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Key Contacts
Communication is the key to making our Partnership as effective as possible. The first point of call once a placement 
has started will always be the School Experience Tutor (SE Tutor). Trainees should share the details of their SE tutor 
with school colleagues so that the SE tutor can support the school and trainee in any way that is needed.  

If you need to contact the Partnership Team at any point, the key contacts are below. 

Enquiry Staff Telephone email address

PITE placements (UG) Natalie Taylor 01905 855071 natalie.taylor@worc.ac.uk

PGCE Placements Clare Reader 01905 855044 c.reader@worc.ac.uk

School Direct and Apprenticeship 
placements

Helen Bayfield 01905 855073 h.bayfield@worc.ac.uk

Placement Co-ordinator   Holly Lambeth h.lambeth@worc.ac.uk

Role Staff Telephone email address

Head of Department Dan Hughes 01905 542371 daniel.hughes@worc.ac.uk

Primary Partnership Leader Andy Hale 01905 542148 andy.hale@worc.ac.uk

Primary Lead for School Based 
Provision and School Direct  
Strategic Lead

Julie Sutton 01905 542085 j.sutton@worc.ac.uk

Placement Managers Juliet Ness/Kate Lamb j.ness@worc.ac.uk
k.lamb@worc.ac.uk

PITE Course Leader Caroline Thomas-
Meredith

01905 855473 c.thomas-meredith@
worc.ac.uk

PGCE Course Leader Catherine Clutterbuck 01905 855037 c.clutterbuck@worc.ac.uk

School Direct Operational Lead Andy Taylor 01905 542150 andrew.taylor@worc.ac.uk

UG1 Cohort Lead Karen Bubb 01905 855504 k.bubb@worc.ac.uk

UG2 Cohort Lead Sam Wallett 01905 542272 s.wallett@worc.ac.uk

UG3 Cohort Lead Ben Shakespeare 01905 542071 b.shakespeare@worc.ac.uk

PGCE EY Lead Lorna Williams 01905 542081 lorna.williams@worc.ac.uk

PGCE LY Lead Sharon Lannie 01905 855082 s.lannie@worc.ac.uk

PGCE PE Lead Rhys Pritchard 01905 543001 r.pritchard@worc.ac.uk

PGCE Part-time Lead Kate Howen k.howen@worc.ac.uk

Welcome to the University of Worcester 
Primary Partnership Handbook 2022-23

Welcome from the Partnership Team

Thank you for supporting the University of Worcester Initial Teacher Education (ITE) courses. We look forward to 
working with you this year and value the partnership that has developed between the University, schools, and 
trainees. 

School Experience for the ITE trainee teachers is organised and managed by the Primary Partnership Team but is 
completely integrated and arranged in conjunction with our University of Worcester taught curriculum, led by PGCE 
and PITE staff. 

The School of Education team consists of professionals with a wide range of experience and expertise in schools and 
higher education. Their aim is to work closely with trainees and school colleagues to support and facilitate excellent 
practice. 

The School of Education has always valued its partnerships and increasingly, aims to work even more closely, 
imaginatively, and effectively with its school partners as the face of ITE changes and develops over the next few years. 
As well as maintaining our excellent relationships regarding ITE placements, we actively work with school colleagues 
to ensure that the university taught curriculum is purposefully integrated with the work in schools. 

The Primary Partnership team is delighted to work in active partnership with more than 500 schools including 
mainstream, independent, special schools, pupil referral units and nursery schools across a wide geographical area. 
We are committed to working together to make a real difference to children, young people, and their families, by 
training the very best professionals to work with the next generation.

“The University of Worcester provides an abundance of fabulous opportunities to benefit all trainees and 
support teacher development. Through the natural ups and downs of teacher training, I have always felt well 
supported by both my PAT tutor and school experience tutor, allowing me to thrive and become the teacher I 
am today.”   - J – UG3 trainee

Introduction
This handbook has been redesigned with the intention of making it as informative as possible for all stakeholders. The 
target audience is trainees, school colleagues, mentors and school experience tutors and the aim is to ensure that 
it becomes the ‘go to’ document for advice, supported by a range of other documents. Feedback on the new style 
document is welcomed. We hope that the document is more user-friendly and easier to reference at key points in the 
placement process. 

REACH Vision Statement
Across all phases and routes, our Partnership aims to train and educate teachers who are:
• Resilient, supportive professionals with strong values and high standards of personal conduct.
• Effective communicators who collaborate to support wider educational opportunities for all.
• Ambitious participants who are creative and informed intellectuals and promote a love of learning.
• Confident and critically reflective practitioners motivated to continuingly improve practice.
• Highly skilled and inspirational subject/phase specialists committed to ensuring the safety, well-being and

educational progress of all learners

01905 542140 / 
542158

- - - - - - - - - -
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Placement Dates

Week no W/C UG1 UG2 UG3 PGCE PGCE SD
1 22/08/2022
2 29/08/2022
3 05/09/2022 SE1
4 12/09/2022 INDUCTION WEEK SE1 IMMERSIVE SE1
5 19/09/2022 SE1 IMMERSIVE SE1

6 26/09/2022
SE1 Serial Days x2 p/w

(Wed 28 / Thur 29)
SE1

(Initial QA visit by 30/9/22 0.5 hour)

7 03/10/2022
SE1 Serial Days x2 p/w

(Wed 05 / Thur 06) SE1

8 10/10/2022
SE1 Serial Days x2 p/w

(Wed 12 / Thur 13) SE1

9 17/10/2022

SE1 Serial Days x2 p/w
(Wed 19 / Thur 20)

TOTAL = 8 days SE1
10 24/10/2022

11 31/10/2022 GRADUATION WEEK SE1 FLEX
(Initial QA visit by 4/11/22 - 0.5 hour) SE1

12 07/11/2022 SE1 FLEX SE1
13 14/11/2022 SE1 FIXED (3 DAYS (M-W)) SE1

14 21/11/2022

SE3
(Wed 23 - Fri 25/11/22)

TOTAL = 3 days SE1
15 28/11/2022 SE1 FIXED SE1

16 05/12/2022
(Start 05/12/22)

SE1
SE1 FIXED

(Formative review 1 by 9/12/22 - 1 hour)

SE1
(Formative Review 1 by 16/12/22 - 1.5 

hours)

17 12/12/2022

SE1
(End 16/12/22)

TOTAL = 10 days SE1
18 19/12/2022
19 26/12/2022
20 02/01/2023 4 days (BH Monday)

21 09/01/2023
(Start 09/01/23)

SE3 SE1 FIXED SE2

22 16/01/2023

SE3
(Initial QA visit by 20th January - 0.5 

hour)
SE1 FIXED SE2

(Initial QA visit by 20/01/23 - 0.5 hour)

23 23/01/2023 SE3 SE1 FIXED SE2
24 30/01/2023 SE3 SE1 FIXED (x 4 days) SE2
25 06/02/2023 SE3 SE1 FIXED SE2

26 13/02/2023

SE3 
(4 days - PD day at UW)

(Pre-Summative review by 17/02/23 - 1.5 
hours)

SE1 FLEX
(Formative review 2 by 16/02/23 - 1.5 hours)

SE2
27 20/02/2023
28 27/02/2023 SE3 SE2

29 06/03/2023 SE3 SE2 FLEX (3 DAYS) SE2

30 13/03/2023 SE3 SE2 FLEX (X4 DAYS)
SE2

(Formative Review 2 by 17/03/23 - 1.5 
hours)

31 20/03/2023 SE3
SE2 FIXED

(Initial QA visit by 24/03/23 - 0.5 hour) Intensive Training

32 27/03/2023

SE3
(Final Summative Review by 31/03/23 - 2 

hours)
TOTAL = 54 days SE3

33 03/04/2023
34 10/04/2023

35 17/04/2023

(Start 17/04/23)
SE2 SE2 FIXED (x4 DAYS)

SE3

36 24/04/2023
SE2

(Initial QA visit by 28/04/23)
SE2 FIXED SE3

37 01/05/2023
SE2
(BH)

