Cause for concern process: all phases

Most trainees will make progress throughout their course.  As with any learner there will be times of slower development and at times learning will accelerate.  This is the normal pattern and with careful monitoring and support through a range of systems (including: coaching and mentoring, university tutors, personal tutors, access to appropriate resources and the effective use of InPlace) they will complete the course successfully. It might be that insufficient progress is being made across 1 or more areas of the ITE curriculum and that targets set via InPlace will be sufficient in supporting the trainee. 

There are however times where some issues are a cause for real concern. This may be that there is a concern that the placement is no longer viable and/or the trainee is in danger of not successfully completing their placement. Such situations are varied and often complex, sometimes beyond the control of the trainee or school. For example, it may be due to schools being unable to provide immediate support for specific individual needs of a trainee; break-down of relationships; poor conduct, behaviour, attitude, attendance or severe lack of progress and evidence towards the ITE Curriculum. 

The principle that we adopt as a School of Education is that we provide clear frameworks for trainees to work within, clear guidance on expectations and a strong level of both general support and targeted help for those needing it.  This can be evidenced in many ways, including via InPlace, tutorials etc. Support and targets should be focused and timebound. Some targets will be set with a very short, agreed completion time – one or two days, others may be longer. This will depend on the placement, context, and programme. Targets however should not be unnecessarily drawn out as this is not helpful to the trainee. Targets and agreed actions, such as explicit coaching following our three-stage instructional coaching approach ‘I do, we do, you do’, should enable concerns to be resolved quickly and facilitate rapid progress.

The following is guidance on how all phases will approach issues which are causing serious concern and the staged way concerns will be addressed and hopefully speedily resolved. It is hoped that in most cases concerns will not escalate beyond stage 1.  It is important this process is followed openly but with appropriate confidentiality.  The setting, trainee and university must all be aware of each stage. The process comes after the general support has failed to resolve an issue and is underpinned by the evidence of what support has already been put in place to support the trainee and the placement.
Concerns will be raised when a trainee is not progressing or in rare cases, adhering to the programme requirements and considered to be in danger of failing the placement. This may or may not result in having the placement terminated. It should not be seen as a punitive process but one that is to support the trainee in making the required progress to continue the placement successfully. 

As a guide it may be for one or some of the following reasons (this list is not exhaustive):

As a guide it may be for one or some of the following reasons (this list is not exhaustive):
	 Progress whilst on placement

	· A trainee is not meeting the criteria for expected development in any areas of the ITE curriculum, despite specific intervention and support.

· Planning or lack of planning fails to give opportunities for learners to progress, planning does not set clear outcomes etc.

· A limited range of assessment strategies are used with no indication of how formative or summative assessment will be undertaken or recorded and does not inform future planning.

· Does not evaluate practice with given support.

· Does not respond or act upon advice given.

· A setting is unable to continue to support specific needs in individuals to enable sufficient and rapid progress.

	 Professionalism
	· Punctuality

· Dress

· Lack of self-critical awareness

· Inability or unwillingness to accept professional criticism

	Professional misconduct
(in rare cases)
	· The trainee is considered behaving in a way which is professionally unacceptable.




Stages:
· Stage 1: Concerns formally raised with trainee and process initiated.
· Stage 2: Formal meeting with appropriate university and/or mentor and trainee.
· Stage 3: Mediating visit made by another member of the university team, usually the School Experience Lead or Module/Programme lead – continue with stage 3 or move to stage 4
· Stage 4: Termination of placement
Stage 2 & 3 may take place in the same visit. Additional visits may be necessary

In rare cases issue may escalate directly to stage 3 or 4

NB: A termination of a placement does not necessarily mean that a trainee has failed the course/programme. A school/setting and the university tutor will make an agreed judgement around the progress made and whether the placement is in a position to continue or needs to be terminated. This information will inform the overall academic decision of the relevant programme made by the university as to whether the termination of a placement is formally recorded as ‘referred’ or ‘deferred’.
Flowchart on the processes and stages of raising a cause for concern

Flowchart on the stages to follow regarding any serious concerns during a placement






 
	Trainees Details:
Name of Setting (where appropriate):
Specialism (if applicable):
	Concern raised by:
Position:
Tel:
E-mail:
Mentor Details (if different from above):
Name:
Tel:
 

	Cause for concern summary: (This form MUST make reference to supportive evidence i.e. a copy of trainee formative feedback, closely linked to the impact of progress on the settings learners/trainees as well as reference to the areas of the ITE curriculum and where appropriate the Teaching Standards)
Did an informal discuss take place and targets set (placements: via Inplace for primary and secondary)?

Yes/No (if no, please give reason)
 

	Actions already undertaken: (This form MUST refer to examples of actions taken, there is an expectation the trainee has received verbal/written feedback on performance /action plan /discussion with mentor/tutor /evidence of mentor and tutor working together, this will be evident on InPlace (for primary and secondary) TEAMS (for EY) and portfolio (for FESS) or attendance records) 
Agreed next steps/actions with strategies i.e., how, or what will be done to achieve the actions/next steps:
The trainee will:
The setting/university will:
 Actions should be focused and time bound. Some actions will have a very short time period set, others may be longer and/or ongoing.

