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INTRODUCTION

PLEASE NOTE: THERE IS A MENTORING SECTION ON THE ‘ITSLIFE’ WEBSITE 
http://www.itslifejimbutnotasweknowit.org.uk/infozone6.htm
Welcome to the Guide to Mentoring. This document will help you to:

· Work effectively as a mentor to support the trainee/s allocated to you.

· Carry out the range of tasks involved in mentoring trainees on the Bath Spa University (BSU) Lifelong Learning Initial Teacher Training (LL ITT) programme.

· Gain recognition as a BSU mentor.

Please create a Mentor File for your mentoring documents, and by the end of one year there will be good evidence that you have:

- kept clear and effective records of all mentoring

- reviewed your trainee’s progress 

- assessed observations and given feedback

The file/s need to be available to other members of the LL ITT course team working with trainees or for BSU quality monitoring purposes. 

To gain the certificate of recognition as a BSU mentor, you need to have the file signed off by any member of the LL ITT teaching team in your college. They will confirm with the Programme Leader Lifelong Learning at the university that you have completed, and ask you to contact BSU to request a certificate.
The minimum your file should contain is:

1
COPIES OF KEY DOCUMENTS, i.e.

· Extracts from the Guide to Practical Teaching and Professional Development Year 1 and / or Year 2 – for information / reference
· Extracts from Course Handbook Year 1 and / or Year 2 – for information / reference
2
RECORDS OF MENTORING

· Mentor Record – your completed record, updated where appropriate
· Mentoring Log – the formative tracking record of your mentoring which needs to be kept up to date throughout the year.
· Individual Development Plan – at least one completed IDP from your work with at least one trainee.
· 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
· Practical Teaching Assessment Form - Specialist Area – your copies of the completed feedback and any other notes from at least two observations
· Other documents / Notes / records – as appropriate to you own mentoring situation
In summary – to get ‘signed off’ as a BSU mentor
1
Ensure your completed activities and documents are filed as listed above.

2
Hand the file to your course tutor for 'signing off'. (You can use files from previous years if you have the evidence)
3
Notify the university once you have been signed off, and request the certificate.

3
Expectations of mentors

· 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.
TIME FOR MENTORING

The entitlement at present for each trainee (2011/12 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.
THE ROLE OF THE BSU MENTOR
THE MINIMUM ACTIVITY YOU SHOULD BE INVOLVED IN DURING ANY ONE THE YEAR IS:

OBSERVATION OF TEACHING

· At least two assessed formal specialised 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).
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.

OBSERVATION GUIDANCE

GENERAL GUIDANCE

· Who can do observations?

i
Normally one of the LL 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 the requirements for recognition as a BSU mentor.
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 Practical 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 giving feedback on are:

Year 1

Module LL4201:

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.
Module LL4202:

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.
Module LL4203:

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.
Module LL4204

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 / Functional Skills 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
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APPENDICES – BLANKS OF KEY DOCUMENTS / FORMS
· Mentor Record – your completed record, updated where appropriate
· Mentoring Log – the formative tracking record of your mentoring which needs to be kept up to date throughout the year.
· 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 – Provided by trainee/s
· Practical Teaching Arrangements – a copy / copies of your trainee’s Practical Teaching Arrangements form - Provided by trainee/s
· Practical Teaching Assessment Form - Specialist Area – your copies of the completed feedback and any other notes from at least two observations
· Other documents / Notes / records – as appropriate to you own mentoring situation
PLEASE NOTE:

THESE DOCUMENTS, AND FURTHER TRAINING MATERIALS, ARE ALL AVAILABLE ONLINE.

	MENTOR RECORD - YOUR DETAILS

	Mentor Name


	Mentor contact details: (include job title; employer; department. Email, work & mobile number please)



	Line Manager


	Line Manager contact details: (include job title; employer; department. Email, work & mobile number please)



	Mentoring experience


	Relevant experience: (e.g. peer observations; Advanced Practitioner work)



	Qualifications


	(e.g. Cert Ed / PG Cert; Vocational Qualifications)



	Subjects you teach
	

	YOUR TRAINEE / S

	Name
	Subject(s) / Level(s) / Group(s) Taught


	When and where

	Name
	Subject(s) / Level(s) / Group(s) Taught


	When and where

	Name
	Subject(s) / Level(s) / Group(s) Taught


	When and where

	Name
	Subject(s) / Level(s) / Group(s) Taught


	When and where

	Date first Completed


	Signed (Mentor)
	Signed (Course Manager)
	Recognition Date


Mentoring Log
	Day / Date 
	Trainee Name
	Times (from – to)
	Location
	Activity

(e.g. Observation; Tutorial; Meeting; Staff Development)
	Target Areas for Improvement; Targets Achieved. (e.g. managing learners, session plans, use of ILP, evaluation of sessions)
	Running total mentoring hours

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Mentor Name:






Signed: 




(Mentor)
Date:
	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 



	Year 1 / 2 (Circle as appropriate)
	Observation number

	Name of Trainee: 

	Location / Venue

	Date, time & duration of Visit:
	Feedback date & time:

	Title & level of Course Observed:
	Level of Trainee: CE / PGCE

	Number of Students:
	Topic(s):

	Additional Information (relevant to the group – eg gender breakdown, ability level, individual needs etc)



	Relevant Material required:

	Session plan and scheme of work for the taught session 

	Any relevant background details about the participants or other items

	Copies of learning resources you will be using in the session

	     Previous mentor observation reports, trainee self evaluations and agreed development targets

	     Other information / material provided (please state)


	RESULT

	
PASS

	        FAIL (with brief reasons)
	

	
Trainee evaluation received date:
	

	Observer (signed) ……………………………………………

Course Member (signed …………………………………………
	Name …………………………………………..

Name …………………………………………..


	SUBJECT SPECIALIST KNOWLEDGE OF TRAINEE

(Comment on the subject specialist knowledge of the trainee, including the currency, depth and relevance to industry.  How effectively do they draw on their subject knowledge during the observed teaching session?  How do they enable subject knowledge to be developed in their learners?)

	

	ACTIVITIES AND RESOURCES FOR SUBJECT SPECIALIST AREA
(Are the observed activities appropriate for the level of knowledge and understanding of the learners? How far are they appropriate for developing subject knowledge?  Are the resources used in the observed session appropriate for developing subject specialist knowledge, understanding and skills?  Can you suggest any alternative activities and/or resources from your own experience of teaching the subject?)

	

	ASSESSMENT OF SPECIALIST SUBJECT AREA

(Are the assessment strategies appropriate for assessing the specialist subject at the relevant level?  Comment on the way feedback was given to learners.  Can you suggest any alternative assessment strategies from your own experience of assessing this subject?)

	

	COMMENTS ON SUBJECT SPECIFIC KNOWLEDGE, SKILLS AND PEDAGOGY (TEACHING SKILLS) IN THE SESSION

(Including overall effectiveness of aspects of the session relating to the specialist subject, strengths and areas for improvement)

	

	POST SESSION FEEDBACK / DISCUSSION SUMMARY

	Where did you access subject specific learning resources for this session, and how effectively were they used?
Where are the key sources for finding out about subject pedagogy?

What have you learned from other subject specialists, which has contributed to this session?

	

	Progress on previous targets / areas for development:

	

	Key Strengths agreed:

	


	Key Areas for Improvement, set as SMARTER targets, discussed & agreed

	

	AT MY NEXT MEETING WITH MY MENTOR I WOULD LIKE TO FOCUS ON:

	


NB. A separate written evaluation of the session by trainee is also required.
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