
Mentor Professional 
Development Training
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Meet your mentor day: 
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Monday 20th October - Friday 9th January
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2b AI to support planning
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3 Supporting, monitoring and assessing trainee progress
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B Written feedback
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D Effective verbal feedback

E Target setting development
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PART 1

Mentor role, safeguarding and placement expectations



A broad role



You are a key piece of the trainee journey...

The trainee

University 

and LPP 

tutors

Expert school

mentor training, 

guidance and 

support

Live school 

experience 

and reflection

Taught course 

- research, 

pedagogy and 

subject 

knowledge



Our developmental curriculum

Semester 1 

(Sept- End of SE1)

Semester 2

(End of SE1 – end of June)

Skills knowledge and 

understanding

Refine, develop and enhance skills 

knowledge and understanding

• Introduction to the profession • Developing understanding

• Establishing the foundations • Developing agency

• Developing skills • Impact on learning

• Enrichment and enhancement



Key documents 
Your trainee will bring…

Safeguarding letter 
(in line with Keeping Children Safe in Education 

2025 guidance)

Trainee UoM safeguarding letter 
(with DBS number on it)

Photographic ID

Schools should 
not complete any further safeguarding checks. 

SE1 handbook and 
Menter Feedback & Target Setting 

bookmark

Meet your mentor day: 
Friday 17th October

Bookmark will be 
explored later…

“Where trainee teachers are fee-funded, it is the responsibility of the initial teacher 
training provider to carry out the necessary checks. Schools and colleges should obtain 

written confirmation from the provider that it has carried out all pre-appointment 
checks”

“There is no requirement for the school to record details of fee-funded trainees on the 
single central record. However, schools and colleges may wish to record this information 

under non statutory information”

(from KCSIE 2025, Pg 82, section 301 and 302) 
Also available to download from our 
Mentor Hub > SE1 resources

mentorhub.thinkific.com



Trainee safeguarding: absence

Trainees should inform the following people 

know if they are going to be absent from 

placement:

✓ You and/or the school office

✓ Their university tutor

✓ Their LPP alliance lead (LPP only)

By 9am

If you/school have not received notification of 

absence, please do the following:

1. Phone the university tutor/LPP alliance lead

2. If you are unable to contact then phone 

Karen Kilkenny  (Primary Partnership Lead) - 

07890 201722

3. If you are unable to contact 1) or 2) 

then phone the UoM Student Hub – 

0161 275 2817

By 8am

SE1 handbook 
page referencep4



Focus areas – building on foundations

SE1 handbook 
page referencep21



Trainee induction

Please arrange to meet with your trainee for 30-45 mins (during assembly, 

lunch, after school) to share information about the class and placement, 

such as:

❖ The class weekly timetable 

❖ Your class and groupings/organisation for different subjects

❖ Topics and areas within subjects that will be covered during the placement 

❖ Class profile e.g SEND pupils, PP, EHCPs, TA support and timetables

❖ Schemes of work used

❖ School planning expectations and access 

❖ Wider events during SE1 e.g. parents' evenings, school fair, performances

❖ Other relevant contextual information e.g. class specific rewards/systems

❖ Timetable and potential teaching for week 1

❖ Your preferred contact methods (phone/email) and appropriate contact 

times/deadlines

Focus Area 1.0 and 

further support

Help the trainee complete proforma 1.0: 
• name of the designated safeguarding lead

• safeguarding reporting procedures

• fire/evacuation procedures

• access to key school policies

• an outline of key school procedures 

• Names of subject co-ordinators 

Discuss any further supportive information about your trainee:

❖ pronouns

❖ previous classroom experience

❖ any factors that may impact on them during placement e.g. 
caring responsibilities, travel, health issues)

Time with your trainee

Meet your mentor day: 
Friday 17th October

SE1 handbook 
page referencep21



❑ Familiarise yourself with your trainee’s

PGCE online shared OneDrive folder 

and Trainee Portfolio (trainee to share their link with you)

❑ Outline key school systems

e.g. playground duty, resource access/locations, 

communal space use, timetables

❑ Introduce staff members with key responsibilities

e.g. SENDCo, designated safeguarding lead, subject coordinators.