SE2 FIXED
SE3

(Pre-Summative review by 05/05/23 - 1.5 
hours)

38 08/05/2023 SE2 SE2 FIXED
(Pre-Summative review by 12/05/23 - 1.5 hours) SE3

39 15/05/2023
(Start 15/05/23)

SE1 SE2 UG1 Mentoring SE2 FLEX SE3

40 22/05/2023

SE1
(Initial QA visit by 26/05/23)

SE2
(4 days - IT day at UW tbc)

Formative Review 2 by 25/05/23 - 
1.5 hours

UG1 Mentoring SE2 FIXED
SE3

41 29/05/2023
42 05/06/2023 SE1 SE2 UG1 Mentoring SE2 FIXED SE3

43 12/06/2023
SE1

SE2
Final 0.5 hr ERP check and virtual 

visit - tbc
TOTAL = 38 days

SE2 FIXED (x4 DAYS)
SE3

44 19/06/2023

SE1
(Formative Review 1 by 23/06/23 - 

1.5 hours)
TOTAL = 25 days

Alternative SE2 FIXED
SE3

45 26/06/2023
SE2 FIXED

SE3
(Final Summative review by 30/06/23 - 2 

hours)

46 03/07/2023
SE2 FIXED

(Final Summative review by 07/07/23 - 2 hours)

47 10/07/2023
48 17/07/2023
49 24/07/2023 35 days 46 days 57 days 127 days 134 days
50 31/07/2023 15 days of mentoring 

HALF TERM

HALF TERM

CHRISTMAS

HALF TERM

EASTER

Postraduate university based and School Direct 
pathway 
Trainees will have two placements over the course of their training and complete the same university modules, 
sessions and assignments. The trainees on both pathways will receive all the same entitlements and these will 
include a weekly observation with formal, written feedback and a weekly review meeting as per all full-time courses. 

Trainees who are on the school direct pathway will be placed by the Lead School in liaison with the university, 
whereas the university based trainees will have their placements procured by the partnership team. 

Postgraduate part-time pathway
As of January 2023, we have started a new postgraduate part-time pathway programme. This programme runs for 
eighteen months rather than a year but is otherwise the same as our full time PGCE course. Trainees will have 
two school placements over the course of their training and complete the same University modules, sessions and 
assignments.  We are pleased to be able to offer an alternative time-frame to support access to gaining qualified 
teacher status (QTS). This pathway is particularly appealing to trainees who have other responsibilities or 
commitments; financial considerations that mean they need to work alongside their study and those who would like 
to have a longer period to develop their teacher identity and professional practice within postgraduate study. 
The trainees on our university based and School Direct part-time pathway will generally be involved with the course 
from Monday to Wednesday each week. For university based trainees, the initial weeks feature solely university taught 
sessions but then as the placements start, they will be in school for two days a week and being taught at university on a 
Wednesday. As the course progresses, this will move to a two-week pattern whereby in week one they are in school for 
two days but then the second week they are in school for all three. This pattern then repeats. For School Direct trainees, 
they have 30 days of university training over the length of the course, usually taking place on a Wednesday but 
occasionally on Mondays and Tuesdays as well. Trainees will spend the majority of their time in their school setting. 
They will also receive 14 days of training from their lead school to match the experience of those on the full-time School 
Direct pathway.This pattern then repeats. 

There are some subtle differences to the way that the placements operate, and in particular it is worth noting that 
the trainees are entitled to 10% PPA time and 10% time to complete their ERP. We recommend that school 
colleagues and trainees discuss how to organise this to suit the needs of the placement. It may be that trainees 
engage in 10% PPA and ERP time on alternate weeks (one week is PPA and the next is ERP) to facilitate engaging in 
joint PPA. It might be better to have smaller chunks of time each week. This can be discussed at the initial meeting 
with the SE tutor to support effective and efficient planning for all colleagues. 

Instead of a weekly review, the review between mentor and trainee should be fortnightly and the targets would cover 
the next two-week period. The placement calendar for the rest of this year for the PG part-time pathway is as 
follows:
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23 23/01/2023

24 30/01/2023 SE1 IMMERSIVE  (Mon-Tue)

25 06/02/2023 SE1 IMMERSIVE  (Mon-Tue)

26 13/02/2023 SE1 IMMERSIVE  (Mon-Tue)

27 20/02/2023 Half term

28 27/02/2023

29 06/03/2023 SE1 FLEX  (Monday-Tuesday )

30 13/03/2023 SE1 FLEX  (Mon-Tue)

31 20/03/2023 SE1 FLEX  (Mon-Tue) Initial QA visit 
by 24/3/23

32 27/03/2023

33 03/04/2023 Easter

34 10/04/2023 Easter

35 17/04/2023 SE1 FIXED  (Mon-Tues)

36 24/04/2023 SE1 FIXED  (Mon-Wed)

37 01/05/2023 SE1 FIXED  (Mon-Tues)

38 08/05/2023 SE1 FIXED  (Mon-Wed)

39 15/05/2023 SE1 FIXED  (Mon-Tues)

40 22/05/2023 SE1 FIXED  (Mon-Wed)

41 29/05/2023 Half term

42 05/06/2023 SE1 FIXED  (Mon-Tues)

43 12/06/2023 SE1 FIXED  (Mon-Wed)

44 19/06/2023 SE1 FIXED  (Mon-Tues)

45 26/06/2023 SE1 FIXED  (Mon-Wed) One-hour 
formative visit and RAG rating by 
30/6/23

46 03/07/2023 SE1 FIXED  (Mon-Tues)

47 10/07/2023 SE1 FIXED  (Mon-Wed) 

48 17/07/2023 SE1 FIXED  (Mon-Tues)

Main requirements and expectations 
As our school partners, you are part of the team around each of our trainees. Your role in this partnership begins with 
an understanding that each trainee is a learner who requires support and nurturing. 

At the University of Worcester, we recognise behaviour as a symptom and that learning is a vulnerable process and 
so we work to recognise the signs when our trainees need support and encouragement, praise and celebration. The 
way our trainees behave guides us to adapt to their needs and allows us to provide them with guidance and next 
steps to success; just as we do with our pupils. 

We all understand the emotional journey involved in becoming a teacher. The change in self-identity as each trainee 
moves into this wonderful and challenging profession is profound and can be overwhelming at different points for 
different trainees. 

Therefore, our ethos is to always provide a supportive process with clear, ambitious expectations. Just as we do in 
the classroom with our pupils, we are here to adapt to the needs of our trainees to enable them to succeed through 
the requirements of their school experience. 

The journey of each trainee is not linear; we need to allow them to carve their own journey to becoming a teacher 
through our adaptive teaching as mentors, class teachers and school experience tutors (SE Tutors). 

Our programmes are designed around BETA stages (Building, Enriching and Thriving with Ambition throughout). All 
trainees follow a training curriculum which revolves around 8 curriculum areas.  Our 8 curriculum areas are 
organised with the first five being closely linked to the Core Content Framework (CCF) whilst the remaining three 
are bespoke to the University of Worcester and fit with strategic areas of focus.  https://www.gov.uk/government/
publications/initial-teacher-training-itt-core-content-framework). 

The curriculum areas form the basis of our formative progress descriptors, which trainees are formatively assessed 
against on placement. This forms the focus of the weekly reviews (fortnightly for part-time pathways) between the 
trainee and the school mentor and also forms the focus for the formative review meetings. 

Building from this foundation of our ethos and values as a partnership, it is important that we all understand the 
cornerstone agreement between school colleagues and university expectations to provide the very best for each 
trainee. There are a few things which are the cornerstones of the placement entitlements which are outlined in the 
Partnership Agreement that a school signs up to when they offer a place to a trainee. 

“The tutors that I have been supported by at the University of Worcester have all been excellent, supportive, 
and inclusive. Having learning difficulties, myself, the tutors here have always supported my learning and 
worked with my needs to help me become a resilient teacher.”  - L – UG2 trainee
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Vital Ingredients to Partnership Success 
(The Non-Negotiables)

• There must be a Safeguarding Induction for each placement setting and this must be checked to see that it is
updated on the Safeguarding Tab on the ERP.

