
· Information about key policies such as safeguarding, health and safety, behaviour, marking and assessment, equal opportunities and diversity, social media;
· Provision of departmental schemes of work;
· Allocation of a workspace; 
· Access to the school’s/college’s communications systems; 
· Introduction to information technology (IT) facilities and reprographics facilities; 
· Observing pastoral-related activities, such as a form, assembly, tutor time; 
· Information on the local area.
· Trainees to be given a copy of the School's Risk Assessment policy in relation to Covid-19' 

English-related induction activities and information include:
· Introduction to the English department; 
· Provision of relevant textbooks and other learning resources; 
· Class lists and data for pupils the trainee will be working with; 
· Observations of the classes the trainee will be working with; 
· Joint lesson planning for lessons that will be team-taught. 


[bookmark: _Toc78461708]Trainees’ timetables and teaching loads

During the first school placement, the trainee should be eased into their full teaching load over the induction period through activities such as small group teaching; team teaching; teaching part of lessons, etc. This is flexible based on the mentor’s experiences of each trainee; however, as a general guide, trainees should be on their full timetable on or as soon after the start of week 4 as possible. 

In placements 2 and 3 there will also be some level of induction required, though trainees should start teaching as soon as realistically possible. 

Trainees will have approximately 30% (8 hours), 50% (10-12 hours) and 60% 
(14 hours) of a full timetable in their successive placements. 

Trainees will be expected to spend a considerable proportion of their time on planning and assessment, as well as on the assignments that form an important part of their course.

Trainees are expected to remain on the premises for the same hours as teachers. If there are departmental or whole school meetings, parents’ evenings, or open days please ask them to attend. Trainees should have a balance of classes from across the years represented in the school. Many schools prefer not to give trainees sole charge of Year 11 or Year 13 examination classes; however, a common strategy is to timetable trainees to such classes in addition to their main teaching timetable to support the class teacher. With some flexibility, trainees should be able to still gain a full range of teaching experiences at this level; mentors who foresee a difficulty in providing this full range of experiences should speak to the Subject Lead (Carmel Kellett). 

If post-16 provision is available, please ensure that the trainee gains experience of it. You may give a trainee classes belonging to colleagues who are not trained mentors and they may take part in the observation and training of the trainee. The trainee’s mentor will remain responsible for the trainee, for formal feedback and for grading so the mentor might undertake joint lesson observations with the class teacher to standardise the feedback. 

A typical timetable will enable trainees to carry out a mix of activities that will help them to become familiar with the teaching role and to achieve the ITT Standards. These may include activities within the class teacher’s lessons and teaching complete lessons under supervision by the class teacher. Wherever possible, trainees should be given opportunities for initial success in the classroom. 

Trainees will find it useful to participate in the pastoral system, for example by working with a form teacher, and to contribute to the life of the school in other ways, for example through extracurricular activities. 

Trainees should not take cover lessons for absent colleagues. 

 


[bookmark: _Toc78461709]Observing your trainee teach 
 
As a University we recognise there are many different ways to observe your trainee teach. They all have their merits and restrictions. We would encourage all mentors to use their expertise to develop a method of observing that is beneficial to the development of your trainee. Feedback should be accurate, evidence based, constructive and developmental. It is always useful to begin with the trainee reflecting first and then to focus on the strengths of the lesson , followed by areas for development . Here are some suggestions on how you may decide to use observations for the growth of your trainee. 
 
On the University of Manchester lesson observation sheet, use the suggested prompts of the left-hand column, which link to elements of the University of Manchester ITE Curriculum. 
 
