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[bookmark: _Toc74142476][bookmark: _Toc143108521]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 the 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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[bookmark: _Toc143108522]Welcome to Mentoring on the Mathematics Secondary PGCE course
The University of Manchester Mathematics PGCE Course is an excellent introduction to teaching Mathematics in schools. It is recognized as outstanding by Ofsted and our trainee evaluation scores are always positive. The course has a clear Mathematics identity. With your guidance, your trainee will learn to apply subject knowledge, curriculum, pedagogy and assessment so that all the pupils they teach make progress and love the subject. During the course your trainee will engage in wider debates around education, including sociological and political position. Social justice is high of the agenda. Through this experience your Mathematics trainee will be able to adapt their practice to a variety of school settings. 

[bookmark: _Toc143108523]Aims and overview of the Mathematics Subject Programme
[bookmark: _Toc74142479]By the end of the academic year, all trainees work towards achieving Qualified Teacher Status or QTS and the award of a Post Graduate Certificate in Education. You can choose to be awarded a QTS for 11-16 or 11-18. All trainees on teacher training courses gather evidence of meeting The Teacher Standards in order to be awarded QTS, this happens throughout the year. 

The aims of the Mathematics PGCE work alongside the programme wide PGCE aims at The University of Manchester. All Mathematics PGCE trainees will work towards meeting the following aims:

To understand how Mathematics as a subject applies to everyday life, learn its foundations and origins and complexities as a subject to be taught in schools; and learn how to articulate the belief that Mathematics is an exciting and creative subject. 
To understand how Mathematics is learnt by children, through an appreciation of learning theory. They will appreciate how children make sense of Mathematics and demonstrate learning of the subject.
To learn how to plan, teach, and assess Mathematics learning experiences, which are embedded in mathematical pedagogical knowledge. This will be demonstrated in and out of the classroom. Trainees will learn how to reflect on whether these practices have allowed Mathematics learning to take place. 
To demonstrate a range of pedagogical practices which are suited best for their pupils progression in mathematical knowledge acquisition. They will construct their own understandings through working collaboratively on engaging, challenging tasks, problem solving and reflecting on their experience. 
To learn how to support children to investigate mathematics solve porblems, make connections, use reasoning and proof, exploit ICT and draw on the historical and cultural roots of mathematics.
To appreciate that their own subject and pedagogical knowledge is crucial in their own ability to teaching good Mathematics lessons and therefore to complete scholarly activities to keep it present. 
To appreciate the many complex reasons why mathematical attainment varies across certain groups of children regarding race, gender, ability and wealth. Trainees will aim to address these barriers through research informed practice.  

The PGCE Mathematics course from The University of Manchester will prepare for teaching in the training year and beyond.  All trainees will engage with educational theory as they begin to teach as an intellectual and as a reflective pursuit.  

[bookmark: _Toc143108524]The University of Manchester PGCE Curriculum 
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 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 and needs.  So the University of Manchester PGCE curriculum provides trainees with opportunity 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 be awarded your QTS recommendation trainees will be assessed against the Teachers’ National Standards at the end of the PGCE.  Both school-based mentors and UoM tutors will provide feedback throughout the course to allow trainees to understand the context of these standards, how this can look in the classroom, and how to maximise your progress.  To support and guide trainees development, they will reflect on their own experience in the light of the Standards during the course, using the Progress Matrix.  To be awarded the PGCE (the academic qualification) trainees will also complete three academic assignments. These are detailed in the Graded Assignment Handbook. 

[bookmark: _Toc74142481][bookmark: _Toc143108525][bookmark: _Toc74142480]What is the ITT Core Content Framework (CCF)? How is this relevant to you as Mentor and 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 experience: https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/974307/ITT_core_content_framework_.pdf

The University of Manchester PGCE course has been carefully structured so that all trainees can experience the activities detailed in ITT Core Content Framework in a sequence that will support you as a trainee to succeed in the classroom.  As a trainee, your subject tutor has designed the course so that you can experience the ITT Core Content Framework requirements in University sessions, In school practice, University EPS sessions and through academic assignments. You will find that your PGCE will go well beyond the minimum expectation of the ITT Core Content Framework and provide a curriculum that encourages research, criticality of theory, and demonstrates expert practice in teaching your subject. See appendix 4 for further details.