• A Weekly Review (fortnightly for part-time pathway) with 2-3 Strengths, Areas for Development and Actions to
complete before the next review. These need to be SHARP, link clearly to the UW curriculum formative progress
descriptors and uploaded weekly onto the ERP.

• Use of the UW Curriculum Formative Progress Descriptors to set the targets in each weekly review (see ERP)

• One formal observation of the trainee each week (fortnightly for part-time pathway) with subject-specific
feedback following the UW observation form guidance. This needs to include 2-3 areas of strength and 2-3 areas
of development and be uploaded to the ERP.

• Facilitate opportunities for the trainee to carry out observations of expert colleagues. Observation forms should
be uploaded to the ERP.

• The SE Tutor is the first point of contact for the school and for the trainee. Early communication with the SE Tutor
on any issues where support or clarification is required is essential in order to resolve concerns or questions with
early intervention.

• Check that attendance on the trainee’s ERP is up-to-date and correct.

• Check SE File to ensure planning is annotated (with reflections and next steps in learning and teaching) and kept
up to date.

• An agreement that the trainee is expected to be in school within reasonable times, typically between around
8:00am - 4:30pm in order to participate in the life of the school and to fulfil preparation, planning and
opportunities to build relationships with school staff.

SHARP target setting

Mentor training and support
As a mentor in school, we want to support you in a comprehensive manner to enable you to mentor our trainees in the best way 
possible. The University of Worcester mentor curriculum is a programme of research-informed training which will help all mentors, 
from the novice to the experienced, to develop their mentoring skills and knowledge and help them to coach and mentor our 
trainees whilst on placement. 
We require all school mentors to undertake our mentor curriculum training to enable mentors to be fully conversant with the 
processes, procedures, and the rationale for various approaches to mentoring and to be able to support the purposeful integration 
of school experience and taught content. We do recognise that some mentors will also be recently trained in ECT mentoring and 
therefore some aspects will be covered in their ECF training, such as deliberate practice and identifying appropriate targets. 
However, it is important that all of our mentors understand the University of Worcester training curriculum and that you are able 
to contextualise your existing mentor training to working with trainees at different phases of training.

We have a repeating cycle of mentor training sessions, designed to fit in with the placement calendar and to provide training to 
mentors in the most suitable timing in preparation for the placements that you are supporting. The sessions are planned on a 
termly basis so please contact either Clare Reader on c.reader@worc.ac.uk or Natalie Taylor on natalie.taylor@worc.ac.uk for the 
latest programme of dates. 

The sessions are designed to provide the best accessibility for school staff and to take into the account the need for flexibility in 
approach. The sessions are a mix of face-to-face sessions, online sessions and some asynchronous sessions and mentors can access 
in any way that suits them best. Again, please contact Clare or Natalie for details of the sessions.  

Mentors also have access to a Mentor Resources Sharepoint Site. The Sharepoint site contains a calendar of training events, videos 
of the asynchronous training materials, PDFs of the powerpoints we use during training as well as resources to support mentors’ 
understanding of our curriculum. Each course has a subject booklet, which explains the sequencing of taught content in each 
subject, as well as a knowledge organiser and subject specific lesson observation guidance. There is also a mentoring booklet to 
support mentors’ knowledge of the Core Content Framework as well as the University sessions for each of the UW curriculum 
areas. The booklet also provides a summary of trainee activities and reflections and some ideas of activities mentors can engage 
with to support trainee development.
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Placement Visits
When our SE Tutors visit, they will most likely be completing the paperwork digitally and will need to complete the 
review tools on the ERP. Therefore, support in providing Wi-Fi codes is always helpful and much appreciated. If this is 
not possible, access to a school computer so that the ERP site can be accessed will be required.

Each placement has an initial visit, where quality assurance checks are carried out and there is the opportunity to 
ensure that all parties are clear about the expectations and requirements of the placement. 

All placements also have a formative assessment visit, typically towards the end of the placement in the final three to 
four weeks. 

During the final placement, there is an additional, pre-summative visit, which typically takes place half-way through 
the placement and is used to give an indication of the likely final assessment.

Different programmes may have a slightly different pattern of SE tutor visits and assessment points. Please refer to 
the placement calendar for specific assessment point dates and details. Further details for each visit are on the ERP 
pages but the following guidance gives generic information about the typical work undertaken at each point. 

Preparing for the initial visit - PG, SD and UG
The focus of the initial visit on each placement is so that a member of the university team (School Experience Tutor) 
can carry out a short online meeting, to ensure that school colleagues have attended the mentor training, have 
all the information and resources that they will need and to answer any questions. They will also ensure that the 
trainee has settled in and that they are clear on expectations and that they have shared their ERP and SE file. 

Initial Placement Visit – what do I need to do?

The visit will be virtual (on Teams) and will take 30 minutes. 

Aspects in yellow are pre-visit and in green are during the visit. 

SE TUTOR TRAINEE SCHOOL MENTOR

Email a suggested date and time for 
visit. This MUST be in week 1 or 2 of 
the placement.  

Send a calendar Teams invite to 
confirm the meeting.  

Ensure that you are familiar with the 
SE tutor checklist.  

Prior to the visit, check the trainee’s 
ERP (Electronic Reflective Portfolio) 
and complete any parts of the 
checklist that can be done pre-visit.  

Confirm date and time for visit 
after consulting with your mentor.  
Accept the Teams invite. 

Ensure that you have shared your 
ERP with your school mentor (in 
week 1).  Ensure that you have 
completed all relevant sections of 
your ERP.  

Ensure that you have an SE file and 
that this is available for your school 
mentor to see at any time.  

Arrange your weekly PPA time and 
weekly review meeting.(fortnightly 
for part-time pathway). 

Ensure that cover is arranged for your 
release if the meeting is in school 
hours.  

Accept the Teams invite.  

 Access the UW Mentor Training.  

Access the ERP and familiarise 
yourself with content.  

Ask to see your trainee’s SE file. 

Ensure that PPA time and the weekly 
review time (fortnightly for part-
time pathway) are agreed.  

During the visit, complete the 
checklist and ensure that any 
support follow-up for the trainee 
or school mentor is arranged and 
communicated with the partnership 
team.

Be ready to talk about your activities 
so far and your initial reflections.  

Ensure that you have any questions 
ready for your SE tutor. 

Be ready to talk about the trainee’s 
initial professional behaviours, and 
any teaching activities undertaken 
so far.  

Seek further guidance and training 
from the SE tutor. 

There is no lesson observation as part of this initial quality assurance visit.
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Additional formative review visit for School Direct 
trainees 

Additional formative review visit – what do I need to do?

Formative progress review - The formative review will be carried out by the mentor with an ERP review from 
the SE Tutor.

SE TUTOR TRAINEE SCHOOL MENTOR

Review the trainee’s ERP and ensure 
that all aspects are up to date - email 
the trainee with an overview of the 
ERP and complete any outstanding 
elements.

Ensure your ERP is as up to date as 
possible, including weekly reviews, 
development tasks, curriculum 
audit etc. Engage in a professional 
conversation with your School 
Mentor around the formative 
progress descriptors for this stage in 
your training.

Complete the weekly review as 
normal. Use the formative progress 
descriptors for this stage of the 
trainee’s development to RAG 
rate against the 8 areas of the UW 
curriculum.

If there are any concerns at this point, then the SE tutor must arrange to speak with the mentor in school to discuss 
ways to provide additional support to the trainee.

Week 16 QA visit – PG university-based trainees only
PG week 16 QA visit – what do I need to do? 

The visit will be face to face and will take one hour 

Aspects in yellow are pre-visit and in green are during the visit. 

SE TUTOR TRAINEE SCHOOL MENTOR

Email suggested date and time for 
visit. This visit should be week 16.

Send a calendar invite to confirm the 
review meeting.  

Ensure that you are familiar with the 
SE checklist for the formative visit. 

