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Schedule 1 Secondary Entitlement Document 2024-2025
	UNEXPLAINED ABSENCE

If a trainee is unexpectedly absent from their placement school (i.e., they have not informed the school of their absence either in advance or by 9am on the day of the absence through the usual procedures), or goes absent without explanation during the school day, we ask that the school or the class teacher immediately notify the University. To do so, the school or mentor should call: 

	023  8212  6534

	and leave a voice message providing any details that may be important leading up to the unexpected absence. An email may also be sent to partnership@soton.ac.uk with the same details. The details of the procedure that will be followed are set out in section 3.6.


Secondary Entitlement Document 2024-25
Relationships between the University, schools and trainee teachers in the Southampton partnership are governed by this document, called the “Entitlement Document”. In this context “Entitlement” should be understood to mean the minimum amount of support which trainee teachers, partner schools and the university can expect from each other within the partnership.  It exemplifies how each member of the partnership works together at each stage of the trainee development from selection to the meeting of the Teachers’ standards.  This document is reviewed and updated yearly with relevant guidance added as annexes to the main document.
Glossary of key abbreviations:
	Initial Teacher Education
	ITE

	Initial Teacher Education Coordinator
	ITEC

	Curriculum Mentor
	CM

	Curriculum Tutor
	CT

	Student Support Review
	SSR

	Intensive Training and Practice
	ITAP


1. TRAINEE TEACHER ENTITLEMENT
1.1 Every trainee teacher is entitled to a range of experiences in the partnership that enables them to demonstrate achievement in relation to the latest DfE guidance and as set out in university ITE paperwork.

1.2 Every trainee teacher is entitled to training, as outlined in ‘ITE Curriculum Map 2024-25’ available on the partnership website. 
1.3 Every trainee teacher should expect their experiences, across the partnership, to comply with all current and relevant government legislation.

1.4 Every trainee teacher shall have reasonable access to discuss matters of concern with any of the following – ITE Coordinator (ITEC), Curriculum Mentor (CM), Curriculum Tutor (CT)
1.5 Every trainee teacher shall be entitled to receive support during the course from subject specific school mentors and university tutors, as indicated in the appropriate sections of this document. 
1.6 In school placements and University-based activities trainee teachers should have sufficient access to resources (to include departmental SOW, teaching resources, IT facilities and the university library) to enable them to complete all expected tasks.  
1.7 Trainee teachers should not be asked to carry out the duties of a qualified teacher such as duties or covering lessons that they do not normally teach 
1.5
Every trainee teacher who is deemed to be a Cause for Concern will receive a letter from the secondary PGCE programme director indicating that a Cause for Concern has been raised. A Cause for Concern form will be agreed between trainee teacher, ITEC, CM, and CT, identifying the areas of concern, targets to be met and a timescale to work to. A cause for concern can be initiated either by mentors and/or tutors and should follow the cause for concern process in the PGCE secondary handbook.
1.6
A Progress Support Plan can be initiated by school mentors and/or university tutors and is often used prior to a Cause for Concern to alert everybody involved of a growing concern. A Progress Support Plan can be initiated by mentors and/or tutors and should follow the Progress Support Plan process in the PGCE secondary handbook and on the PGCE Secondary Partnership website.
1.7
Every trainee teacher should receive health and safety information and a safeguarding briefing at the beginning of each placement. They will also be introduced to the placement school’s designated safeguarding lead. 
1.8 
Trainee teachers who have identified and declared additional needs should receive support. This includes reasonable adjustments recommended in a Student Support Review (SSR). If a trainee teacher is in receipt of an SSR, relevant details of this will be shared (with trainee permission) with the placement schools and discussed between placement school and the university to agree relevant adjustments. A placement may not be withdrawn on the basis of the requirements of reasonable adjustments. 

1.9
Every trainee teacher in danger of not meeting the standards for QTS shall have the right to consideration by an External Examiner which may include observation of the trainee teacher at work in the classroom where relevant. 
2. TRAINEE TEACHER PLACEMENT EXPECTATIONS
	TRAINEE TEACHERS – in school expectations

a) Main school placement (Induction period)

· Each trainee should receive 1.5 hours of dedicated mentoring time per week with their CM.   This should include a weekly meeting with the trainee but can also feature informal professional dialogue, lesson debrief, co-planning, brief check-in activity prior to teaching etc.
· A minimum of 1 hour contact time/guided task time per week with the ITEC or their representative as part of a larger group of trainee teachers as part of contextualising the ITE curriculum for the specific school. 