[bookmark: _Toc143108526]Your trainees PGCE Mathematics Curriculum.
The Mathematics subject tutors have created a curriculum based on their own experiences of teaching the subject, guidance from subject mentors in school, subject associations and exam boards, and collaboration with Mathematics  networks around the country. Understanding and interpreting the National Curriculum for Mathematics plays a prominent role. The Mathematics curriculum has been grounded in the needs of schools, through dialogue with subject mentors and through observational visits. The key to the curriculum is that trainees learn through rehearsal and critical discussion in the university, and then through practice, reflection and critical discussion in their placements. Your trainee will learn a lot from their school placements: teaching and reflecting on planning, reading schemes of work, improving subject knowledge, and assessing. And in particular, your trainee will learn a huge amount through their observations of Mathematics lessons in your department. 

[bookmark: _Toc143108527]Mathematics  Curriculum intent
Mathematics is an exciting and creative subject. The University of Manchester secondary mathematics education team believes that learners construct their own understandings through working collaboratively on engaging, challenging tasks, and reflecting on their experience. We believe that to appreciate the beauty of mathematics learners as well as practising teachers should  use investigative and problem solving approaches, make connections, encourage reasoning and proof, exploit ICT and draw on the historical and cultural roots of mathematics. As stated by the National Curriculum: Mathematics is a creative and highly interconnected discipline that has been developed over centuries, providing the solution to some of history’s most intriguing problems. It is essential to everyday life, critical to science, technology and engineering, and necessary for financial literacy and most forms of employment. A high-quality mathematics education therefore provides a foundation for understanding the world, the ability to reason mathematically, an appreciation of the beauty and power of mathematics, and a sense of enjoyment and curiosity about the subject.

The intention of the University of Manchester Mathematics PGCE is to train teachers who can address the above aims of the subject by providing a high-quality, inclusive Mathematics education to pupils in all manner of school settings. Trainees will know what the National Curriculum for Mathematics includes, and they will be able to teach to exam specifications. They will be able to demonstrate their subject knowledge through sound pedagogy. Mathematics trainees will learn and reflect on teaching and will be able to make reflection-based choices on how best to address misconceptions, assess and teach Mathematics. They will be able to demonstrate sound assessment practices and will be able to judge whether their pupils have made progress in an activity, lesson, scheme of work or phase of learning. Most importantly, trainees will know from practice and academic study that Mathematics is a subject suitable for all pupils, no matter their need or background, and they will create a teaching culture that fosters inclusion and progress for all. Trainees will reflect on recent development of the mathematics curriculum and exam specification, in particular they will be encouraged to develop their skills in teaching through problem solving and will become familiar with teaching for mastery. 

The Mathematics subject tutors have created a curriculum based on their own experiences of teaching the subject, guidance from subject mentors in school, subject associations and exam boards, and collaboration with Mathematics  networks around the country. Understanding and interpreting the National Curriculum for Mathematics plays a prominent role. The Mathematics curriculum has been grounded in the needs of schools, through dialogue with subject mentors and through observational visits. The key to the curriculum is that trainees learn through rehearsal and critical discussion in the university, and then through practice, reflection and critical discussion in their placements. You will learn a lot from your school placements: teaching and reflecting on planning, reading schemes of work, improving subject knowledge, and assessing. And in particular you will learn a huge amount through your observations of learners in Mathematics lessons in your department. 

[bookmark: _Toc143108528]Mathematics  Curriculum content – core questions
The Mathematics curriculum aims to develop trainees by providing knowledge and reflective practices in: Mathematics curricular knowledge, Mathematics subject knowledge, Mathematics  assessment practices and most importantly Mathematics -related pedagogical practices. This curriculum has been constructed through personal and professional practices as well as subject expertise from serving teachers and subject bodies such as exam boards, subject associations and the National Centre for Exccellence in Tteaching Mathematics (NCETM). The below tables show the Mathematics curriculum for University blocks relating to placement 1, 2 and 3. The curriculum is positioned as ‘Core questions. You will reflect on these core questions in lecture and seminar formats and rehearse relevant activities as a group, and then practice and reflect on these questions in placement. 