❑ Continue to get to know the trainee and build a positive working relationship

Week 1 WEEK 1: 
w/b Monday 20th October

SE1 handbook 
page referencep25



Joint PPA/planning time (0.5 day)

Check and give feedback on planning

Formal lesson observation 

   (from week 2, Appendix C)

Mentor/trainee weekly feedback meeting 

(Appendix C – weekly review and feedback form)

Support the ‘Focus area’ requirements

Weekly mentor role

Provide opportunities to observe you and other 
colleagues teach and debrief afterwards

(‘Learn how to…’)
SE1 handbook 
page referencep8



PART 2a)

Trainee lesson planning and support



Trainees as novice planners



Weekly teaching expectations

Team planning, teaching 

and assessment

Supported planning, 

teaching and assessment

More independent 

planning, teaching and 

assessment

SE1 handbook 
page referencep19



• Give access to your school planning 
systems

• Ensure trainees have a shared understanding 
of how schemes of work are used/adapted in 
your school

• Model/support trainees to adapt 
plans/schemes for your class

• Agree when you will give feedback on 
planning (online)

• Ensure they complete the UoM proforma – a 
systematic planning process for novice 
teachers

Supporting trainee planning



UoM daily lesson plan 

for each lesson

Assessment of progress 

table (+/- only)

• bottom of lesson plan

TA/Additional adult 

briefing sheet

• for general TAs/

you as a TA

Daily planning expectations

SE1 handbook 
page referencep61



From week 4 - L.O and S.C only 

Trainee lessons – fill box in yellow

• L.O and S.C

Mentor lessons – leave white

• L.O only

Purpose:

To help trainees understand: 

how learning builds upon prior knowledge 

how to break down new learning 

how to organise new learning into a logical 

sequence

Weekly plan – English and Maths

SE1 handbook 
page referencep64



Phonics

SE1 handbook 
page referencep19



Checking and giving feedback 

SE1 handbook 
page referencep13



Any development towards greater independence/autonomy in 
planning and teaching should be agreed and directed by you.  

A trainee should always know where you are and how to send for you, or another 
appropriate adult, if they are alone for any duration.

A trainee should not be left unattended early on/for prolonged periods during SE1 
and not at all if there are any concerns about their progress and/or professional 
development. 

If you are not in school, then the trainee should have another identified 
mentor/member of staff to support them. 

A trainee teacher should not be treated as a supply teacher.

During PE lessons, trainees must always be supervised by the mentor or an 
appropriate member of staff.

Increased trainee responsibility/autonomy



2b) The use of Generative AI to support planning



3-year longitudinal case study

The 1st year report includes recommendations for:

✓General stakeholders

✓Trainee teachers

✓PGCE academic staff

✓Primary school mentors

✓Primary school headteachers

Our AI research project overview



1. How do you use AI?

2. When and what do you use AI for?

3. Has your school got a whole 

school approach/policy?

ACTIVITY: You and AI



Group 1 (Thursday) –https://docs.google.com/document/d/1bnuoDDszvX3VvQ03Ml0FBiejWa9WuSQd/edit

Group 2 (Friday) - https://docs.google.com/document/d/11raPFxVDHnuatAKmg-

yiSSCCaa_mCnKb/edit?usp=sharing&ouid=105212466221055118033&rtpof=true&sd=true 

Group 3 (Tuesday)-

https://docs.google.com/document/d/1Sm8VRbnuBjTVjkDBwx1HrcFYxFsQnKBV/edit?usp=sharing&ouid=105212466221055118033&rtpof=t

rue&sd=true 

Consider the pros/cons of our trainees using AI to support their 

planning?