· A range of in-school experiences designed to enable trainee teachers to understand the expectations on them and the specific school context within which they will be working.  Guidance on content can be obtained from the partnership team but must include safeguarding training during the first week of the placement. See section 3.6 for full minimum expectations.
b)  Main school placement 1 (Autumn 1 October – Autumn 2) 

· Reasonable on-call access to their CT. This means that the CT can be contacted by telephone/email 

· One moderation visit by a CT to observe teaching alongside the CM and to debrief the trainee teacher and discuss progress with the CM/ITEC.
· A minimum of 1.5 hours of dedicated time with CM per trainee in each curriculum area each week, this should be timetabled where possible.  This should follow university guidance and be used for discussions on progress, setting of targets and completion of appropriate paperwork

· At least 5 formal observations by ITEC, CM or class teacher, one of these must be by the ITEC and two by the CM, who is expected to observe all timetabled classes during the duration of the placement. This should include the observation of a lesson, the production of a written report of the lesson on the university pro forma, and a period for debriefing to include the negotiation and reviewing of targets. These observations should be spread out across the placement, with formal observations starting immediately after half term.

· Regular and agreed contact with ITEC to review progress.  This would usually take the form of one hour contact time/guided task time per week with the ITEC or their representative as part of a larger group of trainee teachers and as part of meeting to contextualise the ITT curriculum in their own context.  This should follow the guidance on sequenced content from the university.  Plus a regular, publicised time when the ITEC could be available to meet with individual trainees, if required – such as one lunchtime or after school slot per week.

· A review statement of the trainee teacher’s progress, to be completed by their placement 1 school on or before the date published  
· Curriculum, assignment, activities and other sessions as part of the university programme
· Trainee teachers shall be expected to undertake a teaching load in which the number of periods per week where they have full responsibility in planning for and teaching a whole class is near to, but not more than, 9 hours per week. The organisation of this time is by negotiation with CM & ITEC and can include team teaching where the trainee has the lead role. The remainder of the week is under the direction of CM & ITEC and, in negotiation with the trainee teacher to meet their emerging needs, should include periods of structured observation, in-class support, extra-curricular activities and so forth.

Focus placement (Spring 1- 6 weeks)

· A school induction programme to include a range of in-school experiences designed to enable trainee teachers to understand the expectations on them and the specific school context within which they will be working.  Guidance on content can be obtained from the partnership team but must include safeguarding and health and safety training during the first week of the placement. See paragraph 3.6 for minimum expectations

· Reasonable on-call access to their CT. This means that the CT can be contacted by telephone/email 

· Online professional discussion/monitoring meeting with CT and CM.

· A minimum of 1.5 hours of dedicated time with CM per trainee in each curriculum area each week, this should be timetabled where possible.  This should follow university guidance and be used for discussions on progress, setting of targets and completion of appropriate paperwork

· 4 – 5 formal observations by ITEC, CM or class teacher, two of these must be by the CM, who is expected to observe as many different timetabled classes as possible during the duration of the placement and one must be by the ITEC. This should include the observation of a lesson, the production of a written report of the lesson on the university pro forma, and a period for debriefing to include the negotiation and reviewing of targets. 

· Regular and agreed contact with ITEC to review progress.  This would usually take the form of one hour contact time/guided task time per week with the ITEC or their representative as part of a larger group of trainee teachers and as part of the professional themes course.  This should follow the guidance on sequenced content from the university and enable trainees to follow up on their particular foci for the placement.  Plus a regular, publicised time when the ITEC could be available to meet with individual trainees, if required – such as one lunchtime or after school slot per week.

· A review statement of the trainee teacher’s progress, to be completed by their focus school on or before the date published.  

· Curriculum, assignment, activities and other sessions as part of the university programme

· Trainee teachers shall be expected to undertake a teaching load in which the number of periods per week where they have full responsibility in planning for and teaching a whole class is near to, but not more than 11 hours per week. The organisation of this time is by negotiation with CM & ITEC and can include team teaching where the trainee has the lead role. The remainder of the week is under the direction of CM & ITEC and, in negotiation with the trainee teacher to meet their emerging needs, should include periods of structured observation, in-class support, extra-curricular activities and so forth.

c) Main school placement 2 (Spring 2 – Summer 2 ) 

· Reasonable on-call access to their CT. This means that the CT can be contacted by telephone/email 

· One moderation visit by a CT to observe teaching alongside the curriculum mentor and to debrief the trainee teacher and discuss progress with the CM/ITEC
· There may be a further monitoring visit or online discussion where there are concerns about progress
· A minimum of 1.5 hours of dedicated time with CM per trainee in each curriculum area each week, this should be timetabled where possible.  This should be used for discussions on progress, setting of targets and completion of appropriate paperwork
· 2 review statements of the trainee teacher’s progress, to be completed by their main placement school on or before the dates published  
· There should be a minimum of one formal lesson observation per week on average to include the range of classes taught over the duration of Placement 2. This should include at least four formal lesson observations by the CM and one by the ITEC. The CM is expected to observe all timetabled classes during the duration of the placement. Formal lesson observation includes written feedback, and a period for debriefing to include negotiation and reviewing of targets.