Prior to the visit, check the trainee’s 
ERP (Electronic Reflective Portfolio) 
and complete any parts of the 
checklist that can be done pre-visit.

Confirm date and time for visit after 
consulting with your mentor.  

Accept the agreed date and time. 

Ensure that you have completed all 
relevant sections of your ERP.  

Ensure that your SE file is available 
for your school mentor to see at any 
time and is up to date. 

Ensure that cover is arranged for 
your release.   Access the UW Mentor 
Training.  

Access the ERP each week and use in 
the weekly review.   

Look at your trainee’s SE file regularly 
and at least weekly.  

Ensure that PPA time and the weekly 
review time (fortnightly for part-
time pathway) are protected.  

During the visit, complete the 
visit report and ensure that any 
support follow-up for the trainee 
or school mentor is arranged and 
communicated with the 
partnership team. Carry out QA 
of the placement. Conduct a 
joint observation with school 
mentor.

Be ready to talk about your activities 
so far and your initial reflections.  

Ensure that you have any questions 
ready for your SE tutor. 

Be ready to talk about the trainee’s 
initial professional behaviours, and 
progress against the University 
of Worcester formative progress 
descriptors.   

Conduct a joint observation with SE 
tutor.  

There must be a lesson observation as part of this review. It should be a paired observation between the SE tutor 
and the school mentor which can then support the formative review discussion as part of the visit. The lesson 
observation does not have to be a full lesson. Often, the start of the lesson for approximately 20 minutes will be 
observed, the two observers will then discuss what is being seen so far, before maybe seeing another short period of 
the lesson or observing the children’s work. Written feedback must be provided within 24 hours. There should then 
be a tri-partite discussion to cover the required checklist and review. 

Preparing for a Formative Review visit (PG, SD and UG)   

Formative Review Visit – what do I need to do?

The visit will be face to face and will take approximately an hour and a half. 

Aspects in yellow are pre-visit and in green are during the visit. 

SE TUTOR TRAINEE SCHOOL MENTOR

Email suggested date and time 
for visit. This visit should be in the 
weeks as identified in the placement 
calendar. 

Send a calendar invite to confirm the 
review meeting.  

Ensure that you are familiar with the 
SE checklist for the formative visit. 

Prior to the visit, check the trainee’s 
ERP (Electronic Reflective Portfolio) 
and complete any parts of the 
checklist that can be done pre-visit. 

Confirm date and time for visit after 
consulting with your mentor.  

Accept the agreed date and time. 

Ensure that you have completed all 
relevant sections of your ERP.  

Ensure that your SE file is available 
for your school mentor to see at any 
time and is up to date.

Ensure that cover is arranged for your 
release.  

Access the UW Mentor Training.  

Access the ERP each week and use in 
the weekly review.   

Look at your trainee’s SE file regularly 
and at least weekly.  

Ensure that PPA time and the weekly 
(fortnightly for part-time pathway) 
review time are protected.  

During the visit, complete the visit 
report and ensure that any support 
follow-up for the trainee or school 
mentor is arranged and 
communicated with the partnership 
team. Carry out QA of the 
placement. Conduct a joint 
observation with school mentor.

Be ready to talk about your activities 
so far and your initial reflections.  

Ensure that you have any questions 
ready for your SE tutor. Teach an 
observed session.

Be ready to talk about the trainee’s 
professional behaviours, and progress 
against the University of Worcester 
formative progress descriptors.   

Conduct a joint observation with SE 
tutor. Write the summary report 
(@250 words in ‘reference’ style).

There must be a lesson observation as part of this review. It should be a paired observation between the SE tutor 
and the school mentor which can then support the formative review discussion as part of the visit. The lesson 
observation does not have to be a full lesson. Written feedback must be provided within 24 hours. 

There should then be a tri-partite discussion to cover the required checklist and review. 
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The final placement pre-summative review
This review is a vitally important review as it is the point at which all stakeholders look at progress against the UW 
formative progress descriptors and then look ahead to how the trainee is likely to perform against the Teachers’ 
Standards. The Teachers’ Standards can only be used as a summative judgment at the final, summative review. 

Preparing for the final, summative review visit
This is the final review and should be a confirmation of progress since the pre-summative review. This review will 
typically take place in the final two weeks of the placement. The open dialogue and discussion will mean that the 
trainee, school mentor and SE tutor will have a clear idea of the final, summative judgment. 

Pre-summative review visit– what do I need to do? 

The visit will be face to face and will take approximately an hour and a half.

Aspects in yellow are pre-visit and in green are during the visit. 

SE TUTOR TRAINEE SCHOOL MENTOR

Email suggested date and time 
for visit. This visit should be in the 
middle weeks of the placement, (see 
placement calendar).    

Send a calendar invite to confirm the 
review meeting.  

Ensure that you are familiar with the 
SE checklist for the pre-summative 
visit. 

Prior to the visit, check the trainee’s 
ERP (Electronic Reflective Portfolio) 
and complete any parts of the 
checklist that can be done pre-visit.  

Prepare to observe a lesson using 
either the generic lesson observation 
form or the observation of SSP form. 

Confirm date and time for visit after 
consulting with your mentor.  

Accept the agreed date and time. 

Ensure that you have completed all 
relevant sections of your ERP.  

Ensure that your SE file is available 
for your school mentor to see at any 
time and is up to date. 

Plan for the lesson to be taught, 
using the UW planning format.  

Be ready to talk about your progress, 
areas of strength and areas for 
development.  

Be ready to talk about how you 
impact on the progress of pupils. 

Ensure that cover is arranged for your 
release if the meeting is in school 
hours.  

Access the ERP each week and use in 
the weekly review (fortnightly for 
part-time pathway) .   

Look at your trainee’s SE file 
regularly and at least weekly.  

Ensure that PPA time and the weekly 
review time (fortnightly for part-
time pathway) are protected. 

Be ready to discuss the UW 
formative progress descriptors and 
targets for the final weeks of 
placement.  

Carry out the lesson observation 
and prepare to give subject specific 
feedback alongside the school 
mentor.  

During the visit, complete the 
checklist and ensure that any 
support follow-up for the trainee 
or school mentor is arranged and 
communicated with the partnership 
team. 

Be ready to talk about your activities 
so far and your reflections.  

Ensure that you have any questions 
ready for your SE tutor. 

Teach an observed lesson.

Carry out the lesson observation 
and prepare to give subject specific 
feedback alongside the SE tutor.  

Be ready to talk about the trainee’s 
professional behaviours, and progress 
against the University of Worcester 
formative progress descriptors.   

Liaise with the SE tutor around 
the likely outcome for the final, 
summative review.   

There must be a lesson observation as part of this review. It should be a paired observation between the SE tutor 
and the school mentor which can then support the formative review discussion as part of the visit. The lesson 
observation does not have to be a full lesson. Often, the start of the lesson for approximately 20 minutes will be 
observed, the two observers will then discuss what is being seen so far, before maybe seeing another short period of 
the lesson or observing the children’s work. Written feedback must be provided within 24 hours. 

There should then be a tri-partite discussion to cover the required checklist and review. 

Summative (final) review visit – what do I need to do? 

The visit will be face to face and will take approximately 2 hours.

Aspects in yellow are pre-visit and in green are during the visit. 

SE TUTOR TRAINEE SCHOOL MENTOR

Email suggested date and time 
for visit. This visit should be in the 
final weeks of the placement, (see 
placement calendar).    

Send a calendar invite to confirm the 
review meeting.  

Ensure that you are familiar with the 
SE checklist for the summative visit. 

Prior to the visit, check the trainee’s 
ERP (Electronic Reflective Portfolio) 
and complete any parts of the 
checklist that can be done pre-visit.  

Prepare to observe a lesson using 
either the generic lesson observation 
form or the observation of SSP form.

Review the assessment task.  

Confirm date and time for visit after 
consulting with your mentor.  
Accept the agreed date and time. 

Ensure that you have completed all 
relevant sections of your ERP.  

Ensure that your SE file is available 
for your school mentor to see at any 
time and is up to date. 

Plan for the lesson to be taught, 
using the UW planning format.  

