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[bookmark: _Toc213190170]1. Welcome and Introduction 
 
‘The human relationship and the conversational learning between mentor and mentee is essentially about learning in a social context and the learning which takes place, because it is social, externalised and internalised, is of a higher order.  
Coaching and mentoring then reach the parts that other forms of learning just cannot reach’ (Gray et al, 2016, p109) 
 
Welcome to the University of Reading’s guidance for Reading Partnership Mentors (RPMs).  RPMs are a vital component of beginning teachers’ development, and it is our hope that this handbook will provide a comprehensive overview of the RPM’s role.  The role of the RPM is a complex one, as you are the conduit between the Reading Partnership Teacher’s (RPT) growing knowledge and understanding of teaching and their application of this in the classroom during their school placements.  As such, we have developed a research-informed curriculum for mentors which recognises the importance of the role and develops each RPM’s capabilities as a mentor and competence in supporting each RPT to implement the ITE curriculum.  
This handbook consists of information about the ITE Curriculum (what the RPTs learn) and how this should be implemented during school placements, facilitated by RPMs.  It details the University of Reading’s Mentor Curriculum, including key information and guidance for RPMs.  Please read this handbook in conjunction with other programme-specific guides.   
Dr Rachel Roberts 
Principal Lead Mentor 
 
[bookmark: _Toc213190171]2 Key Information  
 
[bookmark: _Toc213190172]2.1 Contacts 
	Name 
	Role 
	Email 

	Cara Broadhurst 
	Professional Programme Director, BA Primary Education programme

	c.broadhurst@reading.ac.uk
 

	Jane Austen Armstrong

	Mentor Lead for BA Primary Education programme

	j.austenarmstrong@reading.ac.uk
 

	Liz Henley 
	Placements Coordinator (arrangements) 
	ioeschoolplacements@reading.ac.uk 
 

	Dr Rachel Roberts 
	Mentor Lead for the IoE
	r.l.roberts@reading.ac.uk 

	Dr Catherine Foley 
	Head of ITE (submit complaints here)
	c.m.foley@reading.ac.uk  


 
[bookmark: _Toc213190173]2.2 Placement Dates
This handbook covers the serial placement section of the placement, which is on the following dates:
· ITaP 1: (Runs w/b 17th Nov.) In school all day Thursday 20th Nov and morning of Friday 21st Nov
· Autumn: 27th Nov and 4th, 11th Dec 2025 (Thursdays)
· Spring: 15th, 22nd, 29th Jan 2026 (Thursdays)
· ITaP 2: (Runs w/b 2nd Feb.) In school all day Wednesday 4th and Thursday 5th Feb 
· Spring: 12th, 26th Feb and 5th, 12th, 19th and 26th March 2026 (Thursdays)
· Summer: 23rd, 30th Apr and 7th May 2026 (Thursdays)
(The 4-week block placement occurs from 11th May to 12th June 2026 and is covered in your later handbook.)

[bookmark: _Toc213190174]2.3 Your Mentor Curriculum Outline and Dates
· All mentors need to engage with the item shaded green (Curriculum and ITaP video + written guidance)
· If you are a certificated mentor, you only need to additionally attend the item shaded pink (Mentoring Refresher)
· If you are new to mentoring or not yet certificated, the suite of yellow shaded items is for you to engage with.

*  Please note, certificated mentors are those who gained our new certification in 2024-25 or who held Level 3 certification under our old scheme. Alternatively, if you have completed training as an ECT mentor, or gained an NPQLTD or completed mentor training in 2024-25 with another ITE provider, then you are certificated via that route. 

· Your school will only be able to claim back funding at the end of the year from the DfE for any training you have actually completed. (Further information will be sent in May to ITTCos and bursars.) 
· We will collect evidence of who has completed what through very short confirmation forms and supply this information to the DfE. 

