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INTRODUCTION
Welcome to the Bath Spa University Mentor Training Pack for 2009/10. 
We wish to make sure our teacher trainees get high quality mentoring, so have introduced training and support for mentors to help this happen. This pack provides: 
· An indication of activities which you are required to complete in order to be recognised as a Bath Spa University Mentor within the Lifelong Learning Initial Teacher Training Team
· A set of all the documents you need either to complete or be aware of as part of your mentoring responsibilities

WHAT WILL I GAIN BY COMPLETING THE TRAINING?

By completing this training, and being 'signed off' by the Course Manager of the partner college where you are mentoring trainee(s), and Bath Spa University, you will become a recognised mentor for the Bath Spa University LL Initial Teacher Training (ITT) programme. 
EXEMPTION FROM TRAINING
You may already have experience of working with other teachers through coaching, observing, giving peer support or undertaking training. If you believe you already have the understanding of, and competence in mentoring which this pack covers, please contact the award leader, Jim Crawley, as you may be exempted from this training, and be able to gain recognition based on your previous learning and experience.

Jim Crawley

Tel: 01225 875677 (office)

Tel: 07896 551308 (mobile)

Email: j.crawley@bathspa.ac.uk 

TRAINING PROGRAMME AIMS AND LEARNING OUTCOMES

 TRAINING PROGRAMME AIMS

This Mentoring Training aims to:

1. Consolidate mentoring as a significant aspect of the entitlement for all Lifelong Learning (LL) initial teacher trainees.

2. Provide a useful and developmental continuing professional development and recognition opportunity for all LL ITT mentors.

3. Enhance the LL ITT Partnership's capacity to improve support for trainees' teaching in their specialist area.

4. Assist the development of teaching excellence through the LL ITT awards.

LEARNING OUTCOMES

On completion of the mentor training, you will be able to:
1. Describe the key principles and practices of mentoring and relate them to your own experiences of supporting others in your specialist area.

2. Support the teacher trainee entitlement within the Bath Spa LL ITT programme.
3. Observe at least one trainee teaching their specialist area, and provide constructive feedback, advice and guidance with an appropriate specialist area focus.
4. Correctly complete all relevant mentoring documentation and assemble evidence of your competence in a simple portfolio.

5. Assist trainees to engage in critical dialogue on observed teaching and other sessions in relation to their specialist area, and to use this to set work towards and review development targets.
6. Complete and submit your Mentor Training Portfolio.

7. Complete and return an evaluation of the Mentor Training and associated activities to BSU.

8. Achieve recognition as a BSU LL ITT Mentor.

HOW DOES THE TRAINING PROGRAMME WORK?
1. You work through each section of the training pack, either with others during a face-to-face training session or working independently with the materials.

2. The work you complete assembles into a mini-portfolio, as you work through it.

3. You hand the portfolio to the course manager of our programme at your college.

4. Once satisfactory completion is confirmed, you gain recognition as a BSU LL ITT mentor and are awarded a certificate.
NOTE: THE ITEMS WHICH NEED TO BE INCLUDED IN YOUR MENTOR PORTFOLIO ARE INDICATED AS THEY APPEAR IN THIS PACK. PLEASE ADD ANY ADDITIONAL EVIDENCE YOU BELIEVE IS RELEVANT (e.g. completed activities from the pack / previous training / documents) 

PART ONE – WHAT IS MENTORING?

GETTING STARTED

ACTIVITY 1 - SETTING UP THE MENTOR PORTFOLIO
· Place the Index/Checklist at the front of the Mentor Portfolio, and the other Portfolio documents behind it.
· Complete the Mentor Record, make a copy, and place behind the Index/Checklist at the start of your Mentor Portfolio. 
· Pass on a copy of the Mentor Record to the LL ITT Course Manager at the college you are mentoring with, i.e.
Dave Jones at Bridgwater College
Caroline Harvey at Norton Radstock College
Barbara Roche at Weston College
Tish Cooney at Wiltshire College
· Place a copy of your Mentoring log in your portfolio with the first line completed. Update as the year progresses.
	WHAT DOES 'MENTORING' MEAN?


The origins of the word ‘mentor’ go back to the Greek epic poem The Odyssey.  According to the myth, when Odysseus went away to fight, he left his son, Telemachus, in the care of a friend named ‘Mentor’.  Mentor was also a tutor to Telemachus.  The name ‘mentor’ has, therefore, become synonymous with a wise and supportive advisor.  A close reading of the myth reveals the relationship between Telemachus and Mentor to be of mutual benefit, with some versions of the myth even reporting Telemachus saving Mentor’s life. 

