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Introduction 

 

Highams Park School participates in the training of PGCE, Apprenticeships and Schools Direct 

(salaried and tuition-fee) trainee teachers in partnership with a variety of providers.  

 

Rationale 

 

Highams Park School values the opportunity to train teachers and to contribute to the provision of 

high-quality members to the teaching profession. Our schools ITT programme provides trainee 

teachers with firm foundations upon which to build a successful teaching career. We aim to 

provide a programme that enables trainee teachers to make a smooth transition in to their ECT 

training. 

In partnership with our providers, we work together to develop teachers that: 

• Have the confidence to make informed, professional judgements that enable the 

development and learning of all. 

• Respond innovatively to a changing educational landscape. 

• Strive to ensure a child’s learning and life chances are not determined by social or 

economic factors. 

The school recognises 

• The benefits of having trainee teachers as colleagues, which encourages the whole staff to 

reflect on and develop their own practice. 

• The value ITT can bring to the continuing professional development of individual teachers 

through mentoring. 

• The contribution that trainee teachers bring to the enrichment of student learning. 

• The importance of sharing ideas and resource. 

• The benefits of partnership with providers through participation in courses, conferences, 

and other academic involvement. 

• The importance of playing an active role in the training of the next generation of teachers. 

 

Expectations 

 

The school’s commitment to Initial Teacher Training is to: 

• Provide a whole school model of support for trainees, with consistent, fair, and high-quality 

professional guidance and assessment. 

• Manage trainees’ time in school and respond to their individual training needs. 

• Provide a range of experiences and development opportunities in the classroom and in the 

school, appropriate to the trainee’s programme. 

• Know and embed the relevant requirements of the provider courses to best enable trainees 

to progress. 

• Facilitate trainee’s observation of good practice and the opportunities to practice these skills 

themselves. 

• Plan a graduated timetable allowing for increasing teaching responsibilities. 
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• Regard trainees as colleagues and to treat them as such in relation to all staff, pupils, 

parents, carers, guardians, and the local community. 

• Provide mentors and role models to support the trainee. 

• Develop and provide a programme of induction, with access to relevant school personnel, 

documentation, and resources. 

• Undertake informal observations of the trainee and informal discussions about practice. 

• Write formal lesson observations of the trainee and give feedback with opportunities for 

discussion and reflection. 

• Set and review targets regularly and give guidance for successfully meeting the Teachers’ 

Standards. 

• Write a summative report(s) and reference as required for School Based Training. 

• Provide an ITT programme that complies to statutory guidance. 

 

Roles and Responsibilities 

 

The School 

The Principal has a responsibility to: 

 

• Ensure suitable training is provided for trainees and their appropriate needs are met. 

• Ensure that providers have obtained appropriate Disclosure and Barring Service (DBS) and 

medical checks for the trainees.  

• Select, train, monitor and guide both the Professional Coordinating Mentor and Subject 

mentors. 

• Ensure that the trainees are provided with a full range of school-based learning experiences 

during the training period. 

 

Professional Coordinating Mentor (PCM) 

The PCM should have responsibility, delegated from the Principal, for delivering the school-based 

element of ITT Programmes on behalf of the school. The PCM’s role is to plan a coherent and 

comprehensive School-Based Training Programme. This involves coordinating and monitoring the 

subject mentor’ work with trainees and supporting trainees in working towards meeting the 

Teachers’ Standards, and the provider’s requirements for the award of QTS.  

It is the PCM’s responsibility to: 

• Liaise with university providers and other training providers. 

• Decide where best to place the trainee to best suit the needs of both the trainee and the 

school. 

• Select tutors and mentors and organise training for them as required. 

• Support and monitor the Subject mentors’ work in planning a coherent and comprehensive 

training programme and timetable for the trainees in their subject area. 

• Liaise with Subject mentors to provide trainees with an appropriate timetable to cover all 

relevant key stages and abilities. 