· Regular and agreed contact with ITEC to review progress. This will include formal sessions to contextualise the ITE curriculum in their school up until the end of the Spring term as well as a regular, publicised time when the ITEC could be available to meet with individual trainees, if required – such as one lunchtime or after school slot per week.
· Trainee teachers shall be expected to undertake a teaching load in which the number of periods per week where they have full responsibility in planning for and teaching a whole class is near to, but not more than 13 hours per week before the Easter break and 17 hours following the Easter break for a duration of 6 consecutive weeks. The organisation of this time is by negotiation with CM & ITEC and can include team teaching where the trainee has the lead role. When teaching 17 hours the remainder of the week should be used for planning and preparation. 



3. ROLES, RESPONSIBILITIES and EXPECTATIONS
3.1
TRAINEE TEACHERS

· Trainee teachers are expected to attend all elements of the course:
· They must commit to the daily expectations of the course by arriving on or before the expected time and not leaving school or university before the end of the working day, without prior arrangement

· Where absence on a school day is unavoidable trainees must follow school procedures regarding informing the school and setting work for their classes

· Any absence from the university requires notification to the trainee teacher’s CT before the start of the working day

· All absences (school or university) should be notified by email to partnership@soton.ac.uk 
· CMs/ITECs should immediately notify the University if a trainee is absent without explanation by emailing partnership@soton.ac.uk  and phoning 023  8212 6534
· Trainee teachers are expected to conduct themselves at all times in a professional manner within the requirements and expectations of the schools in which they are working:  

· They must undertake all reasonable requests made of them by tutors, mentors or colleagues in schools.
· They must comply with school expectations in terms of safeguarding and report any concerns to their CM or the designated person

· They must be aware of other relevant school policies and ensure their conduct and teaching meets these expectations

·   Trainee teachers are expected to meet all deadlines set, this is to include:

· Submission of university coursework and assignments

· Uploading of lesson observation data and other documents as requested

· Submission of lesson plans and any other documentation requested by CMs within the timeframes specified by the placement school

· Trainee teachers are expected to be pro-active in the management of their training experience, to include:

· Taking responsibility for the safe keeping and completion of all university paperwork

· Preparing for CM and CT meetings by reflecting upon their next steps and providing the appropriate paperwork/resources

· Tracking university expectations to ensure other paperwork, such as review statements, are completed by the due date

· Using school and university training, lesson feedback and other appropriate resources to guide their professional development      

· Ensuring that they keep all parties involved in their training updated on their development by, for example, talking to their CM about how recent university training can by incorporated in their teaching

· Ensuring they have made contact with CMs and ITEC in each placement school prior to the beginning of the placement.
· Trainee teachers are expected to organise their travel to placement schools. Whilst we endeavour to arrange placements within reasonable travelling distance, trainees may be required to travel to different schools within the Southampton area during ITAP weeks

3.2
CURRICULUM TUTORS / UNIVERSITY ITE DEPARTMENT
· Recruitment of high-quality trainees through a robust recruitment process.

· Should any information be disclosed on a DBS certificate the trainee is only admitted to the programme following a review by the ITE Director and if necessary by the suitability panel (which includes both university and school based staff) The process is outlined in Annex 2
· Within the university the Curriculum Tutor has responsibility to the trainee teacher for:
· Delivery of curriculum subject work
· Delivery of assignment input

· Conducting of professional discussion tutorials at a minimum of 5 points during the year 

· Marking of formative and summative work including 4 Masters level assignments

· Checking the trainee teacher’s uploading of lesson observation data, and other documents as requested
· Overseeing trainee teacher progress towards meeting the Teachers’ Standards and providing additional support if needed

· Liaising with the curriculum external examiner with regard to moderation of trainee teachers in their curriculum subject
· Providing a job reference for their trainee teachers
· The Curriculum Tutor will work with the CM and ITEC in school to:
· Support the ITE curriculum work in schools 
· Be available for email and telephone discussions as required
· Moderate and assess the teaching of trainee teachers through a minimum of 2 moderation visits during the main placement and one online monitoring visit during the focus placement.
· Issue and follow up on Progress Support Plan and Cause for Concern documents, following procedures in the ITE handbook
· Confirm the trainee teacher’s entitlement is met in terms of a teaching timetable, weekly meeting time, formal lesson observations and professional studies as recorded in part 2 of this document
· Alert the programme leaders to concerns about trainee entitlement or support 
· The CT is responsible for supporting the whole course by:
· Attending meetings relating to conduct of the curriculum tutor role including the PGCE Secondary Board of Examiners 

· Ensuring University and Education School policies are promoted throughout the partnership

· Interviewing prospective trainee teachers, in conjunction with school-based colleagues
· Working with the whole tutor team and CMs within their own curriculum area to develop the programme in the light of feedback from schools, trainee teachers and external examiners

3.3
PLACEMENT SCHOOL / ITE Coordinator
· Expects from the university:

· Access to the partnership and programme directors at all times

· Telephone / email access to the CT

· The opportunity for face-to-face contact with the CT at a minimum of 2 school visits per year