ACTIVITY: Your trainee

Positives Challenges / concerns Solutions

https://docs.google.com/document/d/1bnuoDDszvX3VvQ03Ml0FBiejWa9WuSQd/edit
https://docs.google.com/document/d/11raPFxVDHnuatAKmg-yiSSCCaa_mCnKb/edit?usp=sharing&ouid=105212466221055118033&rtpof=true&sd=true
https://docs.google.com/document/d/11raPFxVDHnuatAKmg-yiSSCCaa_mCnKb/edit?usp=sharing&ouid=105212466221055118033&rtpof=true&sd=true
https://docs.google.com/document/d/11raPFxVDHnuatAKmg-yiSSCCaa_mCnKb/edit?usp=sharing&ouid=105212466221055118033&rtpof=true&sd=true
https://docs.google.com/document/d/1Sm8VRbnuBjTVjkDBwx1HrcFYxFsQnKBV/edit?usp=sharing&ouid=105212466221055118033&rtpof=true&sd=true
https://docs.google.com/document/d/1Sm8VRbnuBjTVjkDBwx1HrcFYxFsQnKBV/edit?usp=sharing&ouid=105212466221055118033&rtpof=true&sd=true


Trainee teacher adoption and use of AI:

Trainees mostly demonstrated critical and professional use of AI.

Trainees mostly used AI for creating resources rather than producing lesson plans 
• e.g. support resources, interactive activities, quizzes, WAGOLL, prompts, model texts, worksheets. 

Many trainees used both TMAI and ChatGPT.  
• Trainees gravitated toward using ChatGPT due its familiarity. The flexing between both AI tools 

demonstrated digital agility and criticality. 

Trainee teachers used AI to facilitate their creativity, not replace it, by creating resources 
they would not normally have the time/ideas to create.

• e.g songs and lyrics, puppet shows scripts, clues for a detective trail

Many applied context-specific judgement to tailor AI-generated resources to meet the 
needs of the pupils in their classes.

Some trainees did not use any AI for ethical issues because of the high energy consumption 
of AI and the impact on the environment

Key insights from preliminary findings (Yr 1)

SE1 handbook 
page referencep15



Professional Development

11.  Engage in continuing professional development in AI training to support 

trainee teachers effectively.

12.  Develop an understanding of the common AI platforms used in education in 

primary school settings and by trainees.

13.  Build trainee confidence in discussing the use of AI as part of professional 

practice.

Quality Assurance 

14.  Provide trainees with fact-checking strategies.

15. Encourage critical evaluation of AI-generated content accuracy and 

appropriateness. 

16. Reinforce the importance of professional judgement in using AI

Guidance and Support

1. Invite conversations with trainees about your own 

professional use of AI.

2. Share your own experiences and perspectives on AI in 

education.

3. Help trainees evaluate the appropriateness of AI-generated 

resources for their class of pupils.

Observation and Feedback

4. Discuss the use of AI used by the trainee in lesson 

observation feedback where relevant.

5. Provide feedback on how well trainees adapt AI resources to 

meet the needs of the pupils in the class.

6. Support trainees in reflecting on the effectiveness of AI used 

in their lessons.

School Context Integration

7. Help trainees understand school policies and practices 

around AI use.

8. Model the professional use of AI tools to support the 

development of professional expertise.

9. Create AI resources together with the trainee for use in a 

lesson/s and evaluate.

10. Model professional curiosity and critical engagement with AI

ACTIVITY: Recommendations for school mentors

Which of these recommendations might you 

apply when working with your trainee?

SE1 handbook 
page referencep15



Questions so far?