	Year 1 Mentor Curriculum Outline (in date order)

	Item
	Who?
	Date
	Duration

	Module 1: What is a mentor? 
Online live session

	New and non-certificated mentors
	Wednesday 5th November
4 to 5pm
	1 hr

	Mentoring Refresher: Welcome back!
Online live session
	Only for mentors with certification.
	Thursday 6th November
4 – 4:30pm
	30 mins

	Curriculum and ITaP Familiarisation
Pre-recorded video + time to read handbooks and guidance 
	All mentors
	Released on Wednesday 5th November

	2 hr

	Serial Visits Start

	Module 2: Reflective Conversations
Pre-recorded video
	New and non-certificated mentors
	Released on Wednesday 25th February 
	45 mins

	The Good Practice Guides
Pre-recorded video + time to read the Guides
	New and non-certificated mentors
	Released on Wednesday 25th February
	45 mins

	Module 3: Target Setting and Challenging your RPT
Online live session

	New and non-certificated mentors
	Tuesday 21st April
4 to 5pm
	1 hr

	Block Placement Starts

	Mentor Reflection 
Completion of 500-word online reflection 
	Necessary to gain certification
	Released on Monday 8th June
	Up to 1 hour




[bookmark: _Toc213190175]2.4 Your Mentor Hub
The UoR ITT Mentor Hub is an online space where training materials and placement documents are available for all of our Reading Partnership Mentors 
The link to the BA Ed homepage is - BA Primary Education (QTS) – University of Reading Mentor Hub You do not need any password or log in details for it. 
You will need to use it regularly, so we suggest you bookmark it. There is a Year 1 Mentor Curriculum page where all recordings, screencasts and materials will be placed that relate to your training. The other relevant page for you is the BA Ed Placement Documentation page, where you can download any handbooks, pro-formas or other paperwork.

	 
[bookmark: _Toc213190176]3 Partnership Vision 
Our intent is that our Reading Partnership Teachers (RPTs) develop into: 
· Evidence-informed teachers 
· Compassionate professionals 
· [image: ]Pedagogically-skilled practitioners 
· Creative critical thinkers 
· Ethical community participants 
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[bookmark: _Toc213190178]4.1 How should I introduce my RPTs to my class?
Please introduce your RPTs as ‘visiting teachers’ using their title and surname, e.g. Miss Carden. Please only use first names if that is your school policy for how the children address all staff. Further guidance about introducing your RPTs and what to do with them on their first day and a half is given in the ITAP 1 Teacher Guidance.

[bookmark: _Toc213190179]4.2 What are the expectations for attendance and absence? 
RPTs are told that attendance on School Experience is mandatory. They must submit any requests for days off to Cara Broadhurst, the Professional Programme Director who will make a decision based on the usual limitations for permitted absence in teaching. If a request is granted, the RPT MUST inform you in good time about the absence.
If they miss any days due to illness they are expected to notify you as early as possible on the day , before the children arrive and in accordance with your school’s policy for communicating absence.  They are also expected to inform Cara Broadhurst and the programme admin email address.
If your RPT misses a day at school for an authorised reason (including illness) or because of an emergency school closure, they are not expected to organise to make this day up. However, they are advised that they could try and make up a missed task on one of their remaining days, and that, if they prefer, they are welcome to make up the day through their own choice and arrangements with you.

[bookmark: _Toc213190180]4.3 What school inductions for safeguarding should take place?
RPTs and placement schools (ITTCos and DSLs) have shared responsibility for ensuring that all RPTs receive an appropriate induction at the start of their school placement (typically this would be during their initial two ITaP visits but in all cases should be by the end of ‘Visit 1’ on Thursday 27th November). This induction should follow the school or setting policy, but must include as a minimum (following page 8-9 of KCSIE):
1. Meeting the Designated Safeguarding Lead (or their nominated Deputy) for an induction and receiving their contact details. 
2. Being made aware of the systems within the school, college or setting which support safeguarding, and having these explained to them. 
3. Receiving and having explained the:
a. Child protection policy 
b. Behaviour policy 
c. Staff behaviour policy (sometimes called a code of conduct)
d. Safeguarding response to children who are absent from education, particularly on repeat occasions and/or prolonged periods
e. Role of the designated safeguarding lead (including the identity of the designated safeguarding lead and any deputies)
Whilst an RPT should never have to manage a safeguarding situation without rapid support, they must always feel confident that they understand and can implement the school or setting’s procedures. 
Please note that RPTs should also be given access to the school Health and Safety for staff policy and the GDPR Data Protection policy.
Please note that prior to your school induction to safeguarding, RPTs have also attended our introduction to safeguarding as well as reading KCSIE Part 1 and submitting notes on it. 

