
 1 

 

 

HAZELWOOD SCHOOLS 

Trainee Information 

 

 

Welcome!! 

We are delighted to welcome you to our Schools. We hope that your 

stay will be an enjoyable one.  It is always very strange when you start 

a new school – everybody knows everybody else and they all appear to 

know what they are doing.  Don’t worry, we have been through the 

experience (some of us several times!!) and we will all help you to 
become a member of the team.  You will find that you will become an 

integral part of the school surprisingly quickly! 

However, please remember, if you have any problems just ask! 

We believe that Hazelwood are extremely happy schools.  We are 

totally committed to working for the benefit of the children. 

We believe that you will find inspiration, challenge and enjoyment while 

you are at Hazelwood Schools. 

 

With best wishes 

 

 

 

Headteacher     Deputy Head Teachers 
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To all Students 

Hazelwood Schools enjoy working with students and extend the warmest of 

welcomes to you.  We know that this can be a really stressful time, but rest 

assured everyone here wants you to do well.  I am sure you will find us 

supportive and encouraging.  My job is to help you and/or your class 

teachers with any concerns you may have.  Please do not hesitate to 

approach me, because if you succeed – the school succeeds. 

As a mentor it is my responsibility to offer support and guidance to 

students and teachers in training.  Along with your class teachers, I 

monitor your planning and classroom practice.  I will give you feedback and 

advice about developing your competencies and will, in consultation with the 

class teacher, contribute to your on-going assessment and collection of 

evidence against the standards, leading to Q.T.S. 

May I wish you a happy and productive time in our Schools. 

Good luck with your teaching practice. 

 

 

Mentor  
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What Hazelwood expects from all Trainees 

 

During your time in our Schools you will take on the role of Teacher in all 

ways and we hope you will make the most of the many opportunities you will 

have. 

These are very busy Schools and we hope that you will get involved in the 

different activities and events that regularly occur. 

 

Punctuality 

Arriving in School in good time at the start of the day is essential, as is 

working after School, to mark work, put up displays, attend meetings etc.  

Most of the staff are in school, just after 8 a.m., to prepare for the day.  

School hours are from 8.55 a.m. - 3.20 p.m. in the Juniors and 8.55 a.m. - 

3.15 p.m. in the Infants. Teachers need to be ready to receive the children 

5 minutes before school begins. 

The latest you should arrive is 8.30 a.m. If you are going to be late, please 

ring the school office (0208 886 3216) to leave a message so your class 

teacher can be informed. 

 

Absence from school 

If you are sick, please ring the office before 8 a.m. to inform them that 

you will not be coming in.  Please ring again about 3-4 p.m. to tell us if you 

will be absent the next day.  If you need a day or half day for interviews, 

please tell your class teacher/mentor at least 3 days in advance. 

 

Dress code 

You will notice that staff in the School maintain a high level of personal 

appearance and we expect the same of you.  As teachers we are positive 
role models for all the children in the School.  This involves appropriate 

clothing that reflects the professionalism of everyone.  Smart casual wear 

is acceptable but scruffy jeans; leggings and sloppy jumpers do not convey 

the right message.  Please be mindful of what you wear – be smart!! 

All Staff/Trainees are expected to dress appropriately for PE/Games (see 

guidelines). 
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Confidentiality 

It is important that any information about a child’s learning or personal 

circumstances is not discussed outside the classroom.  We welcome offers 

of help in the classrooms, and we have produced guidelines, that include 

matters concerning discipline, safety and conduct. All adult helpers go 

through these at an Induction session. 

 

Lesson Preparation 

In line with the expectations of your college, we expect you to be well 

planned for the time in our School.  Your weekly plans should be based on 

the termly or year plan for the year group in which you will be working. 

Details of these can be found in your year groups folder on the server. You 

should discuss with your Class Teacher areas of responsibility for the 

length of your practice. 

A teaching file/Lesson plans should be kept up to date and regularly shared 

with your Class Teacher and Mentor.  It will remain a public document and 
must be kept accessible.  Lessons should also be thoughtfully evaluated in 

order to refine your skills of self-analysis and reflect on the effectiveness 

of your work in terms of developing the children’s learning. 