Be ready to talk about your 
progress, areas of strength and areas 
for development and your 
assessment task.

Be ready to talk about how you 
impact on the progress of pupils. 

Read the professional dialogue 
booklet which is on Blackboard in 
preparation for the final review.  

Ensure that you have any questions 
ready for your SE tutor. 

Ensure that cover is arranged for your 
release if the meeting is in school 
hours.  

Access the ERP each week and use in 
the weekly review (fortnightly for 
part-time).

Look at your trainee’s SE file 
regularly and at least weekly.  

Ensure that PPA time and the weekly 
review time (fortnightly for part-
time pathway) are protected. 

Be ready to discuss how the trainee is 
meeting the Teachers’ Standards.  

Carry out the lesson observation 
and prepare to give subject specific 
feedback alongside the school 
mentor.  

During the visit, complete the 
checklist and ensure that any 
support follow-up for the trainee 
or school mentor is arranged and 
communicated with the partnership 
team. 

Agree final judgment against the 
Teachers’ Standards.

Talk about your placement, including 
your areas for development 
and areas of strength and your 
reflections. Use the professional 
dialogue booklet to help support the 
professional conversation.  

Complete your final reflections and 
the Career Entry Profile, following 
discussion with the SE tutor and 
school mentor.  

Teach an observed lesson.

Carry out the lesson observation 
and prepare to give subject specific 
feedback alongside the SE tutor.  

Be ready to talk about the trainee’s 
professional behaviours, and how 
the trainee is meeting the 
Teachers’ Standards.   

Agree final judgment against the 
Teachers’ Standards. Write the 
summary report (of approximately 
250 words in ‘reference’ style).

There must be a lesson observation as part of this review. It should be a paired observation between the SE tutor 
and the school mentor which can then support the formative review discussion as part of the visit. The lesson 
observation does not have to be a full lesson. Often, the start of the lesson for approximately 20 minutes will be 
observed, the two observers will then discuss what is being seen so far, before maybe seeing another short period of 
the lesson or observing the children’s work. Written feedback must be provided within 24 hours.  
There should then be a tri-partite discussion to cover the required checklist and review evidence towards the 
Teachers’ Standards. 
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Placement withdrawal information 
Occasionally and very rarely, circumstances around a school placement mean that it has to be withdrawn. There are 
several reasons for a placement withdrawal and the Partnership team will support any discussions when it is felt that 
a placement withdrawal is the correct course of action. 

It is vital that all the placement expectations are in place and that support has been provided by all parts of the 
partnership, following the stages of support process, before any discussion takes place regarding any withdrawal. 

Schools should contact the SE tutor and the partnership team, if they feel that they have concerns over any 
placement. 

“Incredibly supportive school, they wanted their trainees to do well and helped us all so much in achieving our 
goals. My SE tutor knew me so well; she gave me detailed feedback for my lesson observation, meaning I could 
continue to strive when on placement.” - D – UG1 trainee

Placement support – The STAGES support process
We recognise that there needs to be a clear pathway for the support and guidance that a trainee receives. Each 
trainee’s development path will be different and as such, we tailor the support on an individual needs basis. The 
following STAGES process is designed to show the clear pathway for support for trainees. Although each trainee’s 
individual plan will look different to that of others, the stages need to be consistent and fair. The pathway for support 
is therefore illustrated below.

It is imperative that the usual, regular support methods are in place before we can look to move through the stages 
of support. These include the essentials of placement support which include a weekly review and target setting 
(fortnightly for part-time pathway), using SHARP targets, and a formal lesson observation with full written feedback. 
At all times on placement, a conversation (via email in the first instance) should take place between the the school 
and the SE tutor when a concern starts to arise. 

Early intervention and support, both in school and in university, can then be suggested to help the trainee to address 
any areas of development. It is important to remember that the training programme is formative until the very last 
review of SE3 and, as such, should reflect the progress being made and the formative nature of the assessment 
against the UW formative progress descriptors. 
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Keeping Track - The Electronic Reflective Portfolio (ERP) 
on Pebblepad and School Experience Folder
Each of our trainees has an Electronic Reflective Portfolio (ERP) which is also known as Pebblepad to some. The ERP 
is the resource and Pebblepad is the platform on which it sits. You may hear reference to this portfolio as the ERP or 
Pebblepad, but this is the same tool. 

This is a window into the school experience and a minimum requirement for each trainee. It tracks their progress 
through the UW formative progress descriptors and allows us to moderate internally and with external moderators 
for quality assurance (QA).

Class teachers and school mentors have access to view and to edit specific parts of the ERP and it needs to be used to 
support every weekly review (fortnightly for part-time pathway) and checked regularly. This is also supported and 
used by the SE Tutor who can edit the pages for the review sessions.

Please note that content of the ERP is designed in such a way to ensure that there is purposeful integration with the 
taught curriculum. All aspects of the placement experience entwine with the UW curriculum and support all aspects 
of the CCF as well as being ambitious and taking trainees beyond the CCF. The ERP for each cohort has generic 
sections which feature across each cohort and programme, but there will be slight differences for each specific cohort. 
It is worth checking the ERP to familiarise yourself, even if you have previously had a recent trainee, especially if they 
were from a different programme or cohort.  

School Experience Folder

The school experience folder is a folder which can be kept as a physical folder or can be kept as an electronic folder. 
The choice of how it is kept is down to the trainee’s preference, but in whatever format, it MUST be available at all 
times for the mentors in school and SE tutors to view. It should have four sections:

• School Planning

• Classroom Organisation

• Trainee Planning (including annotations)- organised into weeks and subjects

• Assessment

How do I assess the trainee? 
Assessment of a trainee on placement is an ongoing, continual, and formative process. The placement experience and 
the weekly reflections and foci are purposefully integrated with the taught University of Worcester curriculum. The 
curriculum features eight areas; professional behaviours; behaviour management; pedagogy; curriculum; assessment; 
critical thinking; inclusion, diversity, and global citizenship; resilience and wellbeing for all. 

We have designed an assessment system which supports trainees to meet and exceed the Teachers’ Standards by the 
end of their training. 

 The basic principles are:

At each progress point a discussion regarding progress will take place between the mentor, SE tutor, and trainee.

A trainee’s progress will be reviewed against the relevant formative progress descriptors (Building, Enriching, 
Thriving) and a decision will be made using a red, amber, green rating to indicate how proficient the trainee is in that 
phase of training. The assessment document is NOT a checklist. It is a way of tracking progress and guiding the 
formative targets set in each weekly review (fortnightly for part-time pathways). 

The descriptors are there to assist with deciding the progress of the trainee, but it should not be used as a checklist 
where all aspects have to be ‘ticked’ as the experience will differ and vary based upon the context of the school. The 
descriptors are a suggestion of the typical behaviours of a trainee at that point in their training.
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Throughout all school experience placements, trainees work alongside their school mentor to reflect on their own 
development and progress by utilising the formative progress descriptors tab and weekly learning and reflection 
pages in their Pebble Pad ERP. Together they set and monitor weekly targets, based upon the weekly reflections, 
(fortnightly for part-time pathways) with the aim of making progress in line with the UW formative progress 
descriptors. 

UG and PGCE trainees follow a 3 placement model. However the PG core trainees follow a 2 placement model so 
therefore the following reviews apply:

• Week 16 review against building progress descriptors
• Week 26 review against enriching progress descriptors
• Week 38 review against thriving progress descriptors
• Week 46 review against the Teachers’ Standards

In each placement, there will be a formative review meeting. At all formative review meetings, the UW formative 
progress descriptors are the assessment model which must be used. The Teachers’ Standards cannot be used at the 
formative review points. 

During the final placement summative review, a judgment is made against the Teachers’ Standards and is very much a 
collaborative process. The judgment is reached through monitoring via lesson observations, weekly reviews 
(fortnightly for part-time pathways) with the class teacher, SE tutor visits, review points and the school experience 
report. 

Trainee teachers are expected to meet the Teachers’ Standards in all areas by the end of the course and all Teachers’ 
Standards must be met in order for the trainee to be recommended for QTS.

