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Teacher Support Network
we are here for you

Teacher Support Network is an
independent charity dedicated
to providing vital support to
teachers like you - when you
are training, throughout your
career and beyond. Our free
services include:
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Telephone counselling - confidential, solution-focused counselling on personal
and professional issues.

Online coaching - personalised practical and emotional support via a secure
email system.

Information and support material - news, guides and factsheets on relevant
issues such as stress management, work-life balance, classroom management.

Signposting - to relevant partner organisations, including unions, local
authorities and other service providers.

Money advice - individually tailored strategies to address financial difficulties,
restructure debts and secure benefits and other statutory entitlements.

Financial assistance - the needs-based provision of grants and loans for
qualified teachers.

You can access these services via our website (www.teachersupport.info)
or our telephone helpline (‘Teacher Support Line’ in England: 08000 562 561
and ‘Teacher Support Cymru’ in Wales: 08000 855 088).

supporting you along
your journey
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Back to school

Everyone says that your school days are the best of
your life. Whether you agreed with this when you were
sitting in double geography on a Friday afternoon or
running cross-country in a blizzard, you obviously liked
the place because you’re going back!

You’re beginning an inspiring and rewarding career
where no two days are the same - and these are
probably some of the reasons you chose to teach
in the first place.

As a new teacher, you will be faced with challenges
unique to the environment you are working in, where
there are social as well as professional dynamics to
consider. Some of these challenges cannot always be
predicted and so the experience of every trainee and
NQT will be different. However, this guide will help
you prepare for these challenges - workloads, pupil
behaviour, staff relationships - so that you can develop
your own perspective in the staffroom, in the classroom
and in your life.

Y
+~——r Career

Development

Training Needs

Pressure
to meet
Targets

Classroom
Management

Your first steps

There are various routes you can take into teaching. You

may have opted for an undergraduate course at university or
decided to do a postgraduate course once you had completed

your first degree. Other would-be teachers choose an

employment-based route or an assessment-only course if
they already have classroom experience. In recent years,
the profession has also seen an increase in the number of

returners; those individuals who left teaching (for a career
break, to start a family, to experience another career) and
then made the decision to return. There are also many more
overseas teachers choosing to move here, who have qualified
to teach in their home country, but then also need to achieve

Qualified Teacher Status (QTS) in the UK.

The challenges you face may differ slightly according to which
path you have chosen, but you will find that the training and
support you receive will help you deal with most situations.

It is useful as a trainee to join a trade union. As a student you can
sign up to a maximum of three unions for free and they will provide
you with a great deal of support in both a professional and legal
capacity. Teacher Support Network’s services complement those
of the teacher unions; therefore it is crucial that you join a

union as well as using our support services.

Testing times

In addition to school-based training, you will be required to submit
coursework and complete assessments to meet the standards
required to achieve QTS. Balancing this with lesson planning,
marking and other school work can be a challenge. Reflection or
evaluation is also a crucial aspect of the teacher-training process.
You will need to provide written evidence that you have reflected
upon most of the lessons you teach or observe. It is worth spending
15 minutes each day on this so that it doesn’t mount up.

When filing observation notes or any other work that can contribute
to your final portfolio, it is useful to use a ring binder with sections
for each QTS standard. This will prove invaluable when you come
to create your final presentation for your QTS assessor.

Many training institutions stagger deadlines across the year,

so students don’t get too overloaded, but it is easy to get caught
up with the demands of your training. It may sound obvious, but
it is important to spend a couple of hours on your diary at the
beginning of the year. Your training provider can give you a list
of key dates and deadlines at the beginning of your course.
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Noting these down in your diary, along with reminders about
coursework and assessment deadlines, will help you plan
your workload.

In addition, don’t forget to be realistic; build in enough time for
lesson planning. If each period or lesson lasts for one hour, it is
likely that you will need at least this much preparation time.

Nevertheless, there may be times when you feel tired, stressed
and overworked. If this happens, don’t keep it to yourself. Talk
to other trainees, your school mentor or tutor about how you are
feeling. As well as providing a listening ear, they may be able to
offer practical help or solutions. Studying, planning lessons or even
marking with fellow trainees are great ways to share ideas and
ease the load. There’s more information about balancing your
workload and taking care of your wellbeing later in this guide.

Essay writing tips

Training to teach involves a great deal of coursework, therefore
you might find the hints below useful for tackling essays.