Definitions of mentoring from other sources include:
Mentoring is the "deliberate pairing of a more skilled or experienced person with a lesser skilled or experienced one, with the agreed-upon goal of having the lesser skilled person grow and develop."  
(Murray 2001)

Mentoring means guiding and supporting the trainee to ease through difficult transitions; it is about smoothing the way, enabling, reassuring as well as directing, managing and instructing. It should unblock the ways to change by building self-confidence, self-esteem and a readiness to act as well as to engage in on-going constructive interpersonal relationships. (Fletcher 2000: iii)

‘the focus (of mentoring) is to identify the key characteristics of an excellent teacher in further education and second, to suggest how such excellent teachers can encourage others towards excellence.’ (AoC / FENTO 2001)
Take a look at the following model of mentoring, and see what you think of it.
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MENTORING RELATIONSHIP
Role model
Nurturer
Care giver

FUNCTIONS OF MENTORING
Teach     Sponsor    Encourage     Counsel     Befriend

model      protect      affirm              listen          accept 

inform     support      inspire            probe         relate

confirm   promote     challenge       advise        clarify

question

MENTORING ACTIVITIES

                  Demonstration sessions    Observations and feedback    Support meetings

The diagram, adapted from Kerry and Mayes (1995), proposes that there are three ‘mentoring dispositions’ (shown on the edge of the diagram) which are essential to effective mentoring. They are:

1. Opening Ourselves

Mentors must be prepared to ‘open’ themselves to the mentee by sharing their reasoning and decision processes with them.  
2. Leading Incrementally

Mentors should match the support they give step-by-step with the mentee’s developing knowledge and understanding, thereby leading them incrementally forward.
3. Expressing Care and Concern

Mentors should be able to express care and concern, demonstrating empathy for the mentee’s situation.  

This model also outlines three basic components to mentoring (shown inside the diagram): 
· The Mentoring Relationship, where the mentee views the mentor as a role model and where the mentor nurtures and cares for the mentee.  
· Functions of Mentoring which are to teach, sponsor, encourage, counsel and befriend, and which can be further broken down into their related behaviours (examples are shown under the functions in the circle)
· Mentoring Activities. According to this model, the behaviours and ‘functions’ of a mentor all take place through three key mentoring activities: 
- demonstration lessons

- observation and feedback

- support meetings.
WHY IS THERE SUCH AN EMPHASIS AT PRESENT ON DEVELOPING TEACHERS' SPECIALIST AREA OF EXPERTISE?
A new teacher training system for the Learning and Skills Sector started in September 2007. Equipping Our Teachers (2005), one of the key government documents relating to these changes, makes it clear that we should be training teachers in the Learning and Skills Sector in:

the skills and the subjects they teach at the levels appropriate to their teaching, which may be level 1 or degree level; and the skills of teaching their subject in the workshop, laboratory or classroom. (DfES 2005: 5)

OfSTED also expect mentors to be in place for this area of teacher training, and the 'Overarching professional standards for teachers, tutors and trainers in the lifelong learning sector' (2006) contain a whole 'domain' entitled 'Specialist learning and teaching'.
A greater emphasis than ever before has now therefore been placed on this aspect of a teacher’s professional practice, and this has also placed a greater emphasis than ever before on the importance of those involved in Initial Teacher Training who will be supporting trainees to develop their own specialist area. Mentors are one of the key roles in this new era for Teacher Training.
	THE ADVANTAGES OF MENTORING


For the mentee, mentoring provides:

· a point of personal contact other than course tutors and other assessors

· a source of support and guidance

· a critical friend with whom weaknesses can be explored and addressed and achievements shared and built upon

· regular meetings in which specific issues and ideas can be discussed and developed

· a chance to explore teaching and learning in a non-assessed and non-threatening environment

· a smoother transition into the workplace.

For the mentor, mentoring provides:
· a catalyst to reflect upon one’s own practice

· a way of developing personal and professional skills further

· opportunities to network with other professionals

· job satisfaction and increased self-esteem

· new opportunities for career and professional development.

	PART TWO

HOW DOES BATH SPA UNIVERSITY MENTORING WORK? 