For most core questions, trainees are expected to demonstrate learning through discussion, planning and teaching episodes. 

[bookmark: _Toc143108529]Table 1: Mathematics  Curriculum Overview

	Mathematics  Curriculum Content U1/P1

	Mathematics  Curriculum Content U2/P2

	Mathematics  Curriculum Content U3/P3


	Why teach Mathematics?
	How do your pupils learn Mathematics?
	What is Mathematics ’s role in global citizenship? How did mathematics develop historically? 


	Who decides what we teach in Mathematics?
	What is mathematical understanding, in the classroom?
	Reflecting on your practice, what values have you taught in Mathematics? 

	How do we establish routines in the mathematics classroom?
	How does Mathematics  support intellectual development for all?
	How can Mathematics support global citizenship and sustainability, social justice and climate justice?  

	What it is to think as a mathematician 
	How do we address misconceptions in Mathematics ?
	What does the future hold for Mathematics  education? 

	How is a teacher’s passion for Mathematics made clear? 
	How do we ensure that Mathematics  an inclusive subject?
	How do you maintain professional development?

	What is a Mathematics curriculum at KS3- KS5?
	How can Mathematics  support EAL pupil?  
	How to keep developing your subject and pedagogical knowledge in Mathematics ?


	How can Mathematics curricula be constructed and planned?
	Mathematics  and pupils with special educational needs
	Having fun with mathematics  

	How do we show progression and continuity in school Mathematics?
	Addressing diversity, social class and gender representations in Mathematics 

	Can Mathematics teachers engage with deeper research? 

	What is pedagogy? How do pupils learn? What learning theories are suitable for Mathematics?
	How do we adapt Mathematics  teaching to pupils’ needs better in placement 2?
	Career opportunities for mathematics teachers.

	How do we plan, monitor and assess Mathematics learning (part 1)?
	How do we assess learning better in Placement 2? 
	Mathematics teaching outside the classroom 

	How do we differentiate (part 1)?
	How do we use assessment to adapt teaching for all learners? 
	How do mathematics teachers continue to develop their skills after the PGCE? 

	Mathematical knowledge for teaching. 
	How to adapt teaching to learners of different ages 
	Mathematics as a creative subject 

	Teachers as professionals 

	Teaching mathematics through problem solving 
	How to adapt your teching to different contexts

	How dowe engage all learners in mathematics?
	How to we stimulate learners intellectual curiosity in Mathematics? 
	



A full version of aor curriculum document is available on the mentor resource site 
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 and is not does not have to take place in a school and must be additional to, the placement itself. 
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.

[bookmark: _Toc143108536]Education Professional Studies (EPS)
Alongside the subject sessions in University and school experience your trainee also follows the Education and Professional Studies Curriculum or EPS. EPS is a tightly constructed course within the PGCE, taught across subjects, and linking to sessions in schools. EPS addresses critical issues for all teachers including inclusion, diversity and equality, safeguarding, special educational needs, relationships and sex education and education and disadvantage. All trainees are given a timetable, reading list and workbook for EPS activities. EPS sessions are excellent and highly regarded by past trainees. 

[bookmark: _Toc143108537]Roles and responsibilities in your trainee’s PGCE year 
The PGCE course at The University of Manchester uses a wealth of experience from range of experienced individuals. In University sessions your trainee gets to know their subject tutor, PGCE leader and EPS tutors. They’ll also get to know the Professional Support team (PS) really well and who are crucial in them navigating the requirements of the course. 

In order to ensure trainees, receive a high-quality experience and are well prepared for the demands of the profession, we have clear expectations of our partners in terms of the school generally, school mentors working with individual trainees and ITT coordinators who may be supporting them.
Who does what?

