 	



Professional Experience Placement 
Mentor Guide
This resource offers mentor teachers a structured approach to supporting pre-service teachers (PSTs) before, during, and after their placement. It also details the university’s role in assisting mentor teachers and schools to foster a collaborative and supportive learning experience.
	Before the Placement - Initial placement meeting with PST

	· Review the placement requirements and assessment reports (interim and final) from the confirmation email.
· Ensure the Site Coordinator at the placement setting has completed the induction with the pre-service teacher (PST)
· Discuss the requirements of the placement with pre-service teacher, including:
· assessment reports (interim and final)
· academic evidence that must be collected or completed during placement
· Determine when and how the PST will meet the minimum teaching requirements.
· Explain your expectations for planning and feedback, including:
· Planning Approach: How should the PST structure and develop their lesson plans (daily, weekly, with your input)?
· Submission Timeline: When should plans be submitted for review (e.g. a week before, the day before the lesson)
· Format: should plans be emailed, shared online, or printed?
· Provide PST with a class timetable and explain attendance expectations.
· Plan together what the PST will teach in the first week. 
· Support planning by co-planning and sharing your programming, resourcing, schedules and assessment practices.
· Contact the CDU Professional Experience Supervisor if anything is unclear after the initial meeting with the PST. 


	First Part of Placement

	Introductions and expectations 
· Discuss the PST’s goals for placement and how you can support them. Include:
· Lesson planning and feedback expectations
· Time for professional learning and feedback conversations
· Opportunities to observe and or work with other staff
· Introduce the PST to the principal and other school staff.
· Explain the PST’s responsibilities at the setting (e.g. staff meetings, yard duties etc.) and setting-based procedures (e.g. safety, behaviour management).
Observations and reflections 
· Set focus areas for classroom observations (e.g., transitions, classroom management, scaffolding, differentiation, lesson structure, use of resources-ICT)
· Discuss selected reflective journal entries with PST and support PST in using observations to improve their own teaching.


Planning and beginning to teach 
· Decide when and how you will provide timely feedback on lesson plans and teaching (written and verbal). Templates are located in Mentor Resources. 
· Share information about individual students’ needs and classroom management strategies and routines.
· Plan how the PST will meet the minimum teaching requirements.
· Support planning by co-planning and sharing your programs, resources, and assessments.
· Provide opportunities to take on more responsibility and autonomy in planning, teaching, and class management.
· Provide regular written and verbal feedback to help the PST improve in planning and teaching. 

	Mid-Placement - Mid-placement reflection and check-in 

	· Work with the PST to match their evidence to the Australian Professional Standards for Teachers (APSTs).
· If you have concerns about the PST's progress, contact the assigned Professional Experience Supervisor immediately or email profex@cdu.edu.au 
· Book a mid-placement meeting with the CDU Professional Experience Supervisor (a link will be sent to you and the PST). 
· Attend the mid-placement meeting with the PST and CDU Professional Experience Supervisor. 
· Complete and sign the Interim Report with the PST by the mid-point of the placement. 
· Email the signed Interim Report to PST. The PST is required to email the report to their unit coordinator, including their mentor, professional experience supervisor and inschool@cdu.edu.au for validation purposes.

	Second part of placement - Teaching and learning 

	· Keep supporting the PST with planning and teaching as needed.
· Provide feedback and discuss the PSTs' reflections, observations, and how their evidence meets the APST requirements.
· Go beyond reviewing lessons – discuss bigger ideas, such as: 
· Encouraging positive attitudes and student engagement
· Building relationships and using effective communication.
· Understanding ethics, legal responsibilities, and duty of care. 
· Providing clear learning intentions, success criteria, and giving meaningful feedback.
· Using the Australian Curriculum or EYLF.
· Using professional teaching language.
· Developing a strong teacher identity and building resilience.

	End of placement – Sign and send final report to PST

	· Email the signed Final Report to the PST. The PST will then email the report to their unit lecturer, with their mentor copied to the email for verification. The language of the profession.
· Work with the PST to identify how their evidence shows they meet the APSTs.
· Complete the Final Report together, highlighting what the PST has learned, their strengths, challenges, and goals for future development.
· Complete the Final Report by the last day of placement.
· Email the signed report to the PST. The PST is required to email the report to their unit coordinator, including their mentor, professional experience supervisor and inschool@cdu.edu.au for validation purposes.

	After placement – Feedback and Payment

	· Fill out the Mentor Survey (a link will be sent by the Professional Experience Supervisor).
· Complete the mentor payment forms found on the Inschool website and email them to inschool@cdu.edu.au
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