« Time management - plan enough time to research, write and
evaluate your essay.
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« If possible, discuss the title and content with fellow students
to better understand the purpose of the essay. This should
make it more manageable.

If you find yourself staring at a blank screen, make a start
by getting everything that you know on the subject down on
paper. You don’t always have to begin with the introduction
and actually getting some content down will give you the
confidence to go on to other sections.

» Check the marking criteria before you start so that you know
where to spend your time and where to place emphasis.

» Bear in mind who will be reading your work. Use relevant
terminology but don’t overdo the jargon. The main priority
is that your research and subsequent argument can be
clearly understood.

» Write the bibliography as you go along so that you don’t have
to face this huge and time-consuming task at the end, when
you may be in a rush to complete.

» Always support your argument with appropriate, reliable
facts and research - properly referenced. Find out what is
the preferred style for references.

» Make sure the essay is structured and objective, but don’t
forget to define and develop your argument/discussion
clearly.

« Finally, after you have proofread it, see if anyone is willing
to take a look. It can be difficult to see your own mistakes.

On placement

v

Working in a school can take some getting used to. If you’ve
come straight from university or college, it could be your first
taste of working life. For career changers, it might be necessary
to adapt to a different working environment. If you’re from
overseas, you may have to familiarise yourself with a completely
new education system. Depending on the training route you have
chosen, you need to go on placement for a minimum of 18 weeks
in at least two schools.

Many teachers describe their job as a way of life, as opposed to
an occupation. Even when they are not in the classroom, they
are thinking about school. This can be difficult to get used to
at first. It is really important to be organised and leave time
for interests and hobbies. Achieving a good work-life balance
will help minimise stress levels and will benefit your overall
professional effectiveness as a teacher.

It’s also a good idea to work on developing your communication
skills, as they will be central to your new role. The relationships
you form with staff, students, parents and governors can make
all the difference, especially in the early stages of your career.

Familiarise yourself with school policy and procedure for more
effective teaching practice both in the classroom and in the
area of pastoral care.

Find out about the following:

» Equal opportunities
« Bullying
 Drugs

 Health and safety

» Behaviour management
« Discipline

« Child protection

Teachers from overseas

Teachers from other countries are becoming more of a feature in
UK schools, particularly in London, South East England and other
large cities. If you have come from overseas you will need to
obtain Qualified Teacher Status before you can get a permanent
job. You can find out more about the Overseas Trained Teacher
Programme (OTTP) by logging on to www.tda.gov.uk.

Starting out as a teacher can feel like a daunting experience -
and even more so if you are starting out in a new country too.
Of course, there will be lots of things you need to learn: how the
education system works; what the national curriculum is all about;
your legal and contractual obligations.

Find out more about overseas trained teachers on

www.dfes.gov.uk and www.teachernet.gov.uk. 09
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Finding
a job

It is a good idea to start looking out for jobs at the beginning
of the spring term. This may sound early, but this should give
you plenty of choice, particularly if you want to work in a
specific location. However, if you have difficulty finding what
you’re looking for, don’t despair. It’s not unusual for some
schools to wait until the beginning of the summer to advertise
their vacancies, so there will still be opportunities later on in
the school year.

E:) Where to look

Some of the unions have job finding services and are a good
place to start. If you already know which local authority you
want to work in, you can also contact it directly as it will be
a valuable source of information on vacancies and recruitment
procedures in that particular area.

There are also various websites available that have teacher
vacancies including www.education-jobs.co.uk and
www.eteach.com. The TES website www.tes.co.uk has
more vacancies than any other site and you can also register
to receive email and SMS alerts.




12

C:) The right job

Before you apply for a job, ask for a job specification and
check your skills and experience against this to make sure that
you’re the sort of person they are looking for - and that this is
the sort of job you are looking for! Make sure the age group and
subject range suits your experience. Are there any extra-curricular
or pastoral responsibilities as part of the role? Check the location -
what’s the journey time like; would you be willing to move closer
if need be?

If at all possible, arrange to visit schools before you submit

an application. Ask for a tour of the school - preferably with
students during the school day - and for the opportunity to talk
informally with staff about the job and the school. If it’s a nice
place to work, the headteacher will be all too happy to let you
talk to staff and students. And if you like what you see and
decide to apply for the job, the headteacher is bound to be
impressed by your interest and enthusiasm.