	Was an additional visit/support needed by university tutor? Yes/no            
Further agreed targets where appropriate:
 

	Date:
Signed: trainee                               Mentor (if applicable):                           university Tutor:       

 

	NB:   If an additional visit at this stage was not made by the university, please confirm that relevant school and university tutors have been informed by mentor: Yes/no

Name of university tutor:                                       Other relevant setting tutor:


	Stage Two
 Cause for concern formal meeting to take place: 
With trainee, mentor and university school experience tutor (where applicable)



	Date of first formal meeting:
 

	In attendance
Trainee’s name:

Mentor’s (where applicable) Name:

University tutor name:

 

	Cause for concern summary: (this form MUST be submitted with supportive evidence i.e., a copy of trainee formative feedback on their poor performance)
 

	Actions taken to date: (This form MUST refer to examples of actions taken, there is an expectation the trainee has received verbal/written feedback on performance /action plan /discussion with mentor/tutor /evidence of mentor and tutor working together, this will be evident on InPlace (for primary and secondary) TEAMS (for EY) and portfolio (for FESS) or attendance records) 
Agreed next steps/actions with strategies i.e., how, or what will be done to achieve the actions/next steps:
The trainee will:

The setting/university will:

The university tutor will:

 Actions should be focused and time bound. Some actions will have a very short time period set, others may be longer and/or ongoing

 

	Date:
Signed: Trainee:                                          Mentor (where applicable):                                      
University Tutor/Programme Leader:
 

	Concern resolved /have targets been met?         Yes/No                     Date:
If yes, the procedure ends, if no move to stage 3
 

	Copies to be given to trainee and university tutor. Mentor, please confirm this form has been uploaded as a document on Inplace.                       Yes/No   (delete as appropriate)
University Tutor please confirm that you have informed the relevant SE Lead or phase lead (university).                            Yes/No    (delete as appropriate)
 


	Stage Three 
Placement:  Mediating University Tutor Visit
(Usually, SE Lead for primary phase or module/programme Lead: all other phases)
Please note this visit is not to make a judgement beyond what has been agreed with the mentor, trainee and university tutor but is designed to offer additional support/ targets to further progress where appropriate (this may be a contextualised coaching visit). The mediating tutor may offer advice or support in situations which have not been resolved or concluded during Stage 2.



	Date of mediating visit or meeting:

Name of trainee:

Setting name (if applicable):

 
	In attendance (complete as appropriate):

Trainee:

Mentor:

University mediating tutor:

Other:

 

	Cause for concern summary, this should relate to stage 2: (This form MUST be submitted with supportive evidence i.e. a copy of trainee formative feedback on their poor performance)
 

	Further Action agreed: (This form MUST refer to examples of actions taken, there is an expectation the trainee has received verbal/written feedback on performance /action plan /discussion with mentor/tutor /evidence of mentor and tutor working together, this will be evident on InPlace (for primary and secondary) TEAMS (for EY) and portfolio (for FESS) or attendance records) 
The trainee will:
The setting will:
The university will:
If it is agreed that the placement needs to be terminated, the mentor must complete the Termination of Placement Form (available on ITE partnership website or from the relevant SE lead/programme lead).

	All attendees to sign on agreed action:

Mentor:                                               Trainee:                                   University Tutor:

	 


	Stage 4 Placement
REPORT PROFORMA FOR A TERMINATED PRACTICE



This form is to be completed by the University Tutor or Mentor on the termination of a setting experience.

It is an essential record of the reasons why the practice has been unsuccessful and will also be instrumental in helping a trainee move forward in their learning.

	Name of Trainee:  
	 
	Name of Setting:
	 

	Name of Mentor:  
	 
	Setting phone number:
	 

	Date of termination:                                         
	 
	Setting email:
	 

	Placement experience: 
	BA 1
	     BA2
	BA3
	PGCE ISE
	PGCE FSE
	SEC PGCE
	FESS
	EARLY YEARS

	
	
	
	
	
	
	
	
	


Please record the progress made with regards to the themed areas of the ITE Curriculum, for this stage of their training, (note that any one area where progress is not being made or partially being made is reason for a termination of placement):

	Area of the ITE Curriculum
	Behaviour Management and Welfare
	Pedagogy and adaptive teaching
	Curriculum
	Assessment
	Professional Behaviour

	Has progress been made? Yes (Y)/No (N)/Partially (P)
	 
	 
	 
	 
	 


	Reasons for Termination of Placement:

	 


	Recommendation for Future Action (to include provision in the setting if applicable):

	 


	Trainee has been able to demonstrate strengths as follows:

	 


NB – We would urge any trainee in this position to consider making an appointment to discuss this matter with your personal tutor and/or Trainee Counselling services.

Signed:  (mentor)                                         (university tutor)                                            (trainee)

Copies to:  mentor / head teacher / university tutor / class teacher / trainee / partnership administrator / SE co-ordinator
Begin Stage 1 Cause for Concern.


Mentor formally raise concerns (using stage 1 cause for concern pro-forma). Appropriate targets and actions agreed with deadlines. Where appropriate, Mentor to share information with relevant school personnel (ie PCM or senior mentor) and university school experience tutor or relevant module/programme lead.








Concern ongoing:  escalated to Stage 3


Placement: University Programme Leader/School Experience Lead visit arranged to mediate and support next steps. Head of placements notified.








Concern ongoing: Significant risk of placement or programme being terminated and/or trainee at significant risk of not meeting the Standards.





Cause for Concern raised to Stage 2.





 Mentor must inform relevant school PCM/Senior mentor and university tutor. Formal Cause for Concern meeting must take place with trainee, mentor and university tutor.





Cause for Concern stage 2 completed with a revised action plan ensuring appropriate targets, actions and deadlines are set.








Stage 4: 


Placement ends, termination of practice form completed and signed.





Review of targeted actions. Additional progress visit/meeting by university tutor or professional tutor meeting may be appropriate without concern necessarily escalating to stage 2.





Review of Cause for Concern 





Concern Resolved:


No further action required








Concern Resolved:


No further action required








Placement continues successfully with additional guidance, support and targets set by mentor or personal tutor, supported by relevant setting /Senior mentor and university tutor/s.





STAGE ONE: Cause for Concern


(Where initial informal discussion has not resolved issues and concerns are continuing) (Initial concerns formally raised and noted by setting