You may find that these questions help to focus your lesson observation and your feedback to the trainee: 
 
· Did the lesson achieve its objectives? How and what is the evidence? 
· Did the pupils learn anything new in the lesson today? If so what is the evidence? 
· How did your trainee demonstrate accurate and sound subject knowledge? For example, did they use key terms correctly? 
· How well did your trainee model activities? Did they give clear and accurate instructions using a success criterion? 
· How did your trainee cater for the different abilities in the classroom, was there enough support and challenge? 
· How did you trainee check for progression and learning? Was there enough? Was this regular? How did they address any gaps in knowledge? 
· How did you trainee create a supportive and encouraging environment today? Did they use reward to encourage learning? 
· How did your trainee acknowledge prior knowledge the pupils had and did they build upon it? 
· What were the pupils doing in the lesson today, were the activities appropriate, interesting and engaging? 
· How did the pupils participate in the lesson? Was it all teacher or pupil led? Were there missed opportunities for peer work, group work or individual work? 
· Has today’s lesson prepared pupils for the lesson that’s comes next? 
· Did your trainee use a range of skills in the lesson today for example speaking, writing or listening skills? 
 
 
 
[bookmark: _Hlk78454288] 
[bookmark: _Toc78461710]Weekly mentoring sessions

Mentoring sessions should take place in a quiet space to acknowledge the importance of the meeting and enable trainee and mentor to discuss openly and honestly in a one-to-one situation. We suggest mentors begin each meeting with an open question such as ‘how are you?’ to allow trainees to discuss any issues that they are worried about before moving on to the more structured part of the meeting.

The Record of weekly mentor-trainee meeting form in the trainee’s Record of Achievement and Development (RoAD) should help mentors to structure the mentoring sessions. It is the trainee’s responsibility to complete this form. Mentors need to confirm that it is an accurate record, which should normally be done in the course of a mentor-trainee meeting. 

Mentors should also discuss the trainee’s Progress matrix, which there is a copy of in the RoAD, with the trainee at least twice during each placement, once three to four weeks into the placement and once towards the end. 


[bookmark: _Toc78461711]Tutors’ visits to observe trainees

A university tutor will visit each trainee to observe a lesson once during each practice. Occasionally, extra visits are needed if there are special circumstances or causes for concern, but normally the main responsibility for observing and supporting the trainee is the mentor’s. 

When a tutor comes to observe a lesson, the lesson should also be observed by the trainee’s mentor and with time made available after the lesson so that both mentor and tutor can give the trainee joint feedback. 

The main purposes of tutors’ visits are as follows:

· To share lesson observation and subsequent feedback, including debriefing and written feedback, with the mentor or class teacher;
· To monitor the trainee’s progress; 
· To continue relevant aspects of mentor training;
· To contribute to moderation of mentors’ assessments of trainees. 

The usual form of a tutor’s visit will be as follows:

· The tutor discusses the scheme of work relating to the lesson to be observed with the trainee, and if possible with the mentor.
· The tutor and mentor observe the trainee’s lesson. Both tutor and mentor complete written lesson observation reports, or notes for these. 
· After the lesson, the trainee evaluates the lesson with the mentor, and the mentor gives feedback, identifying strengths of the lesson and setting targets for the trainee.
· The tutor comments on strengths and areas for development.
· Mentor and tutor each give the trainee a copy of their lesson observation reports.
· Tutor and mentor discuss the trainee’s progress, together with any other training issues that emerge. 

Where possible, tutors try to arrange an observation lesson that involves the mentor’s class but sometimes this is not possible so mentors are asked ( if they are teaching ) to arrange to swap with the class teacher. It is also useful if mentors can make themselves available to share debriefings if possible. 

It would be helpful if colleagues could check that proposed visits do not coincide with school trips, work experience and so on, and let the relevant trainee and tutor know as soon as possible if any problems arise. 

 
 
[bookmark: _Toc78461712]What to do if your trainee experiences problems?

Your trainee will find parts of their training year difficult and for a variety of reasons. Some of these reasons could relate to organizational problems or the practical elements of teaching, others relating to emotional well-being and the personal. Becoming a teacher often requires a shift in identity and being open to feedback in way never experienced before. As a mentor you’ll need to recognise these challenges and deal with them sensitively and sympathetically. However sometimes problems can arise because of a lack of understanding from your trainee. These matters also need to be dealt with. In all cases talk to your schools’ professional mentor and your trainee’s University tutor. 
 