[bookmark: _Toc213190181]4.4 How does mentoring work when jobsharing or on PPA?
Where a jobshare exists in a classroom where an RPT is being mentored, once the RPTs are in full time (not till May!) both teachers must accept some of the mentoring load, although we will expect one of the teachers to nominate themselves to be the ‘main mentor’. (This would usually be the teacher who is in the class for the greater period of time.)
However, during the serial visits when the RPTs are visiting almost exclusively on Thursdays, it is important that the teacher in the class with them during their visits is fully able to support them, even if they are not the main mentor. They should read this Mentor Handbook and the Year 1 SE Handbook (serial), particularly noting that many of the RPTs’ tasks involve some reflective discussion with the teacher they have been working with that day. If they do not feel confident to carry out the mentoring role on Thursdays, please ensure that appropriate support for the RPTs comes from elsewhere. 

[bookmark: _Toc213190182]4.5 Do I have to assess my RPTs?
Not yet! During the block placement in May-June, you will do some formal observations of your RPTs teaching and complete a formal assessment form. These serial visits though, are not formally assessed.

[bookmark: _Toc213190183]4.6 What should I do if I have concerns about my RPT?
Although the serial visits are not formally assessed, you will still notice how your RPTs are getting on. It is normal for many of them to be under confident to start with and to be worried about making mistakes. Please just gently encourage them; we find that giving really explicit instructions about what you would find helpful during your lessons or at other times is often effective. Feeding back when they have done well also encourages repeat behaviour, as it does with children!
If other concerns develop over time, such as lapses in professional judgement, repeated absence or lateness, or concern for their wellbeing, it is acceptable for you to have a quiet chat with the RPT to help them correct their behaviour or find out if anything is troubling them. If that does not resolve things, please let Cara Broadhurst, Programme Director, or Jane Austen Armstorng, BA Ed Mentor Lead, know of any such issues; we can discuss together whether university reinforcement is required.
Please note that contact details for the university Student Welfare Advisors can be found at -https://student.reading.ac.uk/essentials/_support-and-wellbeing/support-arrangements/welfare.aspx 

[bookmark: _Toc213190184]4.7 How do I gain Mentor Certification?
Non-certificated mentors can gain their University of Reading Partnership Mentor certificate by completing all of the yellow training in section 2.3 above, which includes submitting a Mentor Reflection (max. 500 words) in June. 
If you are keen to gain certification, please remember to complete the very short confirmation forms for each bit of training.
Once you are certificated, you will not be expected to re-engage with the full mentor curriculum in subsequent years (whichever UoR ITE programme your RPT is from). You will only need to do the Mentor Refresher and the curriculum familiarisation. 
Part of gaining the Mentor Certification may involve being invited to speak at one of our Partnership Mentor Training events.   
Mentors may also be interested in taking our Master’s Level mentorship module (EDM190 ‘Developing Mentoring Excellence’ - 200hrs of study; blended learning; 20 M Level credits).  Please contact pgecsecondary@reading.ac.uk for further information.  

[bookmark: _Toc213190185][bookmark: _Toc94143]5 The RPT Curriculum – how mentors should support 
This section aims to explain the different experiences that the placement is designed to incorporate and explain how mentors can support these. It should be read in conjunction with the RPTs’ Year 1 SE (Serial) Handbook and the ITaP 1 Teacher Guidance. 

[bookmark: _Toc213190186]5.1 Intensive Training and Practice (ITaP)
An ITaP is a block of ‘Intensive Training and Practice’. The DfE mandate that we provide 6 weeks of this on our programme, additional to school placements. Our RPTs are therefore doing two ITaP weeks per year of their training. 
The key idea behind ITaP teaching is that the RPTs have a very tight learning focus for the week and that in that time, they learn about, deconstruct, and draft an aspect of teacher practice. They do lots of this in university but some days of an ITaP have to be in school so they can enact what they have been learning about and drafting. The idea is that their ‘trying it out’ follows on directly from the drafting done the day before and is followed with immediate reflection back in university to end the week.
The Year 1 ITaP topics are:
ITaP 1: Building a professional identity for success (w/b 17th November):
· Days in school – all day Thursday 20th Nov and morning of Friday 21st Nov.
ITaP 2: Planning and delivering a teaching input (w/b 2nd February)
· Days in school – Wednesday 4th Feb and Thursday 5th Feb
We ask that you please keep these days marked in your calendars as days to keep clear of special activities or after school meetings.