SE tutors generally carry out at least one joint lesson observation with the class teacher and/or lead mentor during a 
placement. Before the lesson it is helpful to agree what the observers of the lesson are focussing on, how they will 
record the observations and for the school mentor to be the person who feeds back to the trainee with the SE tutor 
supporting. 

It is expected that trainees work alongside their class teacher in their weekly reviews (fortnightly for part-time 
pathways) using the Assessment tab on their Pebblepad Electronic Reflective Portfolio (ERP) to gain an understanding 
of where their strengths and areas for development lie. The reviews should consider lesson observation feedback, 
work scrutiny and professional discussion at all times to consider progress.

At each weekly review, (fortnightly for part-time pathways) which typically will take around an hour, the review of 
the trainee’s progress and development should focus around the eight curriculum areas. These are further broken 
down into three stages as the trainee moves through the course.  The University of Worcester formative progress 
descriptors should be used in each weekly review and used to set SHARP targets. The descriptors are featured within 
the trainee’s ERP and should be used to guide the professional conversation around assessment of progress. The 
descriptors are NOT a checklist and should not be used as such. They are, instead, a range of suggested behaviours 
that are typical of a trainee teacher at that point in their development. 
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Assessment of trainees – the tripartite model through 
professional discussions
A tripartite model is used to assess trainees. This is an effective model that considers the whole, holistic development 
of a trainee throughout their practice. This philosophy is set within the context of government agendas and draws 
on a shared pedagogy of what is understood by effective observation and feedback. Importantly the model supports 
trainees through considering how schools and universities work together to ensure the trainee’s progress is discussed 
to consider not just a snapshot of the lesson being observed, but the trainee’s progress over the whole placement.

The observation process provides an ideal opportunity for school staff and university tutors to work together in a 
meaningful way to support the development of trainees. Research (Mtika et.al.2014) has shown that tutors develop 
a more holistic picture of how the trainee was performing because the trainee was in school for longer and the 
opportunity to have shared experiences with the class teacher was important. It also states how trainees appreciate 
the way that the tutor and teacher worked effectively as one rather than two separate parties to give consistent 
feedback.

Formal structure of the final, summative visit

The final visit will consider a trainee’s practice from three perspectives which are all inter-related and do not sit in 
isolation.

• Observation of the trainee teacher will be carried out by the SE Tutor and school mentor. The length of 
observation will be dependent upon context and circumstances. Trainees will not normally be observed for a 
whole lesson.

• Documentation - This will form an important part of the discussion. Documentation will include the ERP, SE file, 
children’s work including assessed work, displays and planning.

• Formal Professional Dialogue opportunity - A formal review will take place in the professional dialogue. Progress 
will be discussed between the trainee teacher, SE Tutor, and School Mentor. The trainee will refer to their ERP 
and SE File to engage in discussion. This process will support the trainee to provide evidence of how they are 
meeting the Teachers’ Standards as part of the final, summative assessment.

The final SE report will be agreed between the SE tutor, the class teacher / mentor, and the trainee.

Where there is any disagreement or there is not a consensus of opinion, the trainee’s placement will be referred to the 
Practice Panel who will then agree on arrangements for moderation of the placement. The Practice Panel will then be 
the mechanism through which a decision regarding recommendation for QTS is made to the Exam Board.

A place for everyone
Key points of the Equality Act 2010 

The Equality Act 2010 provides a single, consolidated source of discrimination law. It simplifies the law, and it extends 
protection from discrimination in some areas.  

• Schools cannot unlawfully discriminate against pupils because of their sex, race, disability, religion or belief or
sexual orientation.

• The exceptions to the discrimination provisions for schools are all replicated in the current act – such as the
content of the curriculum, collective worship and admissions to single sex schools and schools of a religious
character.

It is unlawful for a school to discriminate against a pupil or prospective pupil by treating them less favourably because 
of their:  

• Sex

• Race

• Disability

• Religion or belief

• Sexual orientation

• Gender reassignment

• Pregnancy or maternity

For our trainees who express their identity differently than the gender they were assigned at birth, we do encourage 
them to share their pronouns and title (Miss/Mrs/ Mr/Mx/Mz (pronounced Mzee) and know that schools will work 
with us to ensure a positive experience for every trainee and bring a sense of connectedness through the partnership.  
The university is well placed to assist school colleagues with this so please do not hesitate to contact the partnership 
team if you would like to speak to someone about support and training.  

Helpful Links: 

The Equality Act 2010 

The Equality Act 2010 and Schools 

The Equality Act 2010 Guidance  

Trainees with specific needs  

As a profession, the work put in to better understand the specific and unique needs of our pupils in school has made 
an impact on the success of the people coming into Higher Education. 

You will notice more of our trainees are empowered through more accurate diagnosis and a better understanding of 
their own strategies to overcome barriers to success in their school experience and academic studies.  

We work to provide many avenues of support for trainees with specific needs during their time at university.  

As we are working with adult learners, we cannot disclose any SEND diagnosis, however, we will work with the 
trainees and encourage them to share their needs with school colleagues, if they feel comfortable to do so, in order 
for us to translate this support and understanding to their school experience.  

Trainees may have a student support plan ( Reasonable Adjustment Plan) that they may choose to share with the 
schools. 

LGBTQAI+ trainee support 

The awareness of LGBTQAI+ is an ever-growing element of our practice at the University of Worcester. The wider 
understanding of the complexities of gender identity and sexuality is an element of our practice as university 
lecturers that we are constantly working to evolve. Gender identity and sexuality are very different and separate 
characteristics and as educators we want to avoid confusion.  

• Gender is socially constructed and is one’s innermost concept of themselves as a man, woman, and/or nonbinary
person. People define their gender identity in a variety of deeply personal ways that can include man or woman,
but can also extend to identities such as agender, genderfluid, gender nonconforming, and a variety of others.

https://www.legislation.gov.uk/ukpga/2010/15/contents
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/315587/Equality_Act_Advice_Final.pdf
https://www.gov.uk/guidance/equality-act-2010-guidance
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As part of the partnership agreement and that close collaboration, which is the cornerstone of the partnership, we 
need to work together to support how we listen and respond to the experiences of LGBTQAI+ trainees.  

Through our support and partnership, sharing our own practices and understanding, and each of us learning from 
each other while we are guided by the LGBTQAI+ voices in our partnership community, we are in a powerful position 
to be a part of the education for awareness and equality and to make a difference to each of our LGBTQAI+ trainees 
and to make a safer environment for teaching now.  

We ask our school colleagues to refresh and revisit their awareness of the Equality Act 2010 and the impact they can 
have on the experiences of each individual trainee. This can be through the way we listen, understand and respond to 
our shared responsibility to take care of the protected characteristics and potential barriers that may be faced as a 
result. 

Safeguarding
Trainees receive safeguarding training through the university and are aware of the need to be familiar with the DfE 
guidance in 'Keeping Children Safe in Education'. As part of each placement and under the Partnership Agreement, all 
schools must induct the trainee into their safeguarding procedures and share the safeguarding policy with them. The 
trainee must indicate on their ERP that they have read the school policy and received said induction, as well as 
recording their main learning points from university safeguarding sessions. 

Primary Computing Safeguarding Protocols

The following guidance is intended to facilitate an informed discussion with Partnership schools regarding the 
protocols all University of Worcester ITE trainees are asked to follow as part of their professional responsibility in 
relation to safeguarding learners.

Context: trainees digitally capturing events involving children. Often, for very valid professional training reasons, 
outcomes of classroom activities are being digitally captured and stored by trainees. For example, an English speaking 
and listening activity might involve a recording being made by the children/teacher using an ‘easi-speak’. Naturally, 
trainees might want to share outcomes with colleagues and tutors for professional reflection.

When there is a valid reason for digital capture and storage:

All trainees must consult school-based practitioners and abide by the school’s policy. If further questions arise, please 
can you contact one of the Primary Department’s CEOP Ambassadors for further guidance. In all instances the 
safeguarding of children will be the deciding factor.