	Who?
	Key roles

	Head teacher
	Provide overall commitment and structure to facilitate effective ITE in school or college

	Professional mentor *
	Ensure the key aspects of the partnership agreement are adhered to 
Oversee trainee placements and work with the university to resolve any issues should they emerge 
Select mentors who are experienced and able to give the trainee support and mentoring
Ensure subject mentors attend mentor training
Offer moderation observations, support and guidance where needed to both subject mentors and trainees

	Subject mentor *
	Attend mentor training in order to be prepared for and complete the expectations and requirement of the placement
Offer time and support to the trainee to assist them in making progress across the placement including modelling good practice, agreeing clear targets and checking planning, with a strong subject specific element
Model good practice and work collaboratively with the trainee to mentor and coach their development

	Other school staff
	Be willing to be approached by the trainee if they have a subject or specific leadership role that may support the trainee’s progress or subject knowledge
Model good practice and encourage the trainee to learn from their experience and/or expertise



We are committed to a reciprocal and collaborative partnership with schools, and this is built upon clear systems and communication. This is essential in ensuring trainees receive the best support, training and outcomes as they enter the profession.  The course directors and partnership lead will maintain a broad overview of trainees’ progress and the course impact as a whole. 

	Who?
	Key roles

	Programme director
	Oversee the trainee cohort and ensure that all course compliance aspects are adhered to in order for trainees to be complete the course and be recommended for QTS
Meet with trainees who are experiencing significant difficulties or are at risk of not completing the course or school placement, using the warning system where necessary
Liaise with SLOs, Professional Mentors and others around any issues emerging from specific trainees, schools or mentors

	School Liaison Officer (Team) 
	Oversee the partnership as a whole and support the current cohort of trainees to meet the school placement and course requirements
Monitor and QA the partnership, report back to programme director, advisory boards and, where necessary, specific school partners
Contribute to Partnership Committee in order to share appropriate updates and developments with partner schools in order to maintain the collaborative partnership
Support schools, professional tutors, mentors and trainees to resolve any issues that may be a barrier to a trainee making successful progress 

	Subject tutor
	To be the main point of contact for their trainees and their placement schools, and be involved with the placing of trainees to ensure they meet the placement requirements
Support schools, mentor and trainees during school placements including regular visits, moderation observations, file checks and meetings with mentors/trainees 
Support trainees and/or mentors experiencing difficulty or barriers to progress in order to resolve issues and improve trainee outcomes, through setting up and agreeing action plans
Oversee the assessment of trainees in line with UoM and Teachers’ Standards

	Trainee *
	Meet the expectations outlined in the Secondary handbook and subject handbook, in terms of professionalism, teaching and record keeping
To be responsive to feedback and open to being mentored in order to improve their professional skills
Represent the university and the expectations of the course to a high standard.

	Professional Support Staff 
	Support trainees in all compliance and registration checks
Communicate notices from The University of Manchester to trainees, such Blackboard notifications
Deal with day-to-day enquiries 
Help with assignment submissions.
The PS staff are a vital component of the successful running of this course. 


[bookmark: _Toc143094014][bookmark: _Toc143101177]
[bookmark: _Toc143108538]Mathematics Tutors
There are four University tutors, all of whom are qualified and experienced teachers:

Rosa Archer	(Programme Director) 	 C2.17		rosa.archer@manchester.ac.uk 
Siân Morgan	(Team Leader) 	              C2.17		sian.morgan@manchester.ac.uk 
David Swanson	                                         C2.17		david.swanson@manchester.ac.uk 
[bookmark: _Toc143094015]Mark Williams		                                         C2.17		mark.williams-6@manchester.ac.uk
Guiding your development into a teacher is the most important role your university tutor has. 

[bookmark: _Toc143094031][bookmark: _Toc143101178][bookmark: _Toc143108539]Some of the roles your university tutor has:
· Arrange placements and train mentors for your school experience
· Plan and deliver University subject sessions and EPS sessions
· Complete tutorials on a termly basis
· Go through assignments with you and make sure you are progressing well on the academic course
· Visit trainees in schools and complete observations to ensure you are developing well
· Review evidence of teaching and assess it against the Teachers’ Standards at the end of the programme
· Mark and assess any academic work
· Monitor wellbeing and provide pastoral support
Rosa Archer Secondary PGCE Lecturer in Mathematics s PGCE (PhD, MSc, BSc (Mathematics and Physics), QTS.) rosa.archer@manchester.ac.uk

Rosa has many years teaching experience in both the secondary and sixth from sector and was graded outstanding on two occasions by Ofsted. Rosa graduated in Mathematics and Physics from the university of Rome. She completed a PhD in Pure Mathematics, Algebraic Topology at the University of Warwick. Before taking a post as a PGCE lecturer at St Mary’s University in Twickenham Rosa was a head of department in a sixth form college in Reading. On this occasion Rosa guided the department to move from an Ofsted grade 4 to grade 2 in the space of two years. Rosa moved to Manchester in 2011 where she took the post of Team Leader for the Secondary Mathematics PGCE, she also teaches a year 3 course in the school of mathematics and on the Subject Knowledge Enhancement Course.