[bookmark: _Toc213190187]5.2 ITaP 1: Building a professional identity for success
Please read the ITaP 1 Teacher Guidance from your Mentor Hub. 
These are the key learning questions for this first ITaP:
	Key Learning Content 

	Learning Question 1: How can I build positive relationships with the children that I teach? (CCF1.2) (ITTECF 1.7)
I can:
Make connections with children based on finding out about them
Form positive relationships but maintain healthy boundaries
Demonstrate the values I expect from children, including respect, tolerance and kindness

	Learning Question 2: How can I build positive relationships with my colleagues in school? (CCF 1.2)
I can:
Find out about my school polices and values with a view to guiding my behaviour
Reflect on how I present myself to others
Cultivate a professional identity
Show respect to those contributing to my training

	Learning Question 3: How can I make the most effective use of observing colleagues to support my training? (CCF 8.2)
I can: 
Identify a specific observation focus
Articulate how the focus is being enacted in the observed practice
Engage critically with research and use evidence to critique practice (LHT 8g) 
Identify how to use this focus to inform my lesson planning (LHT 8d)

	Learning Question 4: How can I get the most out of post-lesson observation conversations to inform my practice? (CCF 8.1)
I can:
Show that I am valuing feedback by demonstrating active listening skills
Engage critically with feedback through exploratory discussion (LHT 8e)
Identify the key aspects of feedback and devise specific ways to act upon these (LHT 8f)
Draw on research and evidence to support conclusions about practice (LHT 8g)




[bookmark: _Toc213190188]5.3 The Serial Visits

The aims of the placement are for the RPTs to:
· Become familiar with the working practices, expectations and ethos of a school ‘from the inside’.
· Establish positive relationships with children and staff in advance of their block School Experience.
· Develop their understanding of Child Development by relating theory to practice.
· Develop their understanding of other elements covered in their university sessions, including the key learning points from the ITTECF that are specified in the School-based Tasks table (in the SE Handbook, page 9). 
· Become more skilled at classroom observation and the important reflection that follows this.
· Develop professional teamwork skills through working alongside a partner.
To this end, they have been asked to do two tasks per visit. These tasks are outlined in the RPTs’ Year 1 SE (Serial) Handbook from page 9 onwards. Please read these.
The tasks are designed to consolidate learning done each week in university and help the RPTs see how it looks in practice. They are also heavily underpinned by the ‘Learn how to…’ statements in the ITTECF. We have listed the relevant learning statements next to each task so you can understand the key points we intend them to think about. If you feel unsure about any of this content, you can contact us - Cara Broadhurst, Programme Director or Jane Austen Armstrong, BA Ed Mentor Lead (email addresses at the front of this handbook) – or look up the learning statement in context in the ITTECF next to the ‘Know that…’ statements.  The ITTECF (DfE, 2024)  
Although it is obviously ideal to do the tasks on the dates listed, we do know that things may happen that make this difficult. The RPTs therefore know they will have to be flexible in these instances. What we ask is that you discuss with them:
· If the task can be swapped with another one that can be more easily done that day.
· If they could do something slightly different that will still allow them to learn the same skills.
· How they can fit the task in on a different visit.
Please note the Mentor Role column, which flags up any facilitation or arranging you can do to help the task go smoothly. It also outlines the key messages to get across to your RPTs when discussion with you is part of the task.

[bookmark: _Toc213190189]6 Roles and Responsibilities 
The RPT is supported in their development principally by three professionals, as set out below.  
 