PART 3 

Supporting, monitoring and assessing trainee progress 



Point of contact 1

(PoC 1)

Point of contact 3

(PoC 3)

Point of contact 2

(PoC 2)

All mentors online (after 1st 

observation, end of week 2)

• Moderation of observation and 

targets

• Q and A

• Troubleshooting 

• Key reminders

• Further training and support

In person school visit

• Joint snapshot observation

• Joint feedback to trainee

• Mentor and tutor moderation

• Further training and support (for 

mentor and trainee)

Online or in person (dependent 

upon trainee needs and progress)

• Moderation of overall progress

• Post SE1 targets

• Mentor report guidance

• Further lesson observation (* in 

person visit only)

Mentor and tutor points of contact 

OR

SE1 handbook 
page referencep11



Point of contact 1 (online)

✓ A copy of your week 2 mentor weekly feedback form

✓ Your SE1 handbook

✓ Your Mentor Feedback and Target Setting bookmark

Please bring with you:

A key part of our support and training for you 

   (part of 6 hours DfE funding too)

Your professional tutor should have outlined the 

date and time of this meeting within their pre-SE1 

email 

    (please contact them if you are unsure of this date/time)

Tutor Cluster/area

Clare Bate Tame and some Oldham

Karen Beswick Bridgewater (Salford, Wigan, 

Bolton)

Kerrie Hughes-Jones Rochdale

David James Stockport and Trafford

Natalie Jayson Black Knight and some 

Oldham

John Primrose Inner Manchester/High Peak

Andrew Rhodes Pennine and Bury

Lauren Frame LPP Teach Cheshire

Joanne Squires LPP St Andrews CE Primary

Helen Walker LPP Hursthead Junior School



End of 
placement 

mentor 
report

Daily 
mentoring 

and 
informal 
feedback

Weekly 
mentor 

feedback 
(Appendix 

C)

Interim and 
final review 

points

Checking 
planning 

and Trainee 
Portfolio

Formative assessment across the placement



One form per week, weeks 2-8

Sections:

1. Lesson observation feedback

2. Weekly progress overview

3. Review of previous targets

4. Targets for this week

5. Weekly summary 
of trainee progress

NB:  A completed example is available in the SE1 handbook (Appendix D) 

Weekly mentor feedback (Appendix C and D)

SE1 handbook 
page referencep59



Select one lesson that 
will be ‘officially’ observed 

Observe a range of 
curriculum subjects 
across the placement

Provide feedback 
(written and verbal) 
as soon as possible 
after the lesson

Collaboratively 
construct SMART 
targets and clear actions 
to help address these

Section 1 - Observing a lesson



What does helpful written feedback look like?

What previous trainees said…

Comments are very 

specific and tell me 

why something 

worked or did not 

work

Targets and 

actions we set 

together link to 

the feedback 

The number of 

positive 

comments 

outweigh negative 

comments

When comments 

help me understand 

how accurate/good 

my subject 

knowledge was

When I know 

which strands I 

am doing well 

with and which I 

need to work on

Direct quotes 

help me 

recognise what 

I did/said and 

when



Interim review 1  

week 3

Final review 

final week

Interim review 2 

week 6

• Highlight attainment of the 
Professional Development 
Formative Framework 
statements collaboratively 

• Identify trainee strengths and 
progress within our five strands

• Identify opportunities, next 
steps and priorities within our 
five strands

Interim reviews: assessing trainee progress

SE1 handbook 
page referencep12



Interim reviews: the 5 strands
Trainee Portfolio completion 

Section 1.3: Meeting log 
should be completed during 

interim review 1 and 2

Section 1.2: PDFF 
highlighting should be completed 

during each review point

SE1 handbook 
page referencep46Also see SE1 Handbook (Appendices A and B)



PDFF: Strand A (BM), High expectations – example 

Please use this document to help identify trainee strengths, gaps and to set purposeful targets



PART 4

Target setting



Meaning

S
Specific: Define a clear and specific goal 
(NOT a 'to do' action e.g. plan and teach maths 
next week)

M Measurable: Make sure you can track progress

A Achievable:  The target can be met and is realistic

R Realistic: Create a target that aligns with the 
expectations of the trainee at that stage

T Timely:  A reasonable time to address the target

Targets for impact

Your trainee will bring yours on the meet 
your mentor day



Weekly target setting

Aim for 3 focussed targets 

per week

• Refine targets that are not 

met/partially met to allow the trainee 

to meet these

• Agree clear actions help provide a 

'step by step' approach for trainees to 

act upon  

Actions could include:

• Observation of experts e.g. subject lead, 

mentor, other colleagues

• Modelling of strategies by you/colleague

• Team teaching specific targeted elements

• Use X strategy during Y scenario

• Exemplification of how would go about this 

e.g. what steps would you take?