C> Making an application

Once you have decided to apply for a job, make sure you’re
properly prepared. Put simply, a good application will get you
interviews which lead to job offers. If properly produced, it will
highlight your skills, accomplishments and work experience in a
way that distinguishes you from the other candidates.

Read through all the application details carefully - and do some
extra research if you feel you need it. Here are some tips for
completing your application:

» photocopy the form and do a draft version first;

» make sure your answers fulfil the person specification;

« check your spelling and grammar - get a friend to look through
it for you;

» keep a copy so that you can remind yourself of your responses,
should you get an interview.

You also need to write a supporting letter to accompany
your application. This should be concise - no longer than one side
of A4 - and should re-emphasise your good points.

A strong supporting letter is vital, as it will often set you apart
from similarly experienced candidates. Feel free to bring some
of your personality into this letter, but avoid waffle and any
attempts to be too humorous!

C:) Tips for CV writing

Most posts now require you to fill in an application form,
though occasionally you may be requested to send a CV instead.

You need to tailor your CV to what the school is looking for.
What key elements did they ask for in the job description?
How specifically are you suited for this particular role and
organisation? Your CV should:

« be simple, clear and to the point

» be no longer than two sides

« state clearly why you are qualified for the role

« highlight your skills, abilities, achievements and work experience.

C:) The interview

» Plan ahead - do a little homework. Research the school and
the position. Find out who is interviewing you, if possible.

» Have your facts ready. Make sure you can give practical
examples to support your answers.

» Maintain eye contact with your interviewers and ask pertinent
questions - it shows you’re interested and really want the job.

 Be positive - in particular, avoid negative comments
about past employers or your training.

« Listen and adapt - be sensitive to the style of the interviewer
and tailor your responses accordingly.

» Try to relate your answers to the interviewer and the
particular school. Focus on your achievements most relevant
to the position.

C) Useful resources

If you require further in-depth information on writing CVs

or how to succeed in interviews, you will find a wealth of
resources online and in print. You may wish to use a ‘CV
doctor’ style website or if you know anyone that is a teacher,
why not ask them to take a look?
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Induction

Once you achieve Qualified Teacher Status, you begin your
induction year. This compulsory period of induction provides
you with a combination of monitoring, assessment, support and
guidance to help you through your first year of teaching.

Think of it as your opportunity to really learn the ropes -
experience as much as you possibly can and don’t be afraid to
make mistakes. You will have the chance to identify any issues
as and when they arrive and then tackle them early on, before
they become a problem.

You will still have regular contact with your local authority
which, along with the headteacher, has responsibility for
ensuring that your training and support is up to scratch. You
will also be assigned an induction tutor, who will usually be

an experienced member of senior staff. They will be your main
point of contact in school and you should approach them first
if you have any problems or queries. They are there to help.

Throughout your induction year you will receive regular progress
checks and have the opportunity to observe more experienced
teachers. You may also get the chance to shadow a teacher.
Observe how they manage tasks, such as recording and tracking
students’ progress. You will pick up tips that will help you in
your induction year and beyond.

Your first day

Like any new job, your first day at a new school can be
daunting. The best advice you can take is to be as prepared
as you can. Work out your journey time in advance so that you
don’t turn up late on your first day; familiarise yourself with
the school timetable, staff handbook and your class list; get a
feel for the school ethos and culture such as attitudes towards
school uniform, homework, behaviour and equal opportunities.
The more information you can glean before you start, the
easier you will find it to settle in.

What not to wear

We’ve all wished the ground would open up and swallow

us after making embarrassing fashion faux pas. But whether
we like it or not, first impressions count. Find out what the
official, or unofficial, dress code is for your school. Will you be
expected to wear a suit, or are things more casual and relaxed?
Just have a think about how you will be presenting yourself to
the pupils, staff and parents.

Working relationships

Good communication skills are central to the teacher’s role.
The relationships you form with staff, students, parents and
governors can make all the difference in the early stages of
your career. Make it a priority to build and develop these
relationships from the outset.
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In the school environment, you will
have to interact with many different
kinds of personalities. Building
positive working relationships with
colleagues takes time and effort.
However hard you try, it isn’t
always possible to get along with
everyone you work with and there
may be times when you don’t see
eye to eye. Here are a few thoughts
to help you along:

The pecking order

In any school there exists a complex network of relationships
and the official hierarchy does not necessarily reflect where the
‘power’ lies. Help and guidance may come from unexpected
sources. Working out how the staff relate to each other is
invaluable, especially the relationships between teaching and
support staff. It may be that the school secretary and teaching
assistants are key people in making your time at work run smoothly.