· Annual curriculum meeting / mentor training at the university

· Twice yearly ITEC meeting at the university

· Additional support from CT and the programme director in the case of any cause for concern
· Is responsible for the selection, monitoring and training of curriculum mentors which should include;

· Enabling CMs to attend yearly university training sessions 

· Leading a school briefing meeting of mentors prior to the start of each placement

· Supporting CMs through allocating appropriate time for weekly meetings with trainee teachers (as supported by trainee placement funding from the university)

· Carrying out joint lesson observations with CMs 

· Observing and feeding back on mentor meetings

· Moderating across CMs and sharing good practice

· Cascading information from the university to all CMs and co-ordinating responses
· Will oversee the trainee teacher’s progress towards meeting the Teachers’ Standards through:
· Plan and oversee an induction programme for the start of main and focus school placement 

· Meeting with trainee teachers regularly to review progress and offer support when needed

· Observing the trainee teachers teaching in both phases of the main school placement

· Contextualising the professional studies programme for their school context, as appropriate
· Alerting CT / university partnership office of concerns regarding practice and / or professionalism. Full details of our procedures around trainee professionalism and fitness to Practice are detailed in the accompanying Fitness to Practice policy available via the Partnership webpage 
· Work with CM and CT on the issue and following up of Progress Support Plan and Cause for Concern documents, following procedures in the ITE handbook
· Will manage trainee teacher entitlement in terms of timetabling, meetings and the expected support outlined in this document
· Attend ITEC meetings normally held by the university at least twice per year

· Will co-ordinate the provision of all Review Statements by specified date and email to the university
· Entitled to contact with CTs, partnership and programme directors as needed
· Should immediately notify the University if a trainee is absent without explanation by emailing partnership@soton.ac.uk before 9am, or as soon as possible if a trainee goes absent without explanation during the school day. The details of the procedure that will be followed are set out in paragraph 3.6
3.4
PLACEMENT SCHOOL / CURRICULUM MENTOR
· Responsible for the support and management of the day-to-day experience of the trainee teacher, in accordance with this entitlement document and to include;

· Attendance at yearly mentor development session, usually in September 

· Attendance at new mentor training in first year of mentoring for Southampton 

· Option to participate in curriculum design and planning sessions with subject tutor and other subject mentors

· Completion of mentor self-evaluation document and update training as needed and guided by school ITEC
· Provision of a suitable teaching timetable for the trainee teacher (which must include at least one of the CM’s lessons) and a range of usually key stage 3 (years 7 to 9) and 4 (years 10 to 11) experience

· Overseeing any input by departmental colleagues, especially in managing formal lesson observations

· Ensuring the full range of the trainee teacher’s classes are observed by the CM during the duration of the placement and feedback is given normally within 24 hours and not as a part of the weekly meeting

· Provision of a weekly meeting to include a progress review and completion of paperwork, including agreed targets and strategies for completion – as guided by university documentation
· Alerting ITEC and CT of concerns regarding practice and / or professionalism

· Work with ITEC and CT on the issue and following up of Progress Support Plan and Cause for Concern documents, following procedures in the ITE handbook

· May be asked to provide a job reference for a trainee teacher

· May be asked to get involved with interviewing prospective trainees in the university

· Maintain contact with CT and ITEC as needed to ensure progress of the trainee teacher

· Commit to developing their mentoring skills and sharing good practice with colleagues within the school

3.5
QUALITY ASSURANCE 
· Should any partner school be identified as experiencing difficulty in meeting the expectations of this Entitlement Document, the policy of ITE is to initially offer support to the individual mentor, department or school concerned.  

· If issues still remain then a member of the ITE team will talk to the school concerned, identifying the university’s concerns and clarifying in detail the reasons why the University will no longer work with that school for a period of time 

· Schools can request to re-join the partnership when they feel they have addressed the identified issues. The school should contact the University so that there can be a Partnership discussion where schools would be expected to explain the changes made to their practice and detail how the original identified issues have been addressed.
· The partnership will closely monitor how the school meets the expectations of the Entitlement Document once the School and The University begin to work in Partnership again.

· Full outline of QA roles and responsibilities can be found in Annex 2
3.6
SAFEGUARDING AND ABSENCE PROTOCOLS  

This statement is to clarify the procedure for reporting and following up on an unexplained trainee absence.

· Placement school reports unexplained absence to the ITE Student Office by email or phone by 9.00am if the trainee is absent from the start of the school day or immediately if a trainee is noted to be absent without explanation during the school day. The ITE Student Office will check phone messages first thing each morning. Email: partnership@soton.ac.uk Phone: 02382126534

· ITE Student Office sends query email to student, asking for an immediate response and confirmation that they are safe and well, and copies in tutor.