Rosa is passionate about mathematics and about teaching. All of her research is aimed at making the learning experience a good one for young people as well as teachers. 

Currently Rosa is researching Lesson Study (a professional development technique for teachers) in the context of Initial Teacher Education.
She has also worked with an international team researching issues related to subject knowledge for mathematics teaching. 

Siân Morgan, Secondary PGCE Lecturer in Mathematics and Team Leader. (MSc in Educational Research, PGCE, BSc (Hons) in Mathematics) sian.morgan@manchester.ac.uk

Siân taught for several years in various secondary schools across Greater Manchester. Following this, she continued to share her passion for mathematics teaching as a mathematics consultant for a local authority. Since 2011, Siân has been part of the secondary mathematics tutor team at the University of Manchester and currently leads the Educational Professional Studies (EPS) element of the course. In 2015 she was awarded an MSc in Educational Research with lesson study as the main research focus.

Her current research interests continue to involve lesson study, but also professional development and mathematical pedagogy. She is also a CPD trainer and facilitator who works closely with the NW1 Maths Hub (having previously worked at the school). She supports colleagues in school and has delivered courses, in addition to NW1 Maths Hub, to NCETM and the Prince’s Teaching Institute (PTI).

David Swanson, Secondary PGCE Lecturer in Mathematics (PhD in Educational Research, PGCE, MA and MSc in Mathematics). david.swanson@manchester.ac.uk 

Following an MA in Mathematics and an MSc in the Mathematics of Non-Linear Models, David completed his PGCE in Secondary Mathematics at The University of Manchester. He taught mathematics for 15 years in further education before returning to the University, gaining his PhD and joining the PGCE course as a tutor.

Alongside his work on the PGCE he is heavily involved in developing and delivering professional development courses for mathematics teachers with the NW1 Mathematics Hub, alongside work on research projects at the University. Projects he has been involved with include; Teleprism, The Royal Society Vision project, NCETM’s Multiplicative reasoning project, an ESRC IAA Q-Step/Core Maths, and a project on mathematics anxiety for the British Academy. 

His main research interests are in the theory and practice of mathematical concept development and pedagogy using a Vygotskian framework; lesson study; and social issues in mathematics education from a critical perspective. As well as publishing on these themes he tries to bring the understanding developed through his research into the PGCE course in forms that are practical for the classroom. 

Mark Williams Secondary PGCE Tutor in Mathematics and Science. (PGCE, BSc Hons Chemistry)
Mark has been in the classroom for a decade, having completed his Secondary PGCE at the University of Manchester in 2012.
He has taught in several schools across Greater Manchester during this time, having coordinated teaching and learning in departments and working as a head of year. Currently, Mark works part time at Withington Girls’ school as a chemistry teacher alongside working as a tutor on the maths and science PGCE courses.
Mark is passionate about teaching and learning and continues to deploy current research and strategies in his classroom, and aspires to conduct research of his own. His passion lies in the importance of an effective year 7 curriculum, metacognition, and high quality questioning in the classroom. 

[bookmark: _Toc143108540]Your trainees’ role and responsibilities
The role 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 organised and take responsibility for their training year.  Here are some expectations that I have for Mathematics 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 head teacher, 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 their 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. Have both available in school at all times.
Listen to constructive advice and act upon it to the best of their ability.
Take responsibility for their own professional development.
Seek to further their experiences, respond to professional targets and evaluate their own performance honestly.
Demonstrate, and collect evidence of, achievement of the standards for QTS 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 willingly display the attributes of wanting to complete the PGCE training year. 
Be involved in wider Mathematics associations, independently seeking to broaden your experience of debates around Mathematics education. 

[bookmark: _Toc143108541]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.

