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Mentoring training; this module comprises five units

• Unit 1 Being a Mentor

• Unit 2 Making a Grading Judgement 

• Unit 3 Providing Focused Feedback 

• Unit 4 The Essential Paperwork 

• Unit 5 Supporting a Struggling Trainee ‘At Risk’ 

(Formerly Primary Education Area - ITT)
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Core Training Package

Essential Paperwork:

Unit 4

(Formerly Primary Education Area - ITT)



Forms to be completed by mentors and 

returned to Edge Hill University 

For Mentors in schools, there are 3 

forms that must be completed whilst 

monitoring trainees.

The Visiting Tutor will collect the completed forms when they 

make a visit, including previous Learning Evaluation grades.

Learning 

Evaluation 

End of Professional 

Practice report 

Form

Interim Report Form



The Learning Evaluation/Lesson 

Observation Form has been developed 

alongside colleagues within the Early 

Years and Primary Partnership. 

Teachers’ Standards are provided down 

the side of the document. 

When observing the lesson, ‘the Key 

Strengths’ and ‘Areas for 

Improvement’ should be linked to the 

standards for example: 

• TS7- manage behaviour effectively 

to ensure a good & safe learning 

environment.

• TS7- you use praise well to maintain 

the interest of the children ….

• TS7- reminding children of clear 

expectations enabled you to manage 

their behavior which allowed others 

in the room to continue with their 

work undisturbed. 

These are examples of 

comments you could write 

in the ‘Key Strengths’

box. Such comments allow 

the trainees to identify 

the Teachers’ Standards 

they are achieving as well 

as which standards are 

areas for improvement. 

Learning 

Evaluation 

Record



This report reflects where the trainee is at mid-Professional Practice. 

Interim Report 



End of Professional Practice Report Form

Please use the Assessment and Grading Criteria booklets when completing this form. 



End of Professional Practice Report Form
Each section is linked to 

the Teachers’ Standards.

Encourage your trainee 

to complete their 

section, one week 

before the 

triangulation meeting. 

This way the dialogue 

can be more focused. 

Targets should be 

directly linked to the 

Teachers’ Standards

using the Assessment 

and Grading Criteria 

Booklet to aid the 

process. 

Note: to ensure the form is completed in a timely manner, we suggest that the trainee hands 

the form to the Mentor 1 week before the triangulation meeting. This will allow the Mentor 

time to complete their section. 

If both sections are completed prior to the triangulation meeting, the meeting will be more 

focused. 



Grading

Trainees must receive a ‘Pass’ on Phase 1a  progress to Phase 1b. 

Trainees must be graded  ‘Meeting Expectation’ (Grade 3) or better 

on Phase 1b to progress to Phase 2. 

Trainees must aim to pass Phase 2 as a ‘Good’ or better teacher.  



Examples-Outstanding

Standard Grade Given 

Example A

Overall Grade Given 

TS1 1

This trainee would be Outstanding (Grade 1) - five standards are Graded 

Outstanding (Grade 1).  No standards are below Good (Grade 2). 

For a trainee teacher to be graded Outstanding (Grade 1) they need to 

consistently be Good (Grade 2) or better.

TS2 1

TS3 2

TS4 1

TS5 1

TS6 2

TS7 1

TS8 2

Outstanding (grade 1) 

To be graded Outstanding (Grade 1) overall the trainee must be graded Outstanding (Grade 

1) in five of the Teachers’ Standards.  The remaining four Standards must be Good (Grade 

two) or higher to be Outstanding (Grade 1) overall.

Example: 



Examples- Good

Standard Grade Given 

Example B

Overall Grade Given 

TS1 2

This trainee would be awarded a Good (Grade 2).TS2 1

TS3 2

TS4 1

TS5 1

TS6 2

TS7 2

TS8 2

Standard Grade Given 

Example C

Overall Grade Given 

TS1 2

This trainee could be awarded a Good (Grade 2).  I would expect the 

trainee to be able to demonstrate they have achieved elements of Good 

(Grade 2) within the standard graded Meeting Expectation (Grade 3). 

TS2 2

TS3 2

TS4 1

TS5 1

TS6 ME (3)

TS7 ME (3)

TS8 ME (3)

Good (grade 2)

For a trainee to be graded Good, (Grade 2) they must achieve a Good (Grade 2) in 5 of the 

Teachers’ standards.  For any TS graded as Meeting Expectation (Grade 3) the trainees 

must show they have achieved elements of Good (Grade 2) within the Assessment and 

Grading criteria.  To be graded ‘Good’ no grades can be Inadequate



Examples-Meeting Expectation 
Meeting Expectation (grade 3) this grade is below the departmental target for Phase 2 

(final Professional Practice); therefore the trainee will require Meeting Expectation (Grade 

3) intervention.

For a trainee to be graded Meeting Expectation  (Grade 3), they will not have 5 or more 

higher grades; they are likely to have a combination of grades.  They cannot be Meeting 

Expectation (Grade 3) if they are graded Inadequate (Grade 4) in any standard; this is a 

fail. 

Standard Grade Given 

Example D

Overall Grade Given 

TS1 ME (3)

This trainee would be Meeting Expectation (Grade 3); they do not have 

5 or more higher grades, therefore they can not be graded Good.

TS2 2

TS3 2

TS4 ME (3)

TS5 ME (3)

TS6 ME (3)

TS7 ME (3)

TS8 2



Examples- Inadequate (Fail)  

Standard Grade Given 

Example E

Overall Grade Given 

TS1 2

This trainee would not be awarded a Pass grade in this Professional 

Practice as one standard has not been demonstrated at an adequate 

level.  

TS2 2

TS3 2

TS4 2

TS5 2

TS6 2

TS7 Inadequate

TS8 2



Now refer to the Mentor Training Package entitled...

Unit 5: Supporting Struggling Trainees ‘At Risk’

Next Steps...

Department of Children, Education and Communities: Mentor Training. 

Congratulations! 

You have now successfully completed Unit four: Essential Paperwork, along with 

Unit 1 (Being a Mentor) this completes the essential basic training for Edge Hill 

University mentors. 

To further consolidate your training, you will undertake a joint Learning Evaluation with 

the EHU Visiting Tutor to moderate the assessment and grading of your trainee. 

We look forward to working with you in the future and helping you develop your role as 

a mentor and trainer.

Eleanor Davidson 

DCEC ITT Partnership Lead

You may wish to print this screen for your records