· ITE Student Office follows up with phone call to student if no contact by lunchtime (and notifies tutors of outcome)

· ITE Student Office makes contact with listed emergency contact (and notifies tutor of outcome)

· If by 4pm that day no contact has been made, ITE Student Office refers student to the Student Hub including tag line ‘concern for wellbeing’ and copies in tutor.
This statement is to clarify the University expectations around schools’ provision of safeguarding training for trainees at the start of their main and focus placements.

Schools should ensure that all trainee teachers, at the start of their training in each school, are provided with:

· the child protection policy

· the staff behaviour policy (sometimes called a code of conduct)

· information about the role of the designated safeguarding lead
· a copy of Keeping Children Safe in Education
(Initial Teacher Training (ITT): Criteria and Supporting Advice 2022)
Raising Safeguarding Concerns

Should a trainee teacher raise, to a university tutor, a safeguarding concern in relation to a school, the university will notify the school as soon as possible and within 24 hours. If the university is unable to contact the school the appropriate LADO will be contacted. 
Should a trainee teacher raise a safeguarding concern in school (via the DSL or other member of staff) about their own safety, the school should notify the university with 24 hours of the concern being raised by emailing partnership@soton.ac.uk .

Should a school raise a safeguarding concern in relation to a trainee teacher, the school should notify the university by emailing partnership@soton.ac.uk within 24 hours of the concern being raised and prior to speaking with the trainee about the concern raised. 

3.7
MENTAL HEALTH AND WELLBEING

The mental health and wellbeing of trainees is of paramount importance. The partnership supports trainees in their mental health and wellbeing in the following ways:

· Curriculum Tutors conduct (a minimum of) 5 tutorials per year with trainees where pastoral checks and wellbeing conversations can be held. This formal requirement complements the regular ongoing professional dialogue between CTs and trainees during the year.

· Trainees may request tutorial/pastoral time with the CT at any point within the programme to support mental health and wellbeing

· Directed Activity Days at pinch points in the programme offer trainees breathing and recovery space to prioritise their workload as needed.

· The PGCE Mental Health and Wellbeing Conference provides strategies and advice to trainees for managing their own mental health and wellbeing, in addition to supporting the mental health and wellbeing of their students.

· Trainees are provided with information about and access to the University Mental Health and Wellbeing team whom they can contact at any point during the programme for additional support.

· The university offers support sessions in managing workload and additional optional training sessions in key areas that can affect trainee wellbeing such as classroom presence and behaviour management.

· CMs are required to conduct a pastoral check in on how the trainee is doing as part of the framework for mentor meetings document.

· ITEC are available weekly to trainees for pastoral/check-up conversations.

· Programme documentation regarding Progress Support Plan/Cause for Concern provides clear support and guidance for trainee development and follows a transparent and documented process 

Annex 1
This statement is to clarify the University expectations around PGCE trainees planning and resourcing of lessons, within the context of the report by the Independent Teacher Workload Review Group (2019)
Position statement on lesson planning:

The university believes that learning to plan effective lessons is a fundamental element of learning to teach. Beginner teachers should grapple with the conceptual basis for lesson planning including identifying clear learning goals, designing coherent and well-sequenced activities that allow pupils to achieve these and opportunities for the beginner teacher to assess this learning. 

Within this context, it is appropriate for beginner teachers to be exposed to high quality examples of prepared lessons and associated resources which will help them to understand what they are aiming for. They should be supported to deconstruct how these have been designed as part of their process of learning to plan.  It may be helpful for beginner teachers to use prepared materials in the early stages of their teaching whilst they are working on specific areas of delivery, i.e managing student behaviour, classroom routines, questioning or explanations. However, it is important for beginner teachers to experience the full planning process as early as possible so that the difference between lesson planning and lesson adaption or preparation can be understood. When beginner teachers don’t fully understand how to adapt existing lessons this can lead to a lack of understanding of the purpose of planned activities and how they serve the overarching lesson aims. 

The university will approach lesson planning in the following ways:
· Trainees will be prepared by the university to plan sequences of lessons and plan individual lessons. 

· Throughout the year the university requires written lesson plans (on the university proforma or one agreed with the school) to be provided for each formally observed lesson. These are not simply paper exercises but important evidence of their development towards meeting the Teachers Standards at the end of the programme.
· The completion of the proforma is part of the process of learning to think about planning in a systematic way and makes the trainees consider a range of important elements in the planning process.
University response to: DfE (2019) Eliminating Unnecessary Workload around Planning and Teaching Resources. DfE publications. 
‘a. Planning a sequence of lessons is more important than writing individual lesson plans’ (p6)

· At the start of their practice, trainee teachers will still be thinking about each lesson as an individual block of learning (and time); planning sequences of lessons will develop as the course progresses. 

‘b. Fully resourced schemes of work should be in place for all teachers to use each term’ (p7)

It is not always helpful for trainee teachers to simply deliver existing lessons without any understanding of how that lesson was conceived or thought through. However, in light of the above statement, below is some clarification on the logistics of this:

· There is an expectation that trainee teachers will have full access to the resources and schemes of work held by the host department.