Are individuals who champion equality and diversity in the school.
Are enthusiastic about teaching their subject and teaching their pupils.
Are scholars in their own subject and have excellent subject, curriculum, pedagogy and assessment knowledge.
They are committed in 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 recognizes 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 teaching can incorporate a huge range of techniques and styles and are able to critique then as such.

[bookmark: _Toc143108542]What to provide for your Trainee’s school experience?
School experience is a vital element of any teaching qualification. It is here where 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, 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. 

[image: ]

[bookmark: _Toc143108543]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. 

[bookmark: _Toc143108544]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. Due to the pandemic, there may be more opportunities to work with smaller groups of students as part of the post lockdown curriculum. This is a valid form of teaching and will be of great value. Again, for placement 2 and 3 a gradual build up is recommended. However we undertand that each trainee is different and some trainees might be ready quicker than others. 

[bookmark: _Toc143108545]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. 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. 

[bookmark: _Toc143108546]Is my trainee allowed to teach other subjects in the department?
Yes, your trainee is allowed to teach other subjects in your department for example in small Humanities departments it is common for a Mathematics trainee to teach 1 or 2 hours of History or Religious Education. 80-90% of your trainee’s timetable should be composed of the qualifying subject. In some cases, your trainee may wish to teach a subject outside of their subject, this should be limited 10-20% and again discussed with your trainee. It is not uncommon for a Mathematics trainee to teach some PE for example. Your trainee should only be officially observed in their qualifying subject. 

[bookmark: _Toc143108547]Can my trainee teach other colleagues' classes, or do they solely teach mine? Can they teach alone?
Yes, your trainee can teach classes of other staff in your department, in fact we recocoemnd they do that but it is important that they teach at least one of your classess. The majority of developmental conversations should come from the mentor. As mentor you should make sure so that the trainee is given consistent feedback and not be overwhelmed with too many targets and planning expectations. Your trainee must have one formal observation each week with feedback. This should consistently be given by the same mentor. Any other classes your trainee takes should be of teachers who are recognised as excellent PR actioners. Some of the lessons your trainee takes can be with Early Career Trainees. Your trainee should always have a qualified teacher present in the classroom whilst they teach. 

[bookmark: _Toc143108548]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 getter your trainee ready to plan, teach and assess their subject. In the early stages you may wish to allow your trainee to see what planning exists including any shared lessons and resources. The expectation is that your trainee should plan and teach original lessons from scratch and make most of their own resources. Trainees need to do some planning even where resources exist. The minimum expectation is of 1 class per week in Placement 2, and 2 classes per week in Placement 3 Most subject trainees are shown long term plans and asked to deliver set objectives, the rest of lesson is entirely original. Again, 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 will not pass the course purely delivering another teacher’s planning. 

[bookmark: _Toc143108549]How often do I meet my trainee officially?
You’ll have lots of interactions with your trainee when they are in school. Your trainee will need one timetabled meeting with yourself for 1hr every week. This should be at a set time and within school hours. Please avoid cancelling or altering these meetings at the last minute. Each week your trainee will complete a Weekly Mentor Meeting form. This will also have topics of discussion and checklists to complete. The form is completed by your trainee. 
We feel that it is important that this meeting has some structure that is set out or agreed at the outset, otherwise it is easy to fill the time focusing on the detail of teaching particular classes or even individual students without considering your overall progress. An important question trainees should continually be asking is, “What can I learn in general from my experiences and how can I apply this across all of my teaching?”

[bookmark: _Toc143108550]How often do I observe my trainee?
Your trainee is required to be observed by 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. The majority of official observations need to be from you, the subject mentor but the trainee in your school will benefit from having a variety of viewpoints. 

[bookmark: _Toc143108551]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. This allows the mentor to give constructive feedback before the lesson is delivered in any areas that need addressing. 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 delivering their lesson. 

[bookmark: _Toc143108552]What does my trainee do when they are not teaching?
Your trainee will be very 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 subject knowledge in a systematic way. They can also be getting involved in departmental and whole school activities and directives. 

[bookmark: _Toc143108553]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 The National Teacher Standards by the end of that placement. The subject tutor will send mentors reminders and examples as to when to complete this by. 