1. This policy has been written by a team of CEOP trained Ambassadors at UW and is reviewed annually.

2. All ITE trainees are DBS cleared prior to commencement of any School Experience placement.

3. All primary ITE trainees are directed to obtain a copy of a school’s Acceptable Use Policy for each school experience.
In Worcestershire, this will generally take the form of a signed agreement.

4. All trainees and staff will consult practitioners/schools regarding protocol when online and abide by the school’s
policy.

5. All ITE trainees will be made aware of how to anonymise data collected from school, either by pixilation for images
or editing audio/video files. All entries to e-journals will be anonymised.

6. All ITE trainees will engage in ‘Child Exploitation Online Protection’ (CEOP) training as part of their Computing
module.

7. Files held by trainees on portable memory devices should not identify children or schools; data needs to be held in
line with GDPR guidelines.

8. Trainees are permitted to host items as agreed by school policy on the designated UW system e.g. One-Drive
provided by UW or the ERP.

9. Devices containing recordings or images of children must be password protected.

10. Trainees and staff should not contact children using social networking sites. No recordings of children should be
hosted on commercial sites, for example, Flickr, You Tube or other public shared areas.

Procedures 
Communication During School Experience 

If assistance is required, the school should follow these guidelines:

• If the matter is urgent (e.g., a serious personal or professional situation) the School Experience (SE) tutor should
be contacted in the first instance. If they are not available, then please contact the Partnership Office on 01905
855071 (UG) / 01905 855044 (PG) who will direct the query to the most appropriate member of staff.

• If the matter concerns a safeguarding issue, contact Andy Hale, Primary Partnership Lead on 01905 542148 or the
Partnership Office.

• For all non-urgent enquiries linked to placements in school, again, the SE tutor should be contacted in the first
instance or queries can be emailed to primarypartnership@worc.ac.uk. The UG or PG Administrators can be
contacted on 01905 855071 (UG) / 01905 855044 (PG).

• Trainees are advised to maintain clear lines of communication with the school. They should provide the school
with their contact details.

Attendance

Attendance is compulsory and monitored for the visit days and block practice.

• Trainees are required to attend a planned placement programme of no less than 120 days. The UW programme
provides this requirement.

• Attendance is recorded and monitored through the ‘attendance sheet’ on the ERP

• Any days of absence do not automatically need to be replaced. Instead, the judgment will be made by the primary
partnership team, dependent on the trainee’s level of confidence and competence and progress towards the
relevant assessment stages.

Absence

All trainee teachers are reminded that the consequences of absence may result in an extension of School Experience, 
or the arrangement of an additional period in school. If trainees are absent, they must:

• telephone (not text) the school (Class Teacher / Lead Mentor/ Head Teacher).

• email the SE Tutor.

• email the Partnership & Placements Administrator at primarypartnership@worc.ac.uk

• or email Helen Bayfield (School Direct)  h.bayfield@worc.ac.uk , Natalie Taylor (PITE)  
natalie.taylor@worc.ac.uk or Clare Reader (PGCE)  c.reader@worc.ac.uk

Interview Dates

Most teaching posts will be advertised after Easter, however if trainees are applying for posts and wish to visit a school 
whilst on School Experience, they should arrange to view schools advertising a teaching post after the school day 
where possible.

mailto:primarypartnership@worc.ac.uk
mailto:primarypartnership%40worc.ac.uk?subject=
mailto:h.bayfield@worc.ac.uk
mailto:natalie.taylor@worc.ac.uk
mailto:c.reader@worc.ac.uk
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Schools will be aware that trainees are on a professional course and that attendance requirements need to be adhered 
to.

If the trainee has an interview, they may request time off school placement to attend an interview for a teaching post. 
Up to 3 days maximum (for UG) and 5 days (for PG) in total is permitted, however, this is dependent on the trainee’s 
SE attendance record and individual circumstances across the course.

Procedure For Interview Dates

Trainees must:

• Request the permission from the school experience head teacher, school mentor and SE tutor BEFORE they agree
to the interview.

• Email/contact the Partnership Office requesting time out of school experience to attend interviews.

Adverse weather and school closure

In the event of any adverse weather trainees should: 

• Ensure they are aware of the school’s procedure in the event of adverse weather.

• Telephone (not text) the school (Class Teacher / Lead Mentor/ Head Teacher).

• Make every effort to attend school as long as it is safe to do so or arrange to support online learning if the school
makes that provision.

If a trainee receives notification by school that it will be shut to pupils and staff (e.g., due to inclement weather or 
industrial action) then the trainee should immediately notify the school experience tutor via email that school is 
closed.

Should the SE tutor have planned to visit school to observe the student on the day of closure, a new date will be 
agreed by email. 

If it is near the end of the placement and the SE tutor is unable to rearrange a visit date, the SE tutor will agree the 
final report with the LM/CT via a virtual, online meeting. 

If trainees do not go into school this will be counted as absence which must be reported to the Partnership Office 
unless the school itself is closed.  

In the event of any Industrial Action

As student teachers are not employees they are not involved in any form of industrial action, nor should they be 
expected to participate. Trainee teachers that are members of teaching unions cannot go on strike or participate in 
industrial action as they are not employed by the school, are not balloted about strike action, nor are they members 
of the teachers’ pension scheme. Consequently, trainees should go into school provided that it remains open and that 
those colleagues responsible for the supervision of trainees are confident they can engage in training activities. If the 
class teacher is on strike but there are other members of staff who will still be working, trainees should negotiate with 
staff to support in other classes. They should still have teacher supervision at this time. If the whole school is on strike 
or closed due to the impact of the strike, they should use this time as PPA time instead. If placement is affected in any 
way or any further guidance is needed, please speak to the SE tutor.

Data Protection Legislation 

The University of Worcester will hold, and process personal data transferred to it by the Partnership School in 
accordance with data protection legislation (including GDPR and the Data Protection Act 2018). 

In addition, for quality assurance purposes, the University will process evaluation data provided by the trainees and 
schools. 
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In addition, Partnership Schools are required to ensure that their Privacy Notices include specific reference to 
children’s personal data being shared with trainees as necessary.

In the event of a data breach, the trainee is instructed to inform the school and the university immediately. In the 
event of the University suffering a data breach in relation to data relating to trainees the Partnership School will be 
informed as soon as is practicable after the breach is identified. 

Frequently Asked Questions 

Can a trainee teacher be left on their own with a class of children?

Not for PE or any subject where there may be health and safety issues. Safety is always the priority. The Head 
Teacher must take responsibility for trainee teachers in school. The trainee can be left in sole charge of a class at 
other times, but only when judged to be confident and competent to do so. If a trainee is able to be left in sole charge 
of a class at times, then they must be suitably meeting the appropriate University of Worcester formative progress 
descriptors or the Teachers’ Standards (final part of SE3 only).

Can a trainee teacher be used as supply cover when the class teacher is sick or on a course?

The short answer is NO. A trainee teacher is developing and always learning. It can be tempting for a school to use a 
trainee as a ‘supply’ teacher, however, all trainee teachers must be supervised and supported at all times and receive 
support, guidance, and feedback from expert colleagues. It is therefore inappropriate to use a trainee teacher as 
unpaid cover. It is also not appropriate for a trainee to be used as cover for staff PPA. 

Who is responsible for completing the final SE reports?

The school mentor and SE Tutor will discuss and agree the SE report for the trainee teacher. The SE report is written 
on the ERP, and it is the responsibility of the school to complete that report. The trainee must not write their own 
report as it is not their own reflections. 

Should I give the trainee teacher PPA time?

Yes. All trainees need PPA time. For the UG3 placements, trainees also need an additional 10% time to carry out their 
research and data collection for their dissertation and to update their reflections in increased detail.  PG students also 
have 10% ERP time in addition to their 10% PPA time. 

COHORT AMOUNT OF RELEASE TIME REASON(S)

UG1 10% PPA

UG2 10% PPA

UG3 20% PPA & Dissertation and ERP

PG and SD 20% PPA and ERP

There is a difference between UG1 and UG2 compared to UG3 due to the demands of the final placement. 