BATH SPA UNIVERSITY’S APPROACH TO MENTORING

We describe a subject specialist as follows:

“A subject specialist is someone who is able to effectively develop, extend and teach their recognised area of specialist expertise, and who seeks to contribute to their own specialised ‘community of practice’" (Crawley 2005: 76, 77)

We understand mentoring as a process by which

‘a less experienced person will benefit from time and support given by a more experienced person’ (Crawley 2005: 65)

The University is working with the LL ITT teams, human resource departments and senior management at each college and other employers to ensure every trainee is able to access the support they need, including mentoring, to assist them with the development of their specialist area and its pedagogy, and their professional practice, or 'dual professionalism' as we have earlier called it. Practical teaching in trainees' specialist area has become increasingly important in taught sessions, tutorials, milestone reviews and the assessment activity on the course, and demonstrating that this can be put into practice in the workplace is essential to achieving Qualified Teacher (Learning and Skills) status. We base our framework for supporting development of a trainee's specialist area on one developed by the University of Huddersfield. There are six elements which contribute, which are:

· Watching others teach your subject (e.g. real time / on video)
· Finding out about pedagogy for your subject (e.g. Session Planning; Research; Text books; Subject Publications / web sites / associations)
· Talking / working with other teachers of your subject (e.g. face to face; on line forum; conferences; staff development)
· Getting guidance / support from an experienced teacher of your subject / curriculum area (e.g. face to face or on line mentoring or coaching)
· Developing / accessing learning resources specific to your subject (e.g. creating resources; accessing resource collections / libraries; publishing resources / articles)
· Engaging with practitioner communities related to your subject (e.g. your course team; staff development; conferences; on line discussion groups / forums)
Mentoring is an important part of this framework, but it is by no means the only part.

TRAINEE ENTITLEMENT
GENERAL
We have introduced an 'entitlement' for all trainees on our LL Initial Teacher Training programmes. As part of this, each trainee is entitled to access opportunities across their training programme to ensure appropriate development of their subject expertise. This includes requirements for the mentors working with them:
· All trainees are entitled to an approved Specialist Area Mentor to help & support their teaching & facilitation of student learning in their Specialist Area.
· Specialist Area Mentors should be qualified teachers with a Cert. Ed or PGCE.
· They should have qualifications in their subject to minimum of level 3 in the National Qualification Framework (NQF).
· Mentors should have a minimum of 2 years full-time teaching experience (or equivalent part-time).
· Mentors, wherever possible, should be experienced & qualified in the same teaching subject as Trainees. Where this is impossible then their subject should be similar or aligned.
· Mentors should have demonstrated “Good” or better teaching e.g. by gaining grades 1 or 2 in recent regular monitoring observation by their organisation.
· Mentors should be members of their specialist area & professional subject or vocational associations.
Where a mentor who appears to match a trainee’s needs does not meet all the above requirements, an application for exceptional approval may be made to the Award Leader.

TIME FOR MENTORING
The entitlement at present for each trainee (2009/10 year) is 
30 hours per trainee per year

This includes:

· Face-to-face contact with an approved mentor on a regular and scheduled basis (at least 15 of the hours per year)

· OnLine subject support (e.g. from ASSOCiate Online)
· Peer support (i.e. informal support from specialists also in their own area either from the same course group, from other BSU groups, from ASSOCiate Online or from other associations / subject / professional groupings)
We are therefore expecting each trainee to receive face-to-face contact with an approved mentor on a regular and scheduled basis (at least 15 of the hours per year); exactly how this is delivered will vary depending on the working situations of mentor and mentee.
ACTIVITY 2 - HOW WILL YOU SUPPORT YOUR TRAINEE?

Write down your responses to these questions:
1. How can you organise your time to help the trainee to receive their minimum entitlement?

