QA1 Mentor Meeting

Arranged prior to start of placement – approximately 15 minutes online.

Prior to Meeting
· Check allocation email
· Check mentors details are correct on Inplace
· Email mentor as soon as possible after allocation (see link tutor space for exemplar email) to introduce yourself and arrange QA1 meeting
· If mentor details are not on allocation email, email foementoring@edgehill.ac.uk or phone the school to request mentor details
	
During Meeting

Log into Abyasa Edge Hill Abyasa Pro | Participant :: Home and Inplace Education placements | Edge Hill University immediately prior to meeting 

· Introduce yourself
· Share the purpose of meeting (get to know the mentor and sharing of fundamental information)
· Share Abyasa screen and check questions/prompts with them
· Check Inplace details are accurate (Mentor name and email address and key stage)
· Discuss fundamental entitlements
· Weekly completion of a Weekly Development Summary (WDS) by mentor
· Weekly lesson observation (by any qualified teacher) 
· Subject specific Lesson Observation Forms on Abyasa
· Weekly Review Meeting (protected time with mentor and trainee to go over week’s progress and set targets for following week)
· Share and discuss Subject Component Grid
· Ask trainee to print it out and highlight it as they meet the different statements and then bring to Weekly Review Meeting
· Share and discuss placement expectations sheet
· Discuss further QA visits
· QA2 – Week 2 to meet online with trainee and mentor to check initial progress and provide feedback about their WDS completion
· QA3 – Half Way point visit to school to watch the trainee teach together
· QA4 – Final week to check completion of placement
· Invite any questions

QA1 Trainee Meeting

Arranged prior to start of placement – approximately 15 minutes online.

Prior to Meeting
· Check allocation email
· Email trainee as soon as possible after allocation (see link tutor space for exemplar email) to introduce yourself and arrange QA1 meeting

During Meeting

· Introduce yourself
· Share the purpose of meeting (get to know the trainee and check their placement readiness)
· Trainee to talk through pre-completed contextual analysis grid
· Go over checklist to assess trainee readiness
· Ask about any student support plans/Risk Assessments
· If have one, discuss approach to sharing with mentor
Share and discuss Subject Component Grid
· Ask trainee to print it out and highlight it as they meet the different statements and then bring to Weekly Review Meeting
· Discuss Professionalism
· Arriving Early and Staying Late
· Dress smart
· Sit in staffroom and talk to a range of staff
· Offer to support teacher, even if own needs are met
· Fully commit to school as if a member of full time staff
· Explain Link Tutor Role (QA of mentor but also support to trainee)
· Discuss further QA visits
· QA2 – Week 2 to meet online with trainee and mentor to check initial progress and provide feedback about their WDS completion
· QA3 – Half way point visit to school to watch the trainee teach together
· QA4 – Final week to check completion of placement
· Invite any questions

