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Introduction 

The main purpose of placement is 
to give you the opportunity to 

demonstrate your development as 
a teacher and ultimately to show 

that at the conclusion of your 
studies you have achieved the 

GTCNI competences and can be 
awarded Qualified Teacher Status. 



Sources of 
information

• Please consult the School 
Based Work hand- book 
regarding dress code and 
behaviour and etiquette in 
schools

• An updated version is  
available on Canvas in the 
PSP3 Course folder and on 
the College website 

• We suggest you read this 
before your block of SBW



Policy Documents for Placement
on Canvas







Placement 
Structure
Block 1 

Chosen phase - 4 weeks

Monday 17th February - Friday 
14th March 2025

Block 2  

Other  phase - 3 weeks

Monday 17th March – Friday 4th

April 2025



Teaching Pattern - Year 3 BEd Primary       



Year 3  BEd Primary

School 
Placement  

Specific 
Guidance 2425



Specific Requirements 

1. Maintain an electronic teaching file that contains:

• School information

• Medium-term planners

• Daily lesson planners and resources

• Lesson evaluations (completed on daily lesson planners)

• Weekly target setting

• Competence grid 

2. Hard copy folder that contains:

• A variety of pieces of assessment evidence and 
methods of tracking learning to showcase your ability in 
monitoring and assessing pupils’ learning



Year 3 - Specific Requirements
• Plan and teach 3 lessons each day

• Plan a minimum of 3 medium term planners in each phase across relevant areas of the 
NIC

• Plan for and manage 3 reading groups and include this as one of your lesson plans

• If placed in FS or KS1 plan for two/three play activities using the play planner and take 
responsibility for these activities throughout your phase.

• Engage in daily evaluations using the last column on the lesson planner to record these 
for each lesson.

• At the end of each week engage in target setting by reflecting on daily evaluations across 
the week. Targets for the week ahead should focus on (a) pupil learning and (b) your own 
professional role

• Include at least one lesson that demonstrates evidence that you have considered and 
incorporated either computational thinking and/or computing.



Specific Requirements
• Make differentiation explicit in medium term planners and in lesson plans utilising a range of strategies.

You should indicate the groups/individuals you are differentiating for how this will be done. Consider more

bespoke approaches for those children with special or additional needs.

• Use a range of assessment strategies and methods to assess, monitor and track pupils’ learning and show

evidence of this in the hard copy folder.

• Detail the role of the classroom assistant in lesson planners so that roles and responsibilities are clear

• Engage in a range of organisational patterns – whole class, group teaching and individual support.

• Teach the full range of the Northern Ireland Curriculum subjects as far as possible.

• Teach your lessons consecutively, managing the transition between activities



Specific Requirements

• Gain experience in managing classroom routines (morning routine;

preparation for break/lunch; going home)

• Incorporate ICT into your teaching as much as possible

• Act as a teaching assistant when not teaching

• Engage in wider school and extra-curricular activities where feasible

• Maintain your competence grid as your placement progresses regularly

adding evidence to match the year 3 competences stipulated



Electronic File
Folder Structure 



Electronic Teaching file 
• Create a placement folder on your laptop/ tablet/so that is easy to access

• Your Placement Folder represents a portfolio of evidence which is reflective of your developing 

competence in and understanding of the ‘plan-do-review’ cycle but also is indicative of your 

professionalism as a teacher. It should be personal to you and to the classes that you are teaching. It 

should therefore be well organised, carefully laid out and should exhibit high standards of presentation. 

• Your College tutor will need to see your placement folder during visits, and your class teachers and 
school principal will need to be able to view your folder. Share your plans with class teachers regularly. 

• It is your responsibility to provide tutors with access to your electronic folder when they visit. 

• Your electronic file must be shared with your main tutor by 5pm on Friday 14th February 2025 prior to 
the beginning of placement. This link should remain live throughout the placement block.   



▪ The day your tutor is visiting make sure you print out a hard copy of the lesson plan, the relevant resources 

that you will use to support the lesson and the medium-term planner linked to the lesson

▪ Only write lesson plans for lessons that you will actually teach.