Creating effective targets and actions

Activity

GROUP 1 (Thursday): https://docs.google.com/document/d/1eBKKEzHleAuiirFERj6gudBg64LVXA2F/edit?usp=sharing&ouid=114652036995510566053&rtpof=true&sd=true 

GROUP 2 (Friday): https://docs.google.com/document/d/1uvTH5-Ui_jbpuU6k55YzXhZbNuVm4nKY/edit?usp=sharing&ouid=114652036995510566053&rtpof=true&sd=true 

GROUP 3 (Tuesday): https://docs.google.com/document/d/1DkbjqslzTxBtIdNzL_A6dfRah9WKbd1x/edit?usp=sharing&ouid=105212466221055118033&rtpof=true&sd=true 

https://docs.google.com/document/d/1eBKKEzHleAuiirFERj6gudBg64LVXA2F/edit?usp=sharing&ouid=114652036995510566053&rtpof=true&sd=true
https://docs.google.com/document/d/1eBKKEzHleAuiirFERj6gudBg64LVXA2F/edit?usp=sharing&ouid=114652036995510566053&rtpof=true&sd=true
https://docs.google.com/document/d/1eBKKEzHleAuiirFERj6gudBg64LVXA2F/edit?usp=sharing&ouid=114652036995510566053&rtpof=true&sd=true
https://docs.google.com/document/d/1uvTH5-Ui_jbpuU6k55YzXhZbNuVm4nKY/edit?usp=sharing&ouid=114652036995510566053&rtpof=true&sd=true
https://docs.google.com/document/d/1uvTH5-Ui_jbpuU6k55YzXhZbNuVm4nKY/edit?usp=sharing&ouid=114652036995510566053&rtpof=true&sd=true
https://docs.google.com/document/d/1uvTH5-Ui_jbpuU6k55YzXhZbNuVm4nKY/edit?usp=sharing&ouid=114652036995510566053&rtpof=true&sd=true
https://docs.google.com/document/d/1uvTH5-Ui_jbpuU6k55YzXhZbNuVm4nKY/edit?usp=sharing&ouid=114652036995510566053&rtpof=true&sd=true
https://docs.google.com/document/d/1DkbjqslzTxBtIdNzL_A6dfRah9WKbd1x/edit?usp=sharing&ouid=105212466221055118033&rtpof=true&sd=true
https://docs.google.com/document/d/1DkbjqslzTxBtIdNzL_A6dfRah9WKbd1x/edit?usp=sharing&ouid=105212466221055118033&rtpof=true&sd=true
https://docs.google.com/document/d/1DkbjqslzTxBtIdNzL_A6dfRah9WKbd1x/edit?usp=sharing&ouid=105212466221055118033&rtpof=true&sd=true


PART 5

Supporting trainees



General progress 
in teaching skills

Addressing targets Personal issues 

Professionalism
Managing 
expectations/
workload

Relationships

Subject knowledge

Difficulties that trainees may experience



karen.kilkenny@manchester.ac.uk

primarydirector@manchester.ac.uk

Raise any issues 
with the trainee, 
as soon as 
possible

1

Identify concerns, 
barriers and work 
with the trainee to 
agree actions 
and positively 
address the issue

2

If the issue 
persists or you 
are increasingly 
concerned, 
contact the 
university tutor or 
LPP alliance lead  