Fitting in

within the first week!

notably with other new teachers.

energy for your teaching.

and romances.

the favour.

Fitting in can be hard to do, especially as a new teacher when you are trying to make a good impression,
understand the school culture, and work out who’s who. Here are some tips to help you find your niche:
« Take your time: you don’t have to suss everyone out. Equally, they don’t need to know you inside out

« Beware of being isolated within a department. This may stop you forming other helpful relationships,

« If you do notice cliques, try to stay neutral. It is important not to get drawn into internal disputes.
« Try not to allow your enthusiasm to be dampened by others’ negativity - you need to retain positive

« You'll become closer to some colleagues than to others. Remember that pupils - especially teenagers -
love to speculate about relationships between teachers. Try to keep a professional lid on all feuds

« Help others when you can: people will respect someone they can rely on and will be more likely to return

Your support network

Teaching assistants, administrative, site management and other
support staff have a crucial role to play in the successful running
of a school. They should be able to provide information about the
culture and organisation of your school and provide invaluable
support for your teaching, so make a point of getting to know them.

Yout: in the staffroom

New kid on the block

Well-established staff can sometimes feel threatened by change or
new ideas. Acknowledge the skills and expertise of your more
experienced colleagues, but don’t forget that your view matters.
Have the confidence to voice your ideas and suggest

improvements - but remember to tread carefully.

Mugs and chairs

At break time, it is worth observing the ‘staffroom etiquette’.
For example, be careful not to use someone else’s mug or sit in
someone’s ‘special’ chair. It may sound petty but this could help
you to avoid getting off to a bad start with your colleagues!

Try to involve teaching assistants in as much planning, preparation and
assessment as possible - this will demonstrate that you value their
support and will maximise your students’ potential.

As a new teacher, you should be assigned a more experienced member of
staff as your mentor. A mentor can be a great source of help and guidance
during your first year of teaching. But if you don’t get along or feel you
are not getting the support you need, this relationship can become
strained. In this situation, it is vital to seek advice from a senior member
of staff, who should be able to help resolve your difficulties.

If you have asked for help from senior staff, but feel the situation has still
not been resolved, you may wish to consult your union representative.

When | first started teaching, my mentor was one of the senior
management team. She was overloaded with work and seemed far too
busy to give me much time. | tried to tackle her, but she couldn’t seem to
even spare the time to discuss it. Eventually, | had a confidential chat with
another senior teacher. She had a tactful talk with my mentor and offered
to take over the mentoring, which meant | finally got the support | needed.
Will, History teacher

| felt my mentor - also my head of department - was over-critical, always
trying to pick holes in me. I'd often go home in tears. After yet another
lesson observation where she’d torn my teaching apart, | decided I'd had
enough. | requested a meeting with her and asked for a senior colleague
to sit in, as a neutral party. | told her how her behaviour was making me
feel, how it was affecting my confidence. She looked horrified. | don’t
think she even realised what she was doing. Things were a bit frosty for
a while but she definitely made the effort to be more positive after that.
Kirsty, English teacher

For more information on managing relationships with colleagues, visit our
website at: www.teachersupport.info




Make sure you know which member
of staff has responsibility for welfare
concerns and be sure to speak to
this person as soon as you suspect
neglect or any form of abuse. Every
school must have a designated
member of staff responsible for
child protection issues.

First things first Remember to seek support from
your mentor or other colleagues to
help you deal with pupils’ difficult
personal issues and refer on if
things escalate. Problems
could include:

Be organised. The pupils will appreciate it if you are. Young
people thrive on consistency and will respond well when they
are clear about what is expected of them, what the boundaries
are and what happens if they flout these boundaries. You need
to be firm but fair. The best teachers are professional, controlled
and rarely need to raise their voice. The pupils want to be
taught by someone they trust, not by a ‘friend’ or someone
who is over-critical or judgmental.

Many of these issues are obviously
extremely sensitive and not something
which an individual can or should deal
with. If you are in any doubt, contact
your union. You can also call Teacher
Support Line for free information,
support and counselling.

Fragile: handle with care

There are aspects of pupils’ pastoral care which may affect your
wellbeing. No amount