2. What barriers could be present and how could you overcome them?

3. How often do you plan to meet your trainee face to face?

4. How will you maintain contact through other means?

5. What learning activities could you develop for working with your trainee? e.g. 
6. What specialist area resources / contacts / networks could you involve your trainee in?
THE ROLE OF THE BSU MENTOR
THE MINIMUM ACTIVITY YOU SHOULD BE INVOLVED IN DURING THE YEAR IS:
OBSERVATION OF TEACHING
· At least two assessed formal observations each year of your mentee's teaching practice, as laid down in the course handbook. (There is no maximum requirement. This should be agreed between Trainee & Mentor).
PLACE COPIES OF THESE OBSERVATIONS IN YOUR PORTFOLIO WHEN COMPLETE

COMMENT ON THE SPECIALIST AREA REVIEW 
This is produced as part of module LL1204.  – Year 1 trainees only – Please give advice and if possible written comments to the trainee/s you are mentoring to support them in achieving the learning outcomes for this assessment activity.
SUPPORT, ADVICE AND DEVELOPMENT
· To encourage the trainee to observe and discuss their mentor's teaching at least once, but preferably more regularly, especially in the early stages of the course.
· To suggest to the trainee other appropriate experienced teachers for them to observe to broaden their experience of teaching their subject (e.g. to different age groups, at different levels, in different contexts, etc)
· To help & support the trainee to develop the skills, attitudes & knowledge needed to teach their specialist area.

· To advise & support the trainee on assessment processes & procedures used within the specialist area.

· Set relevant specialist area teaching development targets for trainees using the IDP and Practical Teaching Assessment Pro-formas. 

· To check/monitor development in those targets. 

· To support & advise the trainee on how & where to access relevant specialist area resources.

· To advise the trainee on accessing relevant specialist area & vocational professional associations, conferences, and in service professional development.

· To encourage / facilitate interaction with other specialists, both face to face and online.

PROVIDE EVIDENCE OF THIS BY INCLUDING A COPY / COPIES OF YOUR MENTORING LOG IN YOUR PORTFOLIO

FAMILIARITY WITH KEY DOCUMENTS
There are a number of key documents, which you will need to become familiar with, and which are included at the end of this pack together with examples of how some of the documents can be completed. They include:

· Guide to Practical Teaching and Professional Development Year 1

· Guide to Practical Teaching and Professional Development Year 2
· Course Handbook Yr 1 

· Course Handbook Yr 2
All relevant documents can be found on course website in the area know as the ‘Information Zone’ which is at 
www.itslifejimbutnotasweknowit.org.uk/info-start/htm.  
You should be able to find all documents form that starting point.
THE RESPONSIBILITIES OF YOUR TRAINEE/S
As a mentor, you are an important member of the LL ITT Course Team.

In addition to a minimum entitlement however, teacher trainees themselves do have responsibilities. These are to actively manage their own learning & development in their specialist area teaching skills by:
1. Making an early start on the Specialist Area Review (LL1204) as detailed in the Year 1 Handbook. – Year 1 trainees only.
2. Investigating books, journals, CD ROMs, and other materials in their specialist subject.

3. Using the Skills for Life materials from available online on Embedded Learning, and those produced for specific subjects. These materials aim to help learners to improve the literacy, language or numeracy skills they need to succeed at work, in community-based activities or as part of vocational training programmes.
4. Making use of, and contributing to the ASSOCiate Online Communities of Practice where available.

5. Visiting the web sites of professional associations relevant to their subject area (e.g. the National Association of Teachers of English). These will normally also hold conferences and publish their own journal.
6. Investigating official reports by the government, OFSTED, vocational lead bodies, examining bodies etc relating to their subject specialism (e.g. the Tomlinson Report in special education; the Leitch report on Skills for all vocational areas).
7. Keeping up-to-date on available courses and qualifications in their subject specialism. These developments often involve changes in the way the teaching and learning of a subject operates and in the way learners are assessed.
8. Using their peers & colleagues as a resource e.g. by observing the way they teach the subject and getting feedback from them on the way they teach it.
9. By agreeing with their mentor how often & under what circumstances they may contact you & ask for advice.
10. Finding opportunities to observe learners across the levels & range of qualifications in their subject e.g. NVQ, leisure & BTEC; GCSE, AS, A2 & FD.
11. Recording and monitoring their development and changes in the way they teach and facilitate learning in their subject e.g. annotated session plans, PDJ entries.

NB. Trainees are advised to observe and maintain observation records of as wide a variety of groups as possible. In recording their observations during the lessons trainees should recognise that observing teaching can be a sensitive area. It is therefore important to maintain the confidential nature of the observed session, and not to identify either the Teacher or individual students observed by name.
ACTIVITY 3 - PREPARING TO HELP TRAINEES WITH DEVELOPING THEIR SUBJECT
Choose three of the trainee key responsibilities from the previous section and see what you can find out / prepare / identify which could be helpful to you and / or your trainee. Describe the results at the bottom of the page.