· The university does not expect trainee teachers to be planning and resourcing lessons from scratch but does note the importance of trainee teachers having opportunities to experience the planning and delivery of their own lessons, according to their stage of development, during the PGCE.
· In the early part of both placements it is appropriate for trainee teachers to model much of their lessons on existing plans and resources. They would then begin to adapt existing plans to meet the needs of their individual students or groups of students. 
· Stronger trainees may show more independence in planning early on and begin to develop new materials. 

· Towards the end of the year (after Easter) most trainees could be expected to be planning lessons and generating new resources to contribute to the school SoW. 

‘c. Planning should not be done simply to please outside organisations’ (p7)

· From February onwards, if the trainee teacher has demonstrated that they can plan effective lessons, then, with the agreement of their mentor and tutor, they may plan their lessons using a format of their choice. There needs to be evidence that planning is taking place but this does not need to be on the formal proforma EXCEPT for their weekly formal lesson obs.
Annex 2
This summary document outlines the key personnel and procedures in the management of the ITE Partnership with University of Southampton. For more detail regarding what is outlined here, please refer to the main body of the accompanying Entitlement Document.

Partnership’s quality assurance procedures 
· In school monitoring and moderation visits in both placements which includes joint lesson observations and moderation dialogue with mentors and trainees.

· Weekly tutor review of trainee documentation ensures entitlement is being met and ensures equality of opportunity.

· Recorded training materials viewed by mentors ensure consistency of curriculum message, expectations and processes. This is developed through compulsory level 1 certification for all new mentors and option for further professional development for mentors through our level 2 certification.

· Mandatory training for all new ITEC.
· External Quality Assurance of partnership through External Examiner scrutiny of partnership curriculum delivery, trainee documentation, lesson observations and assessment of trainees. 

· Professional Mentor conduct lesson observations of each trainee in their school. This is encouraged to be joint lesson observation with the CM for the purposes of moderation.

· CM observes the trainee with each of their timetabled classes. 

· Provision of framework document for mentor/trainee conversations- ensures consistency of dialogue across partnership. Mentors are provided with the curriculum map each half term so that conversations about trainee learning in relation to the curriculum can occur weekly.

· Half termly email between tutors and mentors.

· Regular informal dialogue between subject tutors and curriculum mentors.

· Pre-agreed and collaboratively planned curriculum of professional training delivered by school partners, designed to complement core professional curriculum led by the university. 

· Programme decisions made in consultation with Steering Group and ITECs’ group. 

Functions of groups and committees in managing the partnership:

· Steering Group: advisory and consultation group consisting of programme leadership and representatives from different levels of partnership; including Headteachers, Senior Leaders and ITECs. Meets 3 times during each academic year to plan and shape the strategic development of the programme.    
· ITECs’ Group: work in partnership with programme leadership to plan, design and evaluate the ITE programme.  They have oversight for delivery of ITE professional curriculum in partnership schools and, in collaboration with university tutors and leadership, are responsible for assuring provision from Curriculum Mentors. ITECs have budgetary control of partnership based income for their schools. ITECs contribute to decisions regarding programme implementation and assessment. 
· Suitability Panel: In the event of a warning, offence or conviction on a trainee’s DBS certificate a panel of three headteachers from partnership schools will be convened prior to the trainee starting their school placement. This panel will decide whether the warning, offence or conviction would constitute a bar to employment as a teacher. If two or more of the suitability panel decide that the information on the DBS certificate would not affect their decision to employ the trainee then they will be able to continue the programme. If two or more of the suitability panel decide that the information on the DBS certificate would constitute a bar to employment in a school then the trainee will be withdrawn from the training programme. 

Organisation and management of the partnership and partnership roles:

· Programme Lead: has responsibility for the strategic vision of the secondary PGCE and the overall programme design, coordination and implementation; as well as the leadership and management of programme tutors. Has responsibility for overall programme quality assurance, self-evaluation and improvement planning. 
· Partnership Lead: has responsibility for direct liaison with partnership and the management of placements including legal implications, costs and finance.

· Associate Programme Lead: has responsibility for programme design (Professional Studies and ITAP). 

· Programme subject tutors: implement the ITE curriculum for trainees in their subject area. Have responsibility for assessment judgments of trainees and for quality assurance of partnership judgements. Work collaboratively with subject mentors in programme delivery providing regular professional development opportunities for teachers.