• Plan and supervise the induction of trainees into the school and provide trainees with all 

necessary information about the school. 

• Lead and coordinate the Professional Studies programme. 
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• Ensure that trainees experience and participate in all areas of school life, for example 

attending meetings, parents’ evenings, and participating in extra-curricular activities. 

• Provide the trainees with assistance for written and research assignments required by the 

training provider. 

• Monitor the trainees’ progress and provide support for mentors and trainees, as necessary. 

• Observe lessons and provide written reports, in line with the requirements of the different 

training providers. 

• Meet with provider mentors and assessors when the need arises. 

• Attend provider meetings, conferences, and training as appropriate 

• Monitor and evaluate the school’s provision of school-based initial teacher training. 

• Coordinate the monitoring and assessment of trainees’ progress across the Teachers’ 

Standards. 

• Maintain regular contact with all trainees to check their wellbeing and progress and respond 

promptly to any misunderstandings or grievances.  

• Monitor and keep records of trainees’ attendance. 

• Quality assure all aspects of the school’s involvement with ITT. 

• Keep abreast of current ITT developments. 

• Ensure that all health and safety aspects of ITT are met. 

 

  
Subject Mentor (SM)  

SMs should be experienced subject specialists.  They work with the trainees in their 

subject department and provide a highly supportive but challenging learning environment for the 

trainees. SMs are responsible for organising, supervising, and assessing trainees school 

experience alongside the PCM and ITT providers.  

It is the SM’s responsibility to:  

• Attend provider SM Development sessions. 

• Retain overall responsibility for students in the trainee’s classes, ensuring a good quality of 

teaching and learning. 

• Prepare a timetable of classes for the trainee covering a range of age, ability, and 

motivation.   

• Meet with the trainee weekly to advise, guide and support, and engage with the Programme 

of studies. 

• Provide opportunities to discuss trainees’ strengths, areas for development, concerns and 

assignments. 

• Take a lead role in auditing and developing the trainee’s subject and pedagogical 

knowledge.   

• Provide help and support when the trainee is planning sequences of work and individual 

lessons, to advise on resources, approaches, methods, and materials.  

• Observe the trainee, using the relevant provider proforma, on average once a week, 

depending on the trainee’s needs.  

• Give trainees constructive, supportive, challenging feedback, set and review targets.  

• Undertake joint observations of the trainee with the PCM and/or the provider tutor.   

• Oversee the trainee’s tracking and development of gathering evidence against the Teacher 

Standards. 

• Advise and monitor other subject teachers working with the trainee.  
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• Inform the PCM and provider of any cause for concern regarding the trainee’s progress. 

• Complete all relevant paperwork in consultation with the trainee, PCM and provider. 

• To have regard for the well-being of the ST. 

 

The roles and responsibilities of the providers and the trainees are listed in the Partnership 

Agreements between the providers and the school. For this reason, they are not listed here. 

 

 

At risk procedures 
If any trainee teacher encounters difficulties with meeting the Teachers’ Standards the procedure 

is to act in accordance with the providers guidance. 

The trainee teacher will be made aware of any concerns, at all stages, throughout their school 

placement. 

 

Addressing trainee teachers Concerns 

If a trainee teacher has any concerns about the induction, mentoring and support programme, 

these should be raised within the school with the Subject mentor and PCM.  The trainee teacher 

should also discuss the concerns with their provider. All bodies involved should work together to 

address the concern(s). 

 

 

This policy is based on and follows statutory guidance and requirements, updated 22 November 

2024 

https://www.gov.uk/government/publications/initial-teacher-training-criteria/initial-teacher-training-

itt-criteria-and-supporting-advice 

https://www.gov.uk/government/publications/initial-teacher-training-criteria/initial-teacher-training-itt-criteria-and-supporting-advice
https://www.gov.uk/government/publications/initial-teacher-training-criteria/initial-teacher-training-itt-criteria-and-supporting-advice