 

Attending Meetings 

We have a Staff meeting after School on a Monday and on a Wednesday 

lunchtime at 12.45 p.m.  You are expected to attend these meetings unless 

you have permission from your mentor to miss them (or if advised 

otherwise).   It will also be necessary for you to attend additional planning 

meetings with your teaching colleagues.  Please negotiate with your Class 

Teacher or Mentor to confirm this. 

 

Additional roles 

You might work alongside the teachers when they are on playground duty or 

you might be expected to go on a visit. 

Above all, remember that while your development as a professional is 

important, the development of the children is always your first 

priority. 
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What Trainee Teachers can expect from Hazelwood 

We are a school committed to the training and development of Teachers, so 

we will provide support for you in the following ways: 

 

Regular mentor meetings, when any issues or concerns you may have can be 

discussed. 

 

Written observations and feedback on your professional development from 

a variety of Staff, including mentors, Class teachers and the Head teacher. 

 

Support with your planning from your Class Teacher and year group team. 

 

Opportunities to observe good practice in a range of curriculum areas or 

age groups. 

 

Opportunities for personal development and development of subject 

knowledge through Staff meetings or other training. 

 

Involvement in parent meetings (where timings are appropriate). 

 

Opportunities to try out your own ideas or different approaches. These 

could include changes to the established routines and classroom layout. 

Please do negotiate these with your teacher. 

 

We are committed to supporting your development so please do not 

hesitate to talk to your Class teacher and/or mentor about additional 

areas of interest or concern 

                  

 

 

 

  



 6 

Getting on with your Teacher/mentor 

 

It is obviously very important that you develop a good working relationship 

with your Class teacher/Mentor, but here are a few points to remember: 

All of the Staff in the School are very busy and will find time to support 

you as long as you choose an appropriate time to question/talk to them. 

Try not to ask a Teacher to justify everything they do, but concentrate on 

picking up things by observing and asking questions at convenient times.  

Maybe make notes of questions to ask at an agreed time. 

Be willing to help out during your early days in the School and do not be 

afraid to use your initiative around the classroom. (While remaining 

sensitive to the Class teacher of course!!)  Listen to a child read, discuss 

work etc… 

Get involved with children working and show that you understand that their 

development is the main priority in the School. 

 

Dealing with problems 

 

Obviously we hope everyone has a positive and successful experience whilst 

at Hazelwood.  However there might be times when additional support is 

necessary. 

If problems arise, you should discuss things with your Class Teacher in 

order to look for support or strategies for sorting out difficulties. This we 

hope will be at an early stage. 

Your Mentor is also available to discuss issues relating to your professional 

development, or another member of the SMT will always be happy to talk to 

you. 

 

Whatever happens – do not try to cope with things on your own.  All of the 

staff in the School will be supportive if they know of any difficulties you 

might be having. 

                                          

Good Classroom Practice 

 

Getting it right! 

We hope these notes in respect of certain classroom situations will help 

you to get the best possible work out of your children and, indeed, from 

yourself. 
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Beginning of a session 

Let the children know you are there and in control. 

Have all resources ready, labelled and suitably placed. 

Children will need to know your expectations. Where do reading bags go?  

Where do you keep playtime toys etc? 

Have a set procedure for dealing with disagreements (particularly after 

lunch).  Use circle time regularly (ask for guidance with this). 

Ensure the children know the set routines for the start of the morning and 

afternoon sessions, for example: 

.         Tasks on board, work on desks 

.         Talking/listening times as a group/rules for listening and responding. 

.         Handing in money, letters etc (at start of day).                           

Please do not interrupt other classes or send messages unless it is 

absolutely necessary. 

Often interruptions involve requests for resources.  Try to avoid this by: 

.     Pre-planning 

.     Returning equipment 

.     Communication between staff members 

 

End of a Session 

Have a clear end/plenary when such activities as the following could take 

place (do leave enough time for them): 

Summarise the work completed 

Look at examples of good work 

Have a self-assessment period when children are encouraged to reflect on 

their own/their group’s work and are invited to comment. 