3

For any 
safeguarding 
issues, please 
follow school 
protocols and 
contact:

 karen.kilkenny@manchester.ac.uk 

or 
primarydirector@manchester.ac.uk 

4

Trainees experiencing difficulty

mailto:karen.kilkenny@manchester.ac.uk
mailto:primarydirector@manchester.ac.uk


Supporting your trainee

Mentor HUB coming next…

mentorhub.thinkific.com



PART 6

Mentor development and support



Our Primary 

Mentor Hub
mentorhub.thinkific.com



DfE general mentor funding grant 2025-26

Mentor briefing
(ALL Mentors)

*up to 

16 hours
6 hours

COMPULSORY 

UoM training elements

(separate UoM/LPP payment)

*OPTIONAL Online self-study 
(DfE funding available for 

New UoM Mentors ONLY)

New UoM Mentor 

training
(including Course A)

Points of contact
(at least one face-to-face, tailored to trainee 

and mentor development & support needs)

Online self-study & 

learning in practice

1.5

hours

*8.5

hours

4

hours

4

hours

-

Total hours 
(school claim directly with DfE)

2

hours

2 .5

hours

2

hours

2

hours

Equality, 
diversity and 
inclusion incl. 
school context

Mentor 
Observations, 
Feedback and 
Target setting

Classroom 
Pedagogy 
in Practice

Trainee 
Planning, 
Teaching and 
Assessment

Course

B
Course

C
Course

D
Course

E

Course

A

*up to 

£700.80
£262.80Total claim from DfE 

(based on £43.80 per hour)

^New UoM mentor = not worked with UoM as 

a mentor in the previous 3 academic years

Experienced 

Mentors

2

hours

2

hours

New UoM 

Mentors^

-

mentorhub.thinkific.com



MD and S support courses

Any questions from any part of today’s training?

How do I receive evidence of my training 

for claiming DfE funding?

Who? Time allocation How? What?

ALL 

MENTORS

6 hours 

(Briefing + PoC)

Completion of end 

of SE1 evaluation

Certificate 

(6 hours CPD)

New UoM 

mentors 

ONLY

1.5 hours

(New Mentor 

training)

Guidance at end of 

today’s New Mentor 

training

Certificate 

(1.5 hours 

CPD)

New UoM 

mentors 

ONLY

up to 8.5 hours

(online self-

study)

Optional 

engagement with 

courses B/C/D/E

Certificate at 

end of each 

course (8.5 

hrs CPD total)

SE1 handbook 
page referencep7



Coming up: Further training for new mentors

Please stay to complete the 

additional new mentor session to 

support you in your new role

New mentors
(never had a trainee, new to UoM or have not 

mentored for more than 3 years) 

Optional for you to stay 

 - quality verbal feedback

 - quality written feedback

 - accessing our Mentor Hub

No additional 
funding available

• 6 hour certificate 
received at end of SE1

(Today = 2 hours + PoC = 4 hours) 

Experienced mentors



Point of contact 1 (online) - reminder

✓ A copy of your week 2 mentor weekly feedback form

✓ Your SE1 handbook

✓ Your Mentor Feedback and Target Setting bookmark

Please bring with you:

Please check that you know when your first online 

PoC meeting is 

    (please email the relevant tutor if you do not know)

Tutor Cluster/area

Clare Bate Tame and some Oldham

Karen Beswick Bridgewater (Salford, Wigan, 

Bolton)

Kerrie Hughes-Jones Rochdale

David James Stockport and Trafford

Natalie Jayson Black Knight and some 

Oldham

John Primrose Inner Manchester/High Peak

Andrew Rhodes Pennine and Bury

Lauren Frame LPP Teach Cheshire

Joanne Squires LPP St Andrews CE Primary

Helen Walker LPP Hursthead Junior School



Thank you!

Your feedback is valued 

Please complete the short online mentor briefing evaluation survey:

https://forms.office.com/e/4fFHk63UxH

https://forms.office.com/e/4fFHk63UxH
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