Some common problem areas and common solutions 
 
Your trainee is constantly late to school and classes. In your first or next mentor meeting discuss the expectations requiring time keeping with your trainee. 
 
Your trainee finds organization a challenge. In your mentor meeting discuss creating a work timetable with a collection of reminders for deadlines. 
 
Your trainee demonstrates weak subject knowledge. In your mentor meeting you should discuss subject knowledge and content that needs covering for the forth coming week, you could ask how your trainee is developing subject knowledge independently. 
 
Your trainee finds behaviour management a challenge. Discuss any pupils that will present challenging behaviour. Go through the school behaviour policy. Allow your trainee to observe good practice of colleagues. Make an area of focus for an observation ‘behaviour management using praise’. Discuss any school based CPD on behaviour management. 
 
Your trainee fails to hand in planning on time. Investigate why planning is late, there could be an underlying practical reason. Discuss a suitable time frame to catch up on planning. You could briefly reduce the planning expectation or structure of it. Alter the day when you wish to receive planning by and the format of it. 
 
Your trainee is over reliant on school resources. Try to find out why your trainee isn’t planning original lesson materials. Go through the long-term plans in the department and share lesson ideas can be sought. Gradually change communicate your expectation for when you want original lessons planned by. 
 
Your trainee gets increasingly anxious over lesson observations. Try to discuss the reasons why and reassure your trainee this is a developmental activity. Focus of positive attributes of their lessons to date and explain what the area of the focus for the next observation will be. Encourage your trainee to complete reciprocal observations of yourself and other department staff. 
 
Supporting your trainee’s wellbeing 

Sometimes your trainee will face times in their training year when their wellbeing will suffer. The reasons for this could be many and could be personal. If you are worried about your trainee, or if they are out of character, or share personal information, please discuss this with your school professional mentor and University tutor. 
 
All University of Manchester students can access wellbeing support. All trainees are aware of the support offered to them. Even so, more information can be found here; https://www.studentsupport.manchester.ac.uk/ 
 


Serious issues around your trainee’s professionalism 

There may be times when your trainee acts in way that is considered of a serious nature and go against the professional expectations of The National Teacher Standards. These incidents are rare but should be communicated quickly with both the PM and University Tutor. For extreme absences and or failure to meet professional standards, including standards of professional and personal conduct will trigger concerns and possibly warning letters. If your trainee is not on track with one or more groups of Standards this will also trigger concerns and usually warning letters. There are three stages of concern. Trainees reaching the final fourth stage will be required to attend a MIE panel which would result in the trainee failing or being dismissed from the course. It is rare for trainees to reach stage 2 or above. We work hard with you as mentors to prevent this from happening. 
 
 
[bookmark: _Toc78461713]FAQ


[bookmark: _Toc78461714]School experience is a vital element of any teaching qualification. It is in school and college that trainees get to apply, reflect and evaluate what they have learnt in the University sessions. Trainees will typically learn new ideas and experience fully what working in schools and teaching their subject is actually like. This section of the handbook aims to answer common questions that mentors need answering in order to provide the best and most manageable experience for their trainees. We hope you find it useful. 

How many school placements does my trainee have? 
The University of Manchester PGCE programme all trainees have three placements. These are Main (1), Contrasting (2) and returning to MAIN (3) placement. On average trainees spend 120 days in school getting a feel for the rewards and challenges of teaching their subject in school. A calendar has been provided below. 

Does the mentor plan a timetable for the trainee and if so how much teaching should they do? 
The answer is yes. Our expectation is that your trainee will be teaching class groups for 8-10 hours in Placement 1; 10-12 hours in Placement 2; 12-14 hours in Placement 3. 

Do these hours gradually build up or should trainees be given the allocation straight away? 
In placement 1 the hours should gradually build up over a period of weeks. It’s important to allow your trainee to gradually adjust to their full allocation. Too much teaching too soon can overwhelm trainees – though others will quickly take to their timetable in their stride. Due to the pandemic there may be more opportunities to work with smaller groups of students as part of the recovery curriculum. This is a valid form of teaching and will be of great benefit. Again, for placement 2 and 3 a gradual build up is recommended. 