I chose the following key responsibilities, and my comments / results are (add other pages if needed, or printouts / photos etc.):
________________________________________________________

________________________________________________________
________________________________________________________

________________________________________________________
________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________
________________________________________________________

________________________________________________________
_______________________________________________________

________________________________________________________
OBSERVATION GUIDANCE
GENERAL GUIDANCE
· Who can do observations?

i
Normally one of the ITT team

ii
The subject-specific observer may be a Section Leader or Line Manager but a different subject specialist may well be suitable.  They must complete and be signed off on this Mentoring Pack
iii
The Line Manager may occasionally carry out a generic observation on behalf of the course team, but only with the approval of the Course Manager.  They will need to receive training

iv
The same lesson should not be observed generically and specifically at the same time.
· Be aware that the Year 1 and 2 learning outcomes are different.

· It is vital that anyone completing a Bath Spa feedback form receives guidelines and training in applying the criteria.

· Trainees can use any lesson / session plan (but need to ensure it does address all key components of the teaching session).

HOW THE OBSERVATION WORKS
· Trainees are given guidance in the Guide to Practical Teaching and Professional Development
· It is up to the trainee to make the arrangements for the observations, including getting any necessary security / management clearance for the observer, and ensuring they have clear directions to the location and the room.

· Ideally time should be planned in for the mentor to meet the trainee before the class and discuss with them their plan and any other relevant points.  

The minimum information the mentor should be provided with is:
· the trainee's Teaching File

· a session plan for the taught session

· an indication of where that session fits in the course overall (e.g. scheme of work)

· any relevant background details about the participants

· copies of learning resources which will be used in the session

· previous observation reports
· the resulting Individual Development Plan 
· any other helpful background
THE OBSERVATION
- The mentor observes the trainee managing learning for at least one hour and debriefs them straight after the session if possible.  (If it is not possible, a time should be arranged to do this as soon as possible after the session). It is expected that this debrief will take around 30 minutes.
- The Practical Teaching Assessment Form - Specialist Area must be used to record the observation.  This gives a clear indication of what to look out for, including recording progress observed in development of previously set development targets, and setting new development targets. 
QUESTIONING, GIVING AND RECORDING FEEDBACK
Discussing the session

· Ask the trainee questions which provide opportunities for them to reflect on their teaching performance with particular reference to the specialist area - don't forget .. that is what you are primarily there for!! It is usually best to begin the debrief by asking for the trainees’ perception of their performance before questioning in detail or giving your perceptions.
· Ask the trainee to consider which learning outcomes they believe they met in the session.
· Ask the trainee to explain how there is evidence from the session or their teaching file showing they are working towards meeting or have met development targets

· Make sure action points from the previous observations are referred to.
· Use the ‘feedback sandwich model’: start with positives; identify areas in need of improvement; discuss how this might happen; finish with positive motivational comments which inspire trainee to develop further. 
JUDGEMENT AND ACTION / DEVELOPMENT POINTS
· Please think carefully about which learning outcomes you have seen evidence of.  Indicate at the bottom of the form any of the outcomes for the module you have not seen evidence of and they will become a target for the trainee who will need to show in future how they are meeting that outcome.
· If you see evidence in the Practical Teaching File rather than in the actual lesson that is fine.
· The final section should include clear targets for development.  They will be picked up at the next observation and at the next Milestone Review.
· Examples of what is expected are part of this pack.
· Even if you pass the actual lesson, do not give the trainee the signed feedback form until you have received their evaluation.  Likewise, if the Practical Teaching File was not present, or if it had missing sections, delay passing an observed session.
· The front page of the feedback should include a reference to the teaching file.
PRACTICAL TEACHING LEARNING OUTCOMES 
When you are observing trainees, the course learning outcomes you will be observing to are:
Year 1

1. Plan, teach and evaluate inclusive and motivating teaching plans, which meet the needs of a diverse range of learners.