▪ You are required to teach three lessons each day. However, activities and events that are not part of the normal 

classroom routine such as day trips, visiting drama groups , special assemblies etc. mean that you may not be 

able to teach your full quota of  lessons. You can still learn by taking part and helping out in these other 

activities Please note this in your file.

Saving as PDFs: 

• Sometimes the formatting of documents with tables, grids, topic webs etc. can become distorted when you are 

uploading them. One way round this is to save such documents as PDFs.

• When you have finished the document in Word, go to File … Save As … Save As Type … PDF.

Electronic Teaching file 



Electronic Folder 
Structure 

Create a folder on your 
Desktop as follows

Within this folder create 5 
folders



School Information

Folder 1



School Information folder 
In the school information folder add a sub folder called:

Class information 

This should include the following information:

• School background and situational analysis (some brief 
information about the school). Principal and host teachers’ 
names and the classes you will be teaching.

• Class lists using first names only.

• Classroom seating plans.

• Class ability groupings for literacy, numeracy, reading and 
spelling.

• Information on children with special or additional needs to 
include children with statements and PLPs. If you can note 
key areas of need and targets regarding these children, this 
will suffice and will help support planning.

• Other relevant class information such as class 
charters/rules/ classroom routines that are relevant.

• All the above information can be included in one word 
document for each class



School Information folder 

In the school information folder add a second 
sub folder called: School Policies 

Access and include the following in this folder:

• Child protection policy

• Pastoral care policy

• Homework policy

• Acceptable use of internet policy

• Marking and feedback policy

• Positive behaviour policy

• Health and safety policy



Medium Term Planning

Folder 2



Medium Term Planning Folder



Medium Term Planning Folder 

Please clearly label you medium 
term planner documents (word or 
PDFs) as outlined:

• Medium term planner
• Key stage
• Learning area
• Topic or Title 



Medium 
term 
planners (1)

These should 
relate to the 
lesson content 
within your 
planner 



Medium 
Term 
Planners (2)













Play planner



Daily Lesson Planning

Folder 3



In each weekly folder, you should include:

• Lesson planners for each day using the lesson planning template which 
covers  3 lessons

• Each document should be clearly labelled with the day and date
• Include any other materials, resources, PowerPoints, worksheets or other 

information relevant to the lesson

Friday 10th February – Daily Lesson planner

Friday 10th February - Literacy lesson resources

Friday 10th February - Numeracy lesson PowerPoint 

Friday 10th February – Numeracy Lesson worksheets

Friday 10th February - WAU lesson PowerPoint  

Friday 10th February – WAU lesson carousel activities and tasks

Repeat this process for each day of the week

Daily Lesson 
Planning Folder

In your daily lesson 
planning folder create a 
folder for each week



Daily Lesson planner- page 1



Daily Lesson planner – page 2



Daily lesson notes

The classroom assistant

Where appropriate, include specific 
detail in your daily lesson notes as to 
how you will utilise the classroom 
assistant/s to support the teaching and 
learning within your lesson. 

This is an important area of 
competence.

Professional competence 16



Differentiation

Endeavour to use different modes of differentiation and 
document this clearly in your planning 

There should be evidence of a range of differentiation 
approaches

▪ Outcome

▪ Task - different tasks for different groups/individuals and how 
it is matched to cater for specific needs

▪ Support - peer/teacher/CA; specify the nature of the support 
for individual children or groups

▪ Resource/s- the nature and type of resource/s used

▪ Grouping- individual/paired/group/whole class

Take care with your use of language. Refer to less able or more 
able or refer to group names and/or use initials of individual 
children as required 





Reading/literacy  
planner

(3 groups)



Weekly Target Setting 

Folder 4



Weekly Target 
Setting folder

• At the end of each week it is important 
that you reflect on the teaching and 
learning that has taken place across the 
course of the week.

• Read your daily lesson evaluations and any 
notes or annotations that you have made 
on your planners

• On the basis of this reflection, set targets 
for the week ahead which are related to:

(a) the children’s learning

(b) your own teaching





Pupil 
Pupil Learning 

Consider the learning that has or has 
not taken place across the lessons 
delivered around your topics/themes. 