What Key Stages should my trainee be given? 
In placement 1 trainees typically teach Key Stage 3 classes. In Placement 2 they should start to teach Key Stage 4 and Key Stage 5 if available. In Placement 3 your trainee should be teaching all Key Stages. However, if you have a capable trainee you can incorporate some teaching of Key Stage 4 in Placement 1. It is always worth discussing the timetable with your trainee to make sure that they are capable and are not overwhelmed. 


Can my trainee teach other colleagues’ classes or do they solely teach mine? 
Yes, your trainee can teach classes of other staff in your department, but these should be limited. As a mentor you need to observe the trainee once a week and give feedback. If a trainee is teaching lessons from other colleagues it is still useful for you to observe these so that the trainee is being given consistent feedback and not be overwhelmed with too many targets and planning expectations. Any other classes your trainee takes should be of teachers who are recognised as excellent practitioners. Some of the lessons your trainee takes can be with Early Career Teachers. 

Is my trainee allowed to use plans and lessons already on the school system? 
It is important to remember that the training year is about getting your trainee ready to plan, teach and assess their subject – but it is also about learning to work collaboratively and as part of a team. Trainees should have access to shared lessons and resources, but they should also plan and teach original lessons from scratch and adapt and make many of their own resources. Trainees are typically shown long and medium-term plans and asked to teach to agreed objectives. But please adapt your practice to the needs of your trainee. In the early stages your trainee may wish to have more structure available to them. Your trainee cannot develop the skills and habits required, purely by using other teachers’ plans and resources. 

I am concerned my trainee is not making the expected progress?
You may be concerned about your trainee for many reasons. It is useful to try and resolve this yourself initially but if this fails then contact the University tutor. We will respond swiftly and try and support both you and the trainee. We may use an Action Plan that is created by both the mentor and tutor to provide further support  . Some trainees may be able to access the Widening Access and Participation Project (WAPP) if this is appropriate. The WAPP scheme entails a designated member of the support team visiting a trainee on placement and using coaching strategies to help the trainee to reflect on their working targets and strengths. This provides an additional opportunity for professional dialogue with an experienced tutor and teacher who is not involved in the direct training and aims to help the trainee to challenge their own assumptions and perceptions. 
If the intervention is not working there are 3 stages linked to cause for concern which may result in the trainee being advised to interrupt / withdraw or the possibility of them failing the course. 

How often do I observe my trainee? 
Your trainee is required to be observed by you as their subject mentor once every week. This could be the same class or a different class. However, you should discuss when the observation will take place with your trainee. A trainee will always appreciate a good amount of notice as to when the observation will happen. Your trainee will give you a lesson observation form to complete, or it is available on our Mentor Resource Site www.seed.manchester.ac.uk/mentors. The majority of official observations need to be from you, the subject mentor. 

Does my trainee need to complete lesson plans, PowerPoints and reflections? 
Your trainee is expected to write full lesson plans, and they should use the University of Manchester subject template to do this. All lessons are expected to be reflected on using guidance from your trainee’s subject tutor. Your trainee should also produce all lesson materials such as an accompanying PowerPoint presentation. They should produce some original worksheets or adapt the ones available to them. The amount of lesson planning your trainee completes using a proforma may change over the year and this will be communicated, via email to you. 

Do I need to check my trainee’s planning? When and how often? 
There is an expectation that subject mentors check their trainee’s lesson plans and resources – often this will be a brief check. This allows the mentor to give constructive feedback before the lesson is taught. But it is best to limit any changes you require – the trainee needs some responsibility for decisions; in order to learn from successes and mistakes. You must decide with your trainee when you want lesson plans and materials handed in and how and when they will be fed back on. Please give enough time for your trainee to make alterations before teaching their lesson. 