· ITE Coordinators: oversee in-school delivery of the professional studies curriculum. This includes coordination of partnership agreed professional training and oversight of programme delivery by Curriculum Mentors. ITE Coordinators moderate assessment judgements made by Curriculum Mentors about trainees and form own assessment judgements about the professional behaviours displayed by the trainees on placements. ITE Coordinators and programme leadership team meet three times annually to review and shape the programme.
· Curriculum Mentors: support the subject specific elements of the curriculum, designed to complement and develop the weekly university curriculum delivery. Support trainees in reflecting on their learning and enacting this in practice. Support trainees in regular developmental target setting. Collaborate in the assessment of trainee progress at interim points during the year, in alignment with the ITE curriculum and finally against the Teachers’ Standards at the end of the programme. Assessment judgements made by Curriculum Mentors are moderated by Professional Mentors and Programme Tutors. Curriculum Mentors may support trainee recruitment through supporting tutors at interview 
· Lead Tutor for Mentor Development: Has responsibility for mentor training and professional development opportunities related to mentoring early career teachers. 
· External Examiners: quality assure programme and partnership delivery of ITE curriculum, including assessment of trainees. This is achieved by annual interviews with stakeholders including programme leadership, partnership representatives, trainees and ECTs. External Examiners also moderate partnership judgements through jointly observing trainee teaching alongside tutors and mentors in school. They produce a formal, publicly available annual report which is presented to the Board of Examiners, subsequently scrutinised by the University Quality and Curriculum Team and ratified through the School Programmes committee. 

Schedule 2 Data Protection 

As part of the agreement, the parties will have access to personal data and now wish to agree the manner in which they will share the personal data detailed in Appendix 1 on the terms and conditions as detailed in this agreement.
In consideration of the respective undertakings given by the parties to this agreement, the parties agree as follows: 

1. Interpretation 

The following definitions and rules of interpretation apply in this agreement: 

1.1 
Definitions: 

1.1.1 “Confidential Information” means any information which has been designated as confidential by either party in writing or that ought to be considered as confidential (however it is conveyed or on whatever media it is stored) including information which relates to the business, affairs, finances, properties, assets, trading practices, developments, trade secrets, intellectual property rights, know-how, personnel (as the case may be) and all personal data and sensitive personal data within the meaning of the Data Protection Legislation (as defined below); 

1.1.2 “Data Protection Legislation” shall mean the Data Protection Act 2018, the Retained Regulation (EU) 2016/679 (UK GDPR) as incorporated under the European Union (Withdrawal Act) 2018 and as amended by The Data Protection, Privacy and Electronic Communications (Amendment Etc.) (EU Exit) Regulations 2019, and any other laws or regulations applicable in the United Kingdom, and where applicable to us in the performance of this agreement, the General Data Protection Regulation (Regulation (EU) 2016/679 (EU GDPR)), in each case as amended or repealed “personal data”, “data subject”, “controller”, “processor”, “process” and “supervisory authority” shall be interpreted in accordance with the GDPR applicable to the Governing Law 

1.1.3 “Disclosing Party” means the party disclosing personal data to the other party under this agreement; 

1.1.4 “Purposes” means the nature and purposes for processing the personal data set out in this agreement; 

1.1.5 “Recipient” means the party receiving the personal data from the other party under this agreement 

1.1.6 “Recipient Personnel” means all employees, agents, consultants and contractors of the Recipient; 

1.1.8 “Subject Access Request” means a subject access request (or any apparent subject access request) in respect of any data subject under the Data Protection Legislation; 
1.1.9 “Third Party Recipient” means any third parties authorised to receive the personal data from the Recipient, as set out in this agreement, as may be varied from time to time in accordance with clause 5.5; 

2.
Status of the parties 

2.1
Save as set out in this agreement, the Recipient is responsible for determining the purposes for which and manner in which it will process the personal data after receipt from the Disclosing Party. Accordingly, the Recipient acknowledges that it will be acting as a controller in respect of the personal data and will be responsible for compliance with the Data Protection Legislation in respect of its processing of the personal data. 

2.2 
Notwithstanding clause 2.1 above, the Disclosing Party shall be responsible for ensuring that the relevant data subjects have been provided with all necessary information in respect of this data sharing arrangement. 

3.
The Recipient’s obligations 

3.1 
In consideration of being granted access to the personal data, the Recipient shall: 

3.1.1 
take reasonable steps to ensure the reliability of the Recipient Personnel and any Third Party Recipients who have access to the personal data and use all reasonable endeavours to ensure that such persons have sufficient skills and training in the handling of personal data and comply with the Data Protection Legislation; 