Identify the focus for the week ahead in 
these areas as appropriate.

What changes will you make to your 
plans to ensure effective learning and 
pupil progress?

What approaches will you continue to 
implement or perhaps change?

What concepts will you repeat/reinforce 
or progress? 

Are the  children to ready to move on? 

What is next? 



Own teaching 

Focus on your own professional 
role as a teacher and your 
developing competence.

Refer to the GTCNI(2011) teacher 
competences.

Highlight your areas of strengths

What areas of competence do you 
need to focus on going forward?

Identify one or two clear action 
points for development and 
improvement.





Year 3 Competence Grid

Folder 5



Year 3 BEd

Competence 
Grid 





Competence 
grid 
example

evidence 



Hard Copy Folder

Assessment Evidence 





Placement Assessment
Year 3 BEd



Placement  Assessment

• SBW placement is worth 80% of the 
total module mark for your 
Professional Studies and Placement 
module in Year 3

• The remaining 20% is for the 
coursework assignment

• You are encouraged to look at the 
grade descriptors which tutors use to 
assist the allocation of grades

• Please also refer to the Tutor’s report 
Form available on Canvas



Placement 
Grade 
Descriptors



School 
Based Work 
Report

24/25

page 1



School 
Based Work 
Report

24/25

page 2



Tutor Visits/Observations

• You will be assigned a main tutor for 
your placement.

• Your main tutor will carry out two 
observations and will construct two 
separate reports.

• One will occur in block 1 and the second 
will occur in block 2 as far as possible. 

• You will have a 3rd visit from an APA –
Associate Placement Assessor( school 
principal)



Tutor Visits/Observations

• Students will normally receive advanced notice 
of a tutor visit.  However, tutors do reserve the 
right to conduct unannounced visits if required. 

• It is likely that tutors will have a visit schedule 
planned in advance, so it is important that 
students continuously update tutors with any 
dates / times that do not suit for a visit as soon 
as they become known, so that this schedule 
can be adjusted. 

• The tutor and/or the student will make contact 
to inform the school of the proposed visit. 



Information for Main Tutors 

• All students must provide their main tutor with the key information needed to 
plan school-based visits.  

• This information may include: school closures, key times in the day (e.g. school 
starting / finishing time, break time, dinner time), school trips, school events, 
days that the main class teacher does not teach and anything else deemed 
relevant to a potential tutor visit.  

• This information should be relayed to tutors before placement commences and 
should be updated as circumstances change or evolve.



Placement Assessment
The following 7 key pillars will be reviewed in coming to a 
decision about your final mark for placement.

• Teaching File

• Lesson Evaluations

• Competence grid

• Lesson Observations conducted by the Placement 
Supervisor

• Post – lesson discussions between the supervisor and the 
student

• Discussions between the teacher and the Supervisor

• Report from the school



Tutor Discussions with Students

• Tutors will schedule 2 feedback sessions with 
each student during placement.

• The purpose of these is to provide support and to 
assess your planning and teaching.

• They are professional learning conversations.

• These discussions will be an integral part of the 
assessment of the placement element. 

• The indicative time for each conversation is 
approximately 30 minutes to one hour although 
this may vary

• After the discussion the tutor will complete the 
school-based work report noting key actions. This 
will be shared by with the student. 



Tutor Discussions 
with Schools

• The tutor will also schedule  
discussions with your class 
teacher or a  senior member of 
staff and the school principal 

• Ideally these will take place 
before each  discussion with 
the student where possible so 
that feedback from the school 
can be included



Moderation

Moderation of placement assessment 
happens through a sample of students being 
visited by an additional tutor and by the 
External Examiner.  

As every year, a small number of students 
will therefore have an additional 
moderation visit

Students will be notified if they are to be 
involved in the moderation process. 



At the end of 
placement……….

• At the end of placement you are required to 
ensure all the contents of your placement file 
is up to date and that your competence grid 
has been completed.

• The deadline for doing this is:

by 5pm on  Monday 7th April 2025

• If a student is required to make up any missed 
days after the placement block, the amended 
file completion date will be discussed and 
agreed with the main tutor.