 
RPT
RPM
(You!)
ITTCo
University 
Tutor



[bookmark: _Toc213190190]6.1 The Reading Partnership Mentor (RPM) Role 
The Reading Partnership Mentor is responsible for supporting, guiding, and coaching the RPT, so that RPTs can develop and flourish in their classroom practice in their school experiences.  This involves providing the RPT with an appropriate timetable, attending relevant University training, and meeting with the RPT each week. The RPM adjusts the training programme in school to meet the individual needs of the RPT, liaising with other members of the school to ensure consistency of approach.  
Mentors must communicate regularly with their ITTCo, in order to ensure that the Partnership Agreement is being fully implemented, and that the RPT has every opportunity to engage fully with the ITE curriculum. 
The primary responsibilities of an RPM are: 
1. Meet with RPT/s to find out about them, creating a robust and mutually respectful, professional relationship. 
2. Support the RPTs: 
a. Formally, via a mentor meeting once a week, to be recorded on the Weekly Planner (found in the RPTs ePortfolio which the RPT’s will share with the mentor), setting effective and appropriately challenging targets. (During block placements only.)
b. Informally, with regular opportunity for reflective discussions, encouraging RPT’s to identify the positives 
3. Collaborate with and support RPTs to plan, teach and assess, being mindful of expectations at each stage of training.  
4. Observe lessons/group work (at least one per week, if possible) and provide constructive written and verbal feedback. 
5. Support RPTs to meet the Assessment Descriptors (see the Mentor Hub) as relevant to the placement / Teacher Standards. Examples of how the RPT’s have done this should be recorded on the ePortfolio claims with a link to the location of the evidence in the ePortfolio (or elsewhere). 
6. Support RPTs with their School Based Tasks, drawing on evidence-based research. 
7. Assess the RPT, being mindful of their progress through the BA Ed programme and particular expectations for this stage in their training  
8. Notify the Supervising Tutor if there are any worries or queries, identifying where progress is a cause for concern and liaise with the RPT, ITTCo and university to devise an appropriate support plan  
9. Attend and complete all mentor curriculum sessions as outlined in the Mentor Curriculum Outline.  
 
For the mentor, mentoring provides:  
1. A catalyst to reflect upon one’s own practice  
2. A way of developing personal and professional skills further  
3. Opportunities to network with other professionals  
4. Job satisfaction and increased self-esteem  
5. New opportunities for career and professional development  
 
[bookmark: _Toc213190191]6.2 The Initial Teacher Training Coordinator (ITTCo) Role 
The ITTCo is responsible for organising and quality assuring Initial Teacher Training in the school and are centrally involved in mentor selection. This involves supporting the University with the implementation of Intensive Training and Practice (ITAP) activities and the Mentor curriculum. ITTCos are responsible for any arrangements necessary for on-site Progress Reviews (e.g. parking).  
The primary responsibilities of an ITT Co-ordinator are:   
1. To prepare and implement a policy for ITE within the school.  
2. To manage and support the team of mentors, ensuring that they understand the demands of their role and facilitate the sharing of good practice by meeting with them at intervals to share good practice and monitor the progress of the RPTs across the programme.  
3. To support the RPTs in their implementation of the University of Reading’s ITE curriculum.  
4. To introduce the RPTs to the ethos and working procedures of the school and to key members of staff.  
5. To provide training for RPTs on safeguarding and on the relevant school policies, completing all inductions. 
8. To arrange for each RPT to be attached to a class and work alongside the class teacher (if not the mentor). 
9. To observe each RPT once during their placement and give written feedback on the lesson.  
10. To monitor and contribute to the assessment of the RPTs’ progress towards the placement descriptors or The Teachers’ Standards for the award of Qualified Teacher Status as applicable by supporting the assessment and AoP writing process where necessary  
11. To support the Quality Assurance monitoring procedures of the university programme and thereby strive for continual improvement in the quality of both school-based and centre-based training.  
12. To engage with the DfE’s ITTECF and support the University’s efforts to embed this within the wider curriculum.  
[bookmark: _Toc213190192]6.3 The University Tutor Role 
The University Tutor is responsible for monitoring, supporting and feeding back to the RPT. They work very much in conjunction with the RPM, even though much of their work is done remotely through reading the RPTs’ e-portfolio. They will visit once during a placement, to observe some teaching but also to talk to you and the RPT about their practice and their progress, as well as to answer questions.
The primary responsibilities of a Supervising Tutor are:
1. Support the Trainee Teacher (RPT) in working towards and achieving the Teachers’ Standards. 
2. Visit the Trainee Teacher (RPT) on placement as required. 
3. Conduct joint observations of lessons with the Mentor.
4. Contribute to the monitoring and assessment of the Trainee Teacher by giving verbal and written feedback as required by the University.  
5. Contribute to the monitoring and assessment of the quality of training and mentoring provided by the Partner. 
6. Provide support to the Mentor as required, including arranging additional training for the Mentor. 
7. Act as a point of contact between the Mentor, ITTCo and University. 
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