Can the trainee teacher start teaching the whole class straight away?

We would recommend that you read the expectations for each practice; the amount of teaching varies by each 
practice, each week, and each course. These can be found on the trainee’s ERP.

How often should I observe my trainee teacher and give formal written feedback?

There MUST be at least ONE formal lesson observation with written feedback per week, but if an extra one can be 
arranged from time to time, that gives the trainee even more expert feedback. As much feedback as possible in an 
informal way e.g., notes, discussions after lessons are also encouraged. 
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What should happen if a weekly observation and/or weekly review cannot take place? 

With the best of intentions, there will be times when a weekly observation or review cannot take place because of 
other pressures within school. If this is the case, there could be two observations the following week and the weekly 
review can happen as soon as possible after the original intended day. If a longer-term absence of a member of school 
staff provides a challenge to a school, then the school can contact the SE tutor, or the Partnership team and we can 
look to provide support. 

Should I assess the trainee against the Teachers’ Standards throughout their placement?

No. The trainee must be assessed against the UW formative progress descriptors throughout their time in school as 
the placements are assessed formatively. It is only at the very end of the final placement, at the summative 
assessment point, where a judgment is made against the Teacher’s Standards. The SE tutor and partnership team can 
guide on this, but it is also covered in the University of Worcester Mentor Training. 

What happens if a school is considering withdrawing the placement?

Firstly, withdrawal of a placement should be a rare move and should only happen in situations of a serious breach of 
the Teachers’ Standards Part 2 – Personal and Professional Conduct OR if all areas of the Stages of Support processes 
have been actioned. It is vital that trainees reach their final summative review point unless there are circumstances 
which prevent this.  If a school is considering withdrawing a placement, then they must arrange to speak to the SE 
tutor BEFORE any decisions are made. The SE tutor will then refer the matter to the Partnership Lead to ensure that 
all relevant support has been put in place before a final decision is reached. If it is then decided, upon professional 
discussion, that the school is going to withdraw the placement, then it is the responsibility of the school to inform 
the trainee, after discussion with the SE tutor. If, for any reason, the university decided to withdraw a place then the 
SE tutor will communicate with the trainee. It is best practice, where possible, that such communication from either 
party should be done in person. 

We are in the last few weeks of placement, and it is likely that the trainee is not going to meet the Teachers’ 
Standards. Can we end the placement then? 

Firstly, at the pre-summative review in the final placement, any concern about the risk of not meeting the Teachers’ 
Standards MUST have been discussed as part of the tripartite review and the Stages process needs to be followed. 
Unless for a breach of Teachers’ Standards Part 2 in the final weeks, the trainee should be supported to reach their 
final review and the judgment of meeting the standards or not meeting the standards should be made at that 
summative review. 

The Mentor Standards
Our mentor training curriculum is based around the Mentor Standards (DfE 2019). These 
standards help to shape the training curriculum for mentors. 

Standard 1 - Personal Qualities 

Establish trusting relationships, modelling high standards of practice, and understand how to support a trainee 
through initial teacher training. The mentor should: • Be approachable, make time for the trainee, and prioritise meetings and discussions with them;

• use a range of effective interpersonal skills to respond to the needs of the trainee;

• offer support with integrity, honesty, and respect;

• use appropriate challenge to encourage the trainee to reflect on their practice;

• support the improvement of a trainee’s teaching by modelling exemplary practice in planning, teaching and
assessment.

Standard 2 – Teaching 

Support trainees to develop their teaching practice in order to set high expectations of all pupils and to meet their 
needs. The mentor should: 

• support the trainee in forming good relationships with pupils, and in developing effective behaviour and
classroom management strategies;

• support the trainee in developing effective approaches to planning, teaching and assessment;

• support the trainee with marking and assessment of pupil work through moderation or double marking;

• give constructive, clear, and timely feedback on lesson observations;

• broker opportunities to observe best practice;

• support the trainee in accessing expert subject and pedagogical knowledge;

• resolve in-school issues on the trainee’s behalf where they lack the confidence or experience to do so themselves;

• enable and encourage the trainee to evaluate and improve their teaching;

• enable the trainee to access, utilise and interpret robust educational research to inform their teaching.

Standard 3 – Professionalism  

Set high expectations and induct the trainee to understand their role and responsibilities as a teacher.    

The mentor should: 

• encourage the trainee to participate in the life of the school and understand its role within the wider community;

• support the trainee in developing the highest standards of professional and personal conduct;

• support the trainee in promoting equality and diversity;

• ensure the trainee understands and complies with relevant legislation, including that related to the safeguarding
of children;

• support the trainee to develop skills to manage time effectively.

Standard 4 – Self-Development And Working In Partnership 

Continue to develop their own professional knowledge, skills and understanding and invest time in developing a 
good working relationship within relevant ITE partnerships.  

The mentor should: 

• ensure consistency by working with other mentors and partners to moderate judgments.

• continue to develop their own mentoring practice and subject and pedagogical expertise by accessing appropriate
professional development and engaging with robust research.
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Moderation and Evaluation
Visit from the External Examiner (EE) whilst on School Experience 

As part of the Quality Assurance procedure, approximately 10% of a cohort of trainee teachers are visited by External 
Examiners. They make visits to trainees in their final school placements to observe the trainee teaching, speak to the 
class teacher and/or lead mentor and quality assure processes.

Who are the External Examiners? - The EEs are colleagues from different ITE institutions and schools who 
familiarise themselves with our systems and paperwork in order to moderate our judgments. They consider the 
progress of trainees and monitor trainee and school’s views as to the support provided during school experience. 
They provide independent feedback on how well aspects of partnership are working as well as offering advice on 
areas of development.

How are the 10% of trainees selected? - The EEs see a cross-section of trainees to build up a picture of the cohort 
and moderate our processes. If selected for an observation, the trainee should view it as a positive professional 
development opportunity.

How should the trainee prepare? – The EEs are familiar with our expectations and want to see evidence of the 
trainees’ professional development and critical awareness. They need a copy of the trainees’ lesson plan for the 
lesson. They are generally in school for morning or afternoon sessions.

What happens after they have observed the trainee? - The Examination Board will meet at some point after the 
placement has finished. The External Examiners contribute to the confirmation of all final outcomes. They report 
their findings on the observed trainees. External Examiners will not change judgments agreed between tutors and the 
school.

Moderation

In addition to External Examiner visits, moderation is also carried out to track and moderate aspects of trainee 
development. This is includes visits to school, analysis of Pebblepad electronic reflective portfolios, tracking 
meetings and curriculum moderation. The aim in each instance is to enable consistency of expectations and 
assessment and reflections also play a vital part in partnership and course development work.

Moderation activities take place to provide QA information and these are scheduled on the Primary Department QA 
map.

Occasionally, a member of the partnership team will moderate a placement. The role of the moderator is not to give 
personal feedback or change the judgment that has been made by the school and SE tutor. 
Members of the Partnership Moderation Group include university tutors, external tutors, and partnership colleagues 
from schools. Moderators observe teaching as well as talk to trainees, mentors, class teachers, SE tutors and head 
teachers.

The results of moderation are discussed in development meetings and the Primary Partnership Leader and Primary 
Placement Managers consider actions where needed. Outcomes of the quality assurance processes are reported as 
part of the agenda for the Primary Practice Panel. Reviews of school placements take place informally on a day-to-
day basis but each year the Partnership Team meet formally to evaluate the placements across the year. This process 
identifies any concerns, which need action. 

Concerns from previous years are considered to see whether the nature of the concern has been raised before and 
what action, if any was taken. Information is then discussed with the person(s) raising the concern, if appropriate, 
and the Primary Partnership Lead considers if there are implications for further training or a visit to a school to 
discuss the points informally. 

In extreme cases, where the concern continues, these will be taken to the Primary Leadership and Management Team 
where it may be decided that de-selection of the school from the partnership is appropriate. If that is the case, then 
the matter is taken to the Primary Practice Panel for final decision.
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