General 
Advice



Absence 

• Students must make up for any absences (block, observational or day visits),
including exceptional circumstances and illness, on other dates and should
indicate that these have taken place on their attendance record.

• Arrangements should be discussed and agreed directly with the school and
normally approved by the School Principal.

• Students do not have to make up days that are missed for reasons out of their
control, e.g. school closure, placement not yet confirmed etc.



Absence 
On the morning of any absence, students must:

• inform the school as soon as possible

• contact the College Placement Team before 8 am by emailing: placements@stran.ac.uk

stating: their name, year, school, the reason for, and possible duration of the absence. This

will allow the Team to notify any tutors of absence and avoid visiting the school unnecessarily.

• contact their main tutor to inform them of the absence (before 8am)

• Absence of more than seven calendar days requires a medical certificate which must be

forwarded to Student-Absence@stran.ac.uk.In addition an absence form must also be

completed

https://stran.sharepoint.com/sites/StranmillisStudentIntranet/SitePages/Absence.aspx?web=

mailto:schools@stran.ac.uk
mailto:Student-Absence@stran.ac.uk
https://stran.sharepoint.com/sites/StranmillisStudentIntranet/SitePages/Absence.aspx?web=


Absence

• Students should not normally be absent for any reason other than illness during 
placement.  However, if there are other exceptional circumstances that may need 
an absence, students should complete the relevant online form 
https://stran.sharepoint.com/sites/StranmillisStudentIntranet/SitePages/Absence
.aspx?web=1 at least 2 weeks beforehand. This should be emailed to Student-
Absence@stran.ac.uk giving adequate reasons to support the request.

• Any planned exceptional absences must also be discussed and agreed with the 
School Principal.

• Students are expected to behave as members of staff in the school and as such 
should not be taking any time off for purely personal reasons such as routine 
dental appointments, driving tests etc.  

https://stran.sharepoint.com/sites/StranmillisStudentIntranet/SitePages/Absence.aspx?web=1
mailto:Student-Absence@stran.ac.uk


Confidentiality

• Be careful to adhere to the GTCNI code of values - look them up 
again (Canvas)

• Be careful about social networking sites… they are social/public 
and not private!

• Demonstrate professionalism at all times.

• Show loyalty to your school, the children, staff and principal

• Do not discuss school business in public areas.



Professionalism
• Remember you are showcasing yourself for 

the future! First impressions last.

• ‘Small ’ things count

time keeping 

attitude and enthusiasm

Initiative taking

commitment

work ethic

These will be picked up by schools very quickly!



Student Support in College

Remember that the 
full Student Support 
service is available 
during placement and 
this can be accessed 
in the usual way using 
the information on 
the Student Intranet



Useful 
Contacts

Placements team 

placements@stran.ac.uk

Tel:028 90384 344

Year 3 PSP3 Course Coordinator

Dr Joanne Gardiner

j.gardiner@stran.ac.uk

Head of Placements 

Mr Steven Park  

s.park @stran.ac.uk

mailto:placements@stran.ac.uk
mailto:Gardinerj.gardiner@stran.ac.uk
mailto:p.eaton@stran.ac.uk


https://www.google.com/imgres?imgurl=https%3A%2F%2Fqmplus.qmul.ac.uk%2Fpluginfile.php%2F1850374%2Fcourse%2Foverviewfiles%2Fplacement.png&imgrefurl=https%3A%2F%2Fqmplus.qmul.ac.uk%2Fcourse%2Fsearch.php%3Fsearch%3Dpsychology%26perpage%3Dall&docid=K2Xmv7X_tqPPhM&tbnid=VY5ZTFRL5FG92M%3A&vet=10ahUKEwjLpvqTzZXnAhVuURUIHVK7Dn4QMwhwKBAwEA..i&w=600&h=564&safe=strict&bih=655&biw=1366&q=keep%20calm%20and%20enjoy%20school%20placement&ved=0ahUKEwjLpvqTzZXnAhVuURUIHVK7Dn4QMwhwKBAwEA&iact=mrc&uact=8