2. Utilise initial assessments with learners to support their planning.

3. Review their competence in the minimum core of literacy, language, mathematics and ICT, and record the results.

4. Review their competence in Practical Teaching, record the results and agree ways to improve where appropriate.
5. Carry out and evaluate a variety of assessments which promote inclusive learning and achievement. 
6. Take account of learners’ levels of Language, Literacy, Numeracy and ICT when carrying out subject assessments
7. Give feedback to learners verbally and in writing, which motivates them, identifies strengths and areas for improvement, and celebrates achievement. 
8. Carry out a simple programme evaluation using feedback from your learners.
9. Review their competence in the minimum core of literacy, language, mathematics and ICT, in relation to assessment, and agree targets for development.
10. Utilise a variety of skills and approaches to managing behaviour and supporting learners.
11. Communicate effectively with learners and within their own organisation.
12. Utilise and evaluate teaching and learning strategies and resources in their own specialist area, using new and emerging technologies where appropriate.
13. Evaluate own approaches, strengths and improvement needs in relation to enabling learning and identify areas for further development.
14. Review their competence in the minimum core of literacy, language, mathematics and ICT in relation to enabling learning, and identify areas for development.
15. Apply current and appropriate knowledge of their specialist area and its pedagogy in their teaching.
16. Utilise, evaluate and improve appropriate teaching and learning strategies, methods and resources in relation to own specialist area.
17. Support learners to identify and address LLN / Key Skills / SfL needs in relation to their specialist area, working in collaboration with relevant colleagues where appropriate
Year 2

By the end of this year trainees will be able to:
1. anticipate problems which might arise with implementing learning intentions for their lessons, and consider appropriate alternatives

2. plan their teaching with a clear focus on their students’ learning, with strategies which are intended to encourage learners’ autonomy and with clear objectives which all learners understand

3. use teaching methods with up-to-date subject expertise which meet the needs of the individual learners in their group

4. plan & embed or contextualise relevant Key Skills & or LLN & IT into their Scheme of Work, Lesson Plans & Assessments

5. support, challenge and promote effective learning to raise the standard of learning in their lessons

6. evaluate their uses of Learning Technology and the degree to which it enhances the learning experiences of their learners.

7. promote good working relationships that foster learning

8. identify learners who have barriers to success & achievement in their classes

9. provide effective support to all learners including those with barriers to success & achievement

10. make use of initial assessments and develop assessments that help learners to progress

11. use materials and teaching methods that promote equality of opportunity and cultural diversity

12. use their lesson and programme evaluations to contribute to organisation’s quality assurance procedures
ACTIVITY 4 - PRACTICING OBSERVATIONS

When you carry out a formal observation, you need to be able to watch what is going on, take in the activity, recognise learning when it takes place (and when it doesn't!), notice strengths and areas for development, and how the subject is being taught. This is a multifaceted activity, especially when you have to record your feedback for assessment purposes, and take part in a feedback / debriefing discussion with your trainee. Practicing it in advance makes a good deal of sense.

Choose one of these activities:

(A)
Complete a Practical Teaching Assessment Form - Specialist Area 


for one of your own teaching sessions

(B)
Review a previously completed Practical Teaching Assessment Form - Specialist Area if you have already carried out a mentor observation.
(C)
Ask a colleague to do the same, and share it with you.

· Think about what you found the most straightforward, and the most challenging aspects of this activity.
· Complete an Individual Development Plan for yourself based on the results of the observation and your reflections, as you would for your own trainee.

PROVIDING EVIDENCE OF YOUR OBSERVATION FEEDBACK

As you complete observations of your trainee/s during the year, please keep a copy of your feedback for at least two specialist observations of your trainee / s, and add to your portfolio.

EVALUATION OF MENTORING

As part of the overall Management and Quality Assurance of mentoring within LL ITT, we have introduced a number of activities to assist with the evaluation and improvement of mentoring each year. They are:

· Mentor Evaluation Forms – This is part of our mechanism for gathering feedback and evaluative data on the process, practice and outcomes of mentoring. You will be asked to complete these forms twice each year, and the results will be incorporated in our annual LL ITT reviews and reports. An example of the form is provided at the end of this pack.
· Contacts with Bath Spa University Field Affiliates – within the BSU LL ITT team, we employ two Quality Assurance Field Affiliates, who are extremely experienced teacher trainers. They visit provision, meet with staff and students (including mentors), moderate assessed work, assist with programme and curriculum development, provide advice and guidance, and report back to the university on their activity.

