The Role of the Professional Tutor
Communication

· To ensure efficient communication between the school and KMT GTP
· To be the key person in the school via whom all communication between KMT GTP and the school is sent

· To represent the school at Professional Tutor meetings organised by KMT GTP
Recruitment

· To represent the school at interview with the prospective GT

· To coordinate and write the formal application to KMT GTP – liaising with the GT, the school, the Mentor and KMT GTP
Management of Training

· To liaise with the Training Manager and other Professional Tutors from across the Consortium to plan for the second school experience

· To oversee the completion of the needs analysis and the writing of the  subsequent individual training plan

· To oversee subject specific training (especially important in the case of non PGCE subjects)

· In discussion with the Mentor, to arrange for the GT to meet relevant members of staff in the school

· To arrange for the GT to be attached to a tutor group and to ensure that the tutor understands his/her role in the GT’s development and assessment

· To support the Mentor in the school 

· To meet formally with the GT at least once a fortnight

· To liaise with the Mentor to plan the induction programme
Assessment of GT

· To mark the professional assignments

· To ensure that subject specific assignments are marked in school by subject specialists and then ensure that the assignment is moderated as per the Training Manager’s plan

· To observe the GT formally once per term (six term year) and send copies to KMT GTP
· To complete the interim progress checks and summative assessments with the GT and Mentor as per the calendar

· To read and review a sample of the reflective journal items which the GT writes

· To review the portfolio of evidence of meeting the Q standards at regular intervals as per the course calendar (and especially prior to final assessment)

· To liaise with named assessor re three formal assessment visits during the year

Monitoring and Quality Assurance

· To uphold the partnership agreement between the school and KMT GTP
· To meet every 2 terms (six term year) with the Head teacher to discuss the progress of the GT and to communicate the outcome of the discussion with the Head teacher to KMT GTP
· To oversee the general well being of the GT in the school

· To develop the work of the Mentors by sharing good mentoring practice across departments

· To ensure that the GT receives written feedback after lesson observation 

· To monitor that mentor meetings are scheduled and take place every week

· To monitor the consistency of experience of a GT by reviewing copies of Mentor Meeting Records and lesson observation feedback 

· To complete relevant documentation as required

· To monitor the subject specific training element of the GT’s programme

· To ensure that the GTP QTS  Course Calendar is followed in the school

· To check the GT’s portfolio as required by KMT GTP
· To contribute to the annual GTP evaluation

· To ensure that the Mentor is able to attend mentor training sessions during the year 

· To arrange for joint observations of the GT by the Mentor and the Professional Tutor

· To meet with Training Manager and other Professional Tutors as per the Course Calendar