What does my trainee do when they are not teaching? 
Your trainee will be busy, planning, writing lesson plans and resourcing their lessons and marking pupil work. They are also researching and writing assignments and working on EPS assignments. They need to be completing their RoAD file and updating their subject knowledge in a systematic way. They should also be getting involved in departmental and whole school activities and directives. 

Do I need to write an end of placement report for my trainee? 
Yes, all mentors have to write an end of placement report stipulating where their trainee is ‘On track or Not on track’ to meet Teacher Standards by the end of the PGCE. This document is set out using the major elements of the University of Manchester PGCE Secondary curriculum. The subject tutor will send mentors reminders and examples as to when to complete this by. Again, support for this is available on our Mentor Resource Site www.seed.manchester.ac.uk/mentors 
 
 
What opportunities are there for me to connect with other mentors and to develop myself? 
 You are invited to join our Excellence in English Hub, which meets six times a year, alternating between online and in person sessions. Please email the course leader, Hannah Strickland, for updates.

What has my trainee been doing at university? 
 If you want more detail on trainee’s learning at university, please see our ‘At a glance curriculum’, available on the mentor resource site. The curriculum questions are also listed above in the section about the UoM English PGCE curriculum (p6).


Appendix 1

Weekly subject mentor meetings in school or college
Before the meeting: make initial notes about the lessons you have taught, etc. 
During and following the meeting, record key comments from your subject mentor. 
Introduction to the profession; developing skills; establishing foundations

	
	Reflection focus

	P1-1/
U1-4
	Professional behaviours: Safeguarding

	Programme
	Discuss safeguarding policy and practice in your school or college, and link to the ISP on Safeguarding.

	Subject
	Discuss an observed lesson in terms of maintaining a secure classroom environment  

	P1-2
	High expectations 

	Programme
	Discuss what high expectations means, in practice, and some examples from observations.

	Subject
	Consider how this focus on high expectations relates to university sessions. 

	P1-3
	Planning and teaching: Behaviour for learning

	Programme
	Describe some routines that you have observed teachers using to create and maintain a classroom environment conducive to learning.

	Subject
	List some of the routines you have focused on, when planning a teaching episode (perhaps jointly with your subject mentor). 

	P1-4
	Planning and teaching: 
Classroom practice

	Programme
	Discuss what you have observed about how teachers break down ideas into manageable steps. 

	Subject
	Consider any lessons of yours where scaffolding and manageable steps have been successful in supporting pupils’ learning. 

	P1-5
	Planning and teaching Subject and curriculum knowledge

	Programme
	Discuss some of the big ideas / foundational concepts which you have been working on in your lessons.

	Subject
	Highlight any teaching which has led to an increase in confidence on the part of some of your pupils. 

	P1-6
	Planning and teaching: Behaviour for learning

	Programme
	Discuss how well you are making use of departmental or school rewards and sanctions in your lessons.

	Subject
	Reflect on the sorts of pupil actions, responses, contributions or skills that have you rewarded, and how you have done that.

	P1-7
	Planning and teaching: How pupils learn

	Programme
	Reflect on tasks which you have used or observed which have really helped pupils to focus on the intended learning. 

	Subject
	Discuss your first assignment ‘Learning, teaching and assessment in the curriculum’, and a focus which might help you facilitate learning more effectively. 

	P1-8
	Assessment

	Programme
	What are some of the effective approaches to questioning that you have observed, in your subject or in other subjects?  

	Subject
	In what ways has your own use of questioning developed in the last few weeks? 

	P1-9
	Planning and teaching: Adaptive teaching

	Programme
	During a lesson, what are you doing to identify who needs further support, and who needs more challenge? 

	Subject
	Have you had any difficulty in maintaining your high expectations of each pupil from lesson to lesson?  

	P1-10
	Planning and teaching: How pupils learn

	Programme
	Through which activities have you deliberately aimed to facilitate learning as a social process? Which of these seemed most successful?

	Subject
	What have you done in recent lessons to manage the load on pupils’ working memory? 
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