[bookmark: _Toc143108554]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 deliver a method of observing that is beneficial to the development of your trainee. Feedback should be accurate, evidence based, constructive and developmental. Whilst we recognise that negative feedback rarely encourages development, positive feedback also needs to explain why. 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, they emphasise the CCF and Teacher standards.

You may decide to focus your trainee’s lesson observation on the following objectives; 
Did your trainee deliver the objectives of the lesson? 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: _Toc143108555]Observing a trainee in a subject specific capacity 
We recognise that each subject is unique and has some unique pedagogy around the teaching of it. For Mathematics mentors some of these suggested themes for observations may be useful in bringing Mathematics to forefront of every mentor/ trainee feedback conversation. 

Has the lesson been planned in line with expectation of Mathematics National Curriculum? 
Has the trainee shown storng subject knwoeldge, for example by making connections between different areas of mathematics?
Has the trainee made informed choices about their pedagogy?
Has the trainee delivered a lesson and addressed any common misconceptions? 
Is the trainee allowing and planning for short term and long-term memory for example are pupils able to demonstrate use of skills learnt in year 7? 
Has the trainee used assessment to decide how to move the lesson forward and to differentiate the outcomes?
Has the trainee used questioning to develop mathematical thinking?
Have the learners be allowed to develop mathematical fluency?
Have the learners had enough opportunities to develop startegies to solve problems. 
Have the learners had enough opportunities to practive their skills?
Have the learners had enough opprtunites tod evelop conceptual understanding? 
Does assessment make use of mathematical progression? 

[bookmark: _Toc143108556]Mentor guidance and support areas
All subject mentors are invited to attend training at The University of Manchester three times a year. You are encouraged to contact your trainees subject tutor regarding any questions that you may have. However, it may, in the first instance, refer to mentor resource site that has all training and useful information on it. www.seed.manchester.ac.uk/mentors. 

[bookmark: _Toc143108557]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 organisational or the practical, others relating to emotional wellbeing 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 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 school's professional mentor and your trainees University tutor. We would rather be alerted aboyt soemthign unimportant than regret not having acted quickly enough. 

[bookmark: _Toc143108558]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. You might wish to guide them towatch some videos to prapre for lessons. Some good resoruces can be found here: www.corbettmaths.com   

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. If you feel that your trainee might benefit from support from our voice coach, who can also help with body language, please elt us know and we can arrange further support.  

Your trainee fails to hand in planning on time. Investigate why planning is late, there could be a 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. If you trainee continue to be late handing in lesson plans and you don’t have enough tiem to check the plans you might have to take the lesson off them at short notice. 

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 where lesson ideas can be sought. Gradually 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 that this is a developmental activity. Focus on the 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. Your trainee might also benefit from extra support from our WAP team. Please contact the university tutr if you would like some extra support. 

[bookmark: _Toc143108559]Dealing with your trainee’s wellbeing
Sometimes your trainee will face times in their training year when their wellbeing suffers. 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. 

Regardless all University of Manchester students can access wellbeing support. All trainees are aware of the support offered to them however more information can be found here; https://www.studentsupport.manchester.ac.uk/ 

[bookmark: _Toc143108560]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 your school's professional mentor and University Tutor. For extreme absences, failure to meet professionals' 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 the Teacher Standards this will trigger concerns and usually warning letters. There are three stages of concern. Trainees reaching their final warning/ concern stage will be required to attend an MIE panel which would result in the trainee failing or being dismissed from the course. It’s rare for trainees to reach stage 2 or above. We work hard with you as mentors to prevent this from happening. 

[bookmark: _Toc143108561]Reading for your trainee 
We recommend the purchase of some books for the course. Readings are available online and on loan from the library but having personal copies of some books is very beneficial. We encourage your trainee to acquire the books highlighted in bold

The core texts for the course will be: 

Archer, R., Morgan, S., Swanson, D. 2020, Understanding lesson study: A Practical Guide for Improving Teaching and Learning, London: Routledge

[bookmark: _Toc143108562]Final words
Thank you again for being a subject mentor to a Mathematics PGCE trainee from the University of Manchester. We really do acknowledge the time, patience and effort it takes to be a good subject mentor. 






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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