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Log of Assignments Completed

This log should be updated as each completed assignment is added to your Portfolio.

Student’s Name:  _____________________________     Dept.: ___________________________

Supervisor’s Name:  __________________________       

	Title of Assignment
	Date Completed
	Student’s Signature
	Supervisor’s/ Assessor’s Signature

	1 Preparing to Teach in HE workshop (Departmental)
	
	
	

	2 30 hours of teaching 
	
	
	

	3 Observation of teaching by an experienced colleague 
	
	
	

	4 Observation of your teaching by an experienced colleague 
	
	
	

	5 Evidence of feedback to students 
	
	
	

	6 Evidence of feedback from students 
	
	
	

	7 Session Plan
	
	
	

	8 End of Year Report
	
	
	



The Director of Postgraduate Studies or their representative or the PGCTSS Programme Director should check the associated Portfolio for completeness before signing off the module.


Module Description

One of the key skills in many careers is the ability to train others in the knowledge you have. During your PhD you will benefit from teaching as it forces you to understand concepts more fully that otherwise you often do; this will support your research. The aim of the module is to provide you with skills to enable you to teach effectively to the benefit of your own research and of the students you are teaching.

Learning outcomes
By the end of the module, students should be able to:
· Communicate science to more junior students or school pupils
· Critical assessment of their own performance in teaching
· Understand how to communicate effectively to students/school pupils
· Be responsible for designing material suitable to support students/pupils in achieving learning goals.
· Able to prepare and deliver material in a professional manner.

List of Assignments:

This list of assignments defines the work you need to assemble in your portfolio for this module. If you are in any doubt about what is required, you should see your Director of Post Graduate Studies, Course Administrator, the Course Director or the Module Leader.

1. [bookmark: _Ref113920089]Preparing to Teach in HE Workshop
This course is run through your department.  There is a Moodle course to complete.  Once completed, there will be a Moodle Certificate for you to include in your portfolio.

Assessor’s Name:  ___________________________ 	Assessor’s signature___________________	

Date: ______________________________________________

Assessor’s comments:





2. [bookmark: _Ref113920092]30 hours of teaching
As part of this module you will be expected to teach at least 30 hours. The type of teaching is optional (demonstrating, tutorials, etc.) however the students must be either undergraduates or masters students. Appropriate time spent preparing or marking may be included. 
Assessor’s Name:  ___________________________ 	Assessor’s signature___________________	

Date: ______________________________________________

Assessor’s comments:




[bookmark: _Ref113920094]


3. Observation of teaching by an experienced colleague
You should attend a lecture, tutorial or practical/laboratory session of an experienced member of staff and analyse their teaching style and the results of it. Permission from the observed member of staff must be obtained prior to the teaching session. Use the Academic Development Centre’s (ADC) form for observation. You will need to review this form in advance, so you know what to ask the observed and what you should look to get from the observation.
Assessor’s Name:  ___________________________ 	Assessor’s signature___________________	

Date: ______________________________________________

Assessor’s comments:




[bookmark: _Ref113920095]
4. Observation of your teaching by an experienced colleague
During your own teaching you should ask a member of staff to observe you and to comment on your teaching style and effectiveness. A proforma is provided at the end of this document. You should write a 300 – 400 word reflective report and response, describing the effectiveness of your session and any follow-up or changes to your practice that follow from the feedback you obtained from the observation. 
Assessor’s Name:  ___________________________ 	Assessor’s signature___________________	

Date: ______________________________________________

Assessor’s comments:





5. [bookmark: _Ref113920096]Evidence of feedback to students
When marking students work the type of feedback given has great importance in both guiding and correcting the student and offering praise for work that has been done well. As part of the teaching commitments you will undertake, you will be expected to mark students’ work or give verbal feedback. Photocopies of some examples of your written feedback alongside a 400–500 word report on the way you give feedback and the merits of giving feedback in this manner must be produced. 
Assessor’s Name:  ___________________________ 	Assessor’s signature___________________	

Date: ______________________________________________

Assessor’s comments:





[bookmark: _Ref113920097]

6. Evidence of feedback from students
You will be expected to show evidence of obtaining feedback on your teaching (not the module itself, but on your teaching of it) from students. The easiest way of doing this is using a questionnaire; however, the method you adopt is up to you. You should then write a 400–500 word report explaining the student’s responses and how (if at all) this feedback will change the way you teach in the future.
Assessor’s Name:  ___________________________ 	Assessor’s signature___________________	

Date: ______________________________________________

Assessor’s comments:





7. [bookmark: _Ref113920098]Session Plan
An important part of teaching is the planning of a session. You will be expected to submit a written plan of one of your teaching sessions. This exercise is useful even when you are simply doing what someone else has prepared for you as it helps to focus on what it is the students are doing and make sure you are prepared. Include any preparation work you need to do in advance and how you will organise your and your students’ time. You should write a 400–500 word report after the session to explain the usefulness of the plan, how closely it was followed, and how it may be best adapted in the future. Even if you don’t have the opportunity to deliver a session, making this plan to do so will still allow you to develop the skills required.
Assessor’s Name:  ___________________________ 	Assessor’s signature___________________	

Date: ______________________________________________

Assessor’s comments:





8. [bookmark: _Ref113920099]End of Year summary
At the conclusion of the assignments you should write a summary of the practical teaching you undertook noting the methods you used; how the workshop you attended helped (or did not) you to prepare and execute sessions; how the feedback you got improved (or did not) your performance; and a summary of how you believe your teaching will be more effective in the future as a result of your experience. Also note your plans for improving your teaching skills in the future.
Assessor’s Name:  ___________________________ 	Assessor’s signature___________________	

Date: ______________________________________________

Assessor’s comments:





When you have completed the handbook and it has been assessed, your work and your supervisor’s comments need to be uploaded to your on-line portfolio using the correct form in SkillsForge and marked ‘ready for final review’.  


Teaching Observation Proforma
Some things to think about
1. What is expected from the PGR student teacher
2. Ways of engaging students
3. How to prepare before the session
4. How to give good feedback
5. How to answer and ask appropriate questions
6. Professionalism

This form should be completed by the observer during and/or soon after the observation.
Please comment on each of the following.

	Structure/Methods:
Was the structure/were the methods adopted appropriate for the learning outcomes?




	Approachable/presentation:
Was the student teacher approachable to the students?/How was the presentation (dependent on teaching format)?




	Interaction/engagement:
Dependent on teaching format – Did the student teacher keep the students engaged in what they were doing/check student comprehension? Was there any interaction with the students and was participation encouraged? 




	Verbal Feedback:
Was verbal feedback given to students? Was this feedback affective?




	Help:
Did the student teacher provide appropriate help when required? Was work “spoon-fed” or were the students encouraged to help themselves?




	Additional Comments:
Did the session “go well”? How was the student teacher’s overall performance?
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