3.1.2 
implement appropriate technical and organisational measures in accordance with the Data Protection Legislation to ensure a level of security appropriate to the risks that are presented by such Processing, in particular from accidental or unlawful destruction, loss, alteration, unauthorised disclosure of, or access to personal data, taking into account the state of the art, the costs of implementation, the nature, scope, context and purposes of processing and the likelihood and severity of risk in relation to the rights and freedoms of the data subjects;
3.1.3 
comply with all applicable laws including the Data Protection Legislation in relation to all processing of the personal data; 
3.1.4 
not process the personal data for any purposes other than the Purposes; 
3.1.5
not disclose the personal data to any third parties other than any Third Party Recipients and ensure that any Third Party Recipients are subject to obligations equivalent to those of the Recipient under this agreement; 
3.1.6 
comply with any other obligations of the Recipient set out this agreement; 
3.1.7 
not cause or permit the personal data to be transferred outside the United Kingdom or the European Union without the Disclosing Party’s prior written consent; and 
3.1.8 
permit the Disclosing Party (subject to reasonable and appropriate confidentiality undertakings) to inspect and audit the Recipient's data processing and/or controlling activities and comply with all reasonable requests or directions by the Disclosing Party to enable the Disclosing Party to verify and/or procure that the Recipient is in full compliance with its obligations under this agreement. 
3.2.
Each party shall only retain the personal data for as long as is necessary for the 
Purposes. 
3.3 
The provisions of this clause 3 shall survive the termination of this agreement, however 
arising. 
4. 
Warranties and indemnity 
4.1 
The Recipient warrants and undertakes that in carrying out its obligations under this agreement it will not breach the Data Protection Legislation or do or omit to do anything that might cause the Disclosing Party to be in breach of the Data Protection Legislation.
4.2 
The Recipient shall indemnify the Disclosing Party against any costs, claims, expenses (including but not limited to reasonable legal costs) damages, liabilities, actions and proceedings brought against the Disclosing Party by any third party (including but not limited to the data subjects) arising out of a breach of this agreement by the Recipient and/or any Recipient Personnel. 
5.
Information governance 
5.1
Each party shall monitor the personal data to ensure that it is accurate and up to date and shall destroy any personal data that is inaccurate or out of date. 
5.2 
The parties shall promptly agree the following details to the extent that these are not covered in this agreement: 
5.2.1 
the prescribed format for datasets (to ensure that compatible datasets are used); 
5.2.2
common rules for the retention and deletion of personal data; and 
5.2.3 
common technical and organisational security arrangements including for the transmission of the personal data. 
5.3 
The parties shall hold a yearly review meeting (or such other frequency as may be agreed by the parties) to review the ongoing effectiveness of the data sharing activities under this agreement and agree any appropriate changes to such activities or the agreement. 
5.4 
Where the Disclosing Party reasonably suspects that the Recipient is not in full compliance with its obligations under this agreement, the Disclosing Party may: 
5.4.1 
terminate this agreement with immediate effect; and/or
5.4.2 
require the Recipient to attend a meeting between the parties at which the Recipient will be expected to present, and gain acceptance for, a plan to avoid repetition of the failure, which the Recipient shall promptly implement following such meeting. 
5.5 
The parties may include any additional Third Party Recipients within the scope of this 
agreement, or elect to exclude any Third Party Recipients from receiving any personal 
data, by prior written agreement. 
6.
Communications 
6.1 
The University shall take overall responsibility for ensuring that the data subjects may 
gain access to the personal data in the event of any Subject Access Request. 
6.2 
Where either party receives a Subject Access Request in relation to the personal data 
(“Request Recipient”), it shall as soon as reasonably practicable after receipt and in any 
event within five calendar days of receipt, forward the Subject Access Request to the 
other party and the other party shall: 
6.2.1 provide the Request Recipient with a copy of all such information in the form that the Request Recipient requires as soon as practicable and in any event within 10 calendar days (or such other period as the Request Recipient acting reasonably may specify) of the Request Recipient’s request; and 
6.2.2 provide all necessary assistance as reasonably requested by the Request Recipient to enable the Request Recipient to respond to the Subject Access Request within the time for compliance set out in the Data Protection Legislation. 
7.
Confidentiality 
1.1 Each party may be given access to Confidential Information from the other party in order to perform its obligations under this agreement. A party’s Confidential Information shall not include information that: 
7.1.1 is or becomes publicly known other than through any act or omission of the receiving party; 
7.1.2 was in the other party’s lawful possession before the disclosure; 
7.1.3 is lawfully disclosed to the receiving party by a third party without restriction on disclosure; 
7.1.4 is independently developed by the receiving party, which independent development can be shown by written evidence; or 
7.1.5 is required to be disclosed by law, by any court of competent jurisdiction or by any regulatory or administrative body. 
7.2 
Each party shall hold the other’s Confidential Information in confidence and, unless required by law, not make the other’s Confidential Information available to any third party, or use the other’s Confidential Information for any purpose other than the implementation of this agreement. 
7.3
Each party shall take all reasonable steps to ensure that the other’s Confidential Information to which it has access is not disclosed or distributed by its employees or agents in violation of the terms of this Agreement. 
7.4 
This clause 7 shall survive termination of this Agreement.
Appendix 1 

Data Protection Particulars
	The subject matter and duration of the Processing


	Trainee and potential trainee applications and CVs for the duration of the PGCE placement

Review statements and documentation related to the assessment of trainees during the placement


	The nature and purpose of the Processing


	Trainee selection and suitability

Performance/progress management 


	The type of Personal Data being Processed


	Name

Address (email and postal)
Date of birth

Declared disabilities
Nationality 
Telephone numbers


	The categories of Data Subjects
	Students/trainees 
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