· Trainee Evaluations – as part of their regular module evaluations, trainees will be asked questions about the mentoring they are receiving. An example of the form is provided at the end of this pack.
YOUR MENTOR FILE

It is essential that clear and effective records of all mentoring, and your trainee’s progress and assessment are maintained, and available to other members of the LL ITT course team working with trainees. You need to create and maintain a Mentor File with key documents relating to each trainee you are working with, and it should contain 

1
COPIES OF ALL KEY DOCUMENTS, i.e.
Mentor Record – blank copies
Guide to Practical Teaching and Professional Development Year 1 and / or Year 2 – for information / reference
Course Handbook Year 1 and / or Year 2 – for information / reference
Practical Teaching Assessment Form - Specialist Area – blank copies
Individual Development Plan – blank copies
Personal Profile – blank copies
2
RECORDS OF MENTORING

Mentor Record – your completed record, updated where appropriate
Practical Teaching Assessment Form - Specialist Area – your copies of the completed feedback and any other notes from observations
Individual Development Plan – completed on each occasion you work with a trainee, and building into a formative record
Personal Profile – a copy / copies of your trainee’s Personal Profile
Practical Teaching Arrangements – a copy / copies of your trainee’s Practical Teaching Arrangements form
Feedback Record – a record of your comments on the specialist area review from module LL1204 (Yr 1 only)
Mentoring Log – the formative tracking record of your mentoring which needs to be kept up to date throughout the year.
Other documents / Notes / records – as appropriate to you own mentoring situation
ACTIVITY 5 - COMPLETING YOUR MENTOR PORTFOLIO, AND GETTING RECOGNITION / BEING 'SIGNED OFF'
1
Ensure your completed activities and documents are filed in the appropriate order as in the index to you mentoring portfolio.

2
Complete the Mentor Training Evaluation Form and place that at the end of the file.

3
Complete the Record of Training and place behind the Evaluation Form, then hand the file to your course manager for assessment / feedback and 'signing off'.

4
Await confirmation that you have become a recognised BSU ITT 
Mentor.

THANK YOU FOR TAKING PART
Well done, you have reached the end of the Mentor Training Pack.
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Documents

Electronic copies of all documents are in the Information Zone area of the course website, which starts at:

www.itslifejimbutnotasweknowit.org.uk/info-start/htm
DOCUMENTS WHICH NEED TO BE INCLUDED IN YOUR PORTFOLIO
Mentor Record – Blank proforma in Mentor Portfolio
Mentoring Log – Blank proforma in Mentor Portfolio

Mentor Evaluation Form – Blank proforma in Mentor Portfolio

Practical Teaching Assessment Form - Specialist Area (i.e. for your observation feedback / assessment judgement) – Blank proforma in Mentor Portfolio 
OTHER SUPPORTING DOCUMENTATION

Guide to Practical Teaching and Professional Development Year 1 – AVAILABLE ONLINE OR PROVIDED WHEN YOU ATTEND MENTOR TRAINING.
Guide to Practical Teaching and Professional Development Year 2

– AVAILABLE ONLINE OR PROVIDED WHEN YOU ATTEND MENTOR TRAINING.
Course Handbook Yr 1 – AVAILABLE ONLINE.
Course Handbook Yr 2 – AVAILABLE ONLINE.
DOCUMENTS COMPLETED BY TRAINEES WHICH YOU SHOULD HAVE ACCESS TO
Individual Development Plan – Follows this section
Personal Profile – Follows this section
Practical Teaching Arrangements – Follows this section
Trainee Evaluation Form – Follows this section
	Individual Development Plan

	Trainee Name


	Date / Activity


	Name of ITT Team Member



	General Comments and update (e.g. Changes in situation; update of action on previous targets; new actvitiy or issues since last session)



	Issues discussed (e.g. overall progress; assessment tasks; teaching practice; mentoring; subject development; equality & diversity; progress against LLUK standards, Minimum Core, Programme Learning Outcomes)

	Action required (e.g. New / revised targets; deadlines to meet; modules signed off; observations to arrange)
	By whom / when?

	Your comments


Member of ITT Team
……………………………………………………………..


Trainee   …………………………………………………………………………………..
Note:
· Milestone review/general tutorial:  one copy for tutor, one copy for trainee

· Mentor session:  one copy for mentor, one copy for tutor, one copy for trainee 

Personal Profile

	Name:  (include also a brief introduction to yourself including any preference on name you would like us to address you). 



	Current Teaching Situation: ( include why you want to teach)


	Previous Teaching: (include any involvement in activities similar to teaching)



	Other Professional or Trade Experience:



	Qualifications & Route taken to highest level Qualification:



	Anything else you would like people assessing your work to know




NB You do not have to write in this Pro forma’s boxes but you must cover all the headings in boxes.