Collect work and replace resources (a set procedure is advisable). 

Discuss what will happen in next session, if appropriate. 

Celebrate success. 

These are some procedures/ suggestions for dealing with unfinished work: 

(also take advice from your class teacher/Mentor). 

∗ Work taken home (if it is understood) 

∗ Work could be completed during breaks, if supervised. 

∗ Comment written at end of work. 

  

Finished work 

Here are some considerations on this issue: 
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∗ Do the children know when they are finished? 

∗ How can you be sure it is their best work? 

∗ Are targets set or do they just carry on? 

∗ When they are finished where do they place their work? 

∗ Do they show it to you? 

∗ Hand it in? 

∗ Put it on their desks/in their trays? 

 

Some suggestions 

Activities, when they have finished, which will encourage the children to be 

self-reliant: 

Work cards/worksheets 

Improve presentation 

Project work 

Handwriting sheets 

Read or play a game on carpet 

Continue a story 
Help other children.  …Etc. 

 

Obviously you need to pre-plan and the children have to be aware of your 

set procedures if they are to take responsibility for their own learning. 

This is an important aspect of class management. 

 

Approaching the Teacher 

1. Make the position clear for each lesson – in some the children will put 

up their hands, in others they may come out.  They must know. You 

could have a specific signal, to gain the attention of the class. 

2. Children must always use your name- they should be encouraged not to 

shout.  Try at all times to not shout yourself, and remain controlled! 

They say, a noisy teacher, can make a noisy class! 

3. Ensure they always ask for help in a good clear sentence. 

4. Be positive. 
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Resources 

The children should know the location of and be responsible for the 

following equipment: 

Pencils, rubbers, crayons sharpeners and rulers.  They could be kept on 

desks or collected in and stored in a set place in the classroom.  Everything 

should be labelled for the children. 

Scissors, glue. Paper, mathematics equipment.  These should be kept in a 

specific location, not free access. Should there be monitors to give out and 

collect in? 

Reading corner.  Is there free or easy access?  Is there a set time for 

changing books? How is it organized?  Are there signing out books?  Are 

there fiction/non fiction sections? 

Your personal books, teaching materials, may need a space. Negotiate this 

with your class teacher. 

Work books – How are they collected in, from individuals, from groups or by 

monitors?  Have a place for marked books.  What happens to old 
books/workbooks?  You should have a set procedure planned. When is work 

put in folders? 

Displays and exhibitions. Is there free access?  Are there models?  You 

have to plan the learning environment. 

Preparation – have all resources ready and strategically placed.  If the task 

is new to you try it out yourself first.  Ensure discipline when children 

enter the room.  Anticipate disasters – water spillage (water container in 

another safety container?) etc.  

Clearing up - this should be quiet, orderly and well done, try to involve the 

children as much as possible.  Show consideration for cleaners by checking 

sink and floor. 
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Safety 

1. No objects are to be thrown in the classroom 

2. Be wary of dangerous objects: knives, scissors, pen tops, cleaning 

chemicals, string, ropes, needlecraft, drawing pins etc. 

3. For PE safety rules see the guidelines. Trainee teachers always need to 

be supervised by a trained teacher in PE. 

4. Make sure that movement round your class is controlled. 

5. Do not leave your class unsupervised. 

6. Discourage your children from leaving the classroom (going to the 

toilet). Monitor this closely 

7. If you take a class outside in the playground or wildlife garden, you will 

need to take a walkie-talkie. 

 

Wet Dinner Hour 

1. Be prepared if you know it is going to be wet: 

          -   in each classroom, there is a box of toys/puzzles for wet play. 

- stop in good time 

- clear away work 

- remove dangerous objects to safe place 

- above all – understand the routines; ask the lunchtime supervisor 

who will remain with the class, all year.  

2. Give clear instructions and reminders to your Class every time: 

- no running around 

- no noisy games 

- no wandering around the corridors 

- at lunchtime they ask the lunchtime supervisors before leaving 

the room. 