PRACTICAL TEACHING ARRANGEMENTS

	Trainee Name

	Trainee contact details: (include email, work & mobile number please)



	ITT Tutor Name

	ITT Tutor contact details: (include email, work & mobile number please)



	Subject Specific Mentor Name

	SS Mentor contact details: (include email, work & mobile number please)



	Line Manager Name:


	Line Manager Details: (include email, work & mobile number please)



	Subject(s)Taught


	Location: Venue & Room
	Days / dates / session times
	Level of learners
	Course & Module name
	Number in group

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Date Completed: 


	Update 1 (date)
	Update 2 (date)
	Update 3 (date)
	Update 4 (date)


Feedback Record
Trainee Name:
_____________________________________________

College:

______________________


Award: 

Year 1 / 2 

Cert Ed / PG Cert (please circle) 

Module / Assess.

Activity (ies): ______________________________________________

Submission Date: ___________________________________________
First Marker
 ____________________________________________
FEEDBACK COMMENTS 

Module Learning Outcomes met:______________________________

Programme Learning Outcomes met:__________________________

Comments on Module Learning Outcomes and Minimum Core:

Minimum Core Areas for Development:

Other Areas for Development

Result: 
Pass (P) / Fail (F) please circle
Level (C, I or H) please circle 
Signed (1st Marker): _________________________ Date: ___________
Signed (2nd Marker / Moderator):_______________ Date: ___________



Trainee Module Evaluation Form

Module you are working on at present:


Date:


1. What is your overall view of the module, and the course to date - is it meeting your expectations and does it address your professional needs at this stage of your career? 

Tick as appropriate
	Very good
	Good
	Satisfactory
	Weak
	Very Weak

	1
	2
	3
	4
	5


Comments

2. Are you happy with your own contribution to the course or could it have been improved?

3. In what ways have the recent modules changed your practice? (please give specific examples if possible of impact on your own practice, that of your colleagues (if appropriate) or at institutional level) 

4. How would you rate the overall quality of teaching and the methods used? 

(please circle your choice – 1 is high and 5 is low) 

	1 Tutorial support
	1
	2
	3
	4
	5

	2 Observations of teaching
	1
	2
	3
	4
	5

	3 Resources and learning materials 
	1
	2
	3
	4
	5

	4 Teaching development workshops / group sessions
	1
	2
	3
	4
	5

	5 Peer support
	1
	2
	3
	4
	5


Comments

5. How would you rate the suitability of the assessment tasks and activities?

(please circle your choice – 1 is high and 5 is low)

	Reports
	1
	2
	3
	4
	5

	Seminar Presentations
	1
	2
	3
	4
	5

	Microteach (year 1 only)
	1
	2
	3
	4
	5

	Specialist area case study (year 1 only)
	1
	2
	3
	4
	5

	Workplace Project (year 2 only)
	1
	2
	3
	4
	5

	Practical Teaching File/Professional Development Files
	1
	2
	3
	4
	5

	Observation of Teaching
	1
	2
	3
	4
	5

	OTHER (Please specify)


	1
	2
	3
	4
	5


Comments

6. How would you rate the resources and facilities available (library, equipment, VLE)?

(please circle your choice – 1 is high and 5 is low)

	Handbook
	1
	2
	3
	4
	5

	Handouts
	1
	2
	3
	4
	5

	Library books and journals
	1
	2
	3
	4
	5

	ICT sources
	1
	2
	3
	4
	5

	Other:
	1
	2
	3
	4
	5


Comments

7. How would you rate the tutorial support and advice on assessment tasks? 

(please circle your choice – 1 is high and 5 is low)

	Tutorial Support
	1
	2
	3
	4
	5

	Advice on Assessment tasks 
	1
	2
	3
	4
	5


Comments

8.  How would you rate the support you have received from your mentor?

(please circle your choice – 1 is high and 5 is low)

	Feedback from observations
	1
	2
	3
	4
	5

	Advice on specialist area knowledge 
	1
	2
	3
	4
	5

	Advice on specialist area pedagogy
	1
	2
	3
	4
	5

	Advice on specialist area resources
	1
	2
	3
	4
	5


Comments

9. How might the course be improved?

Thank you for spending time on this evaluation. Your comments will inform future module and programme developments.






Leading incrementally











Copies of feedback needed for: Trainee ___ Tutor ___  Others ____

































































Expressing care and concern





Opening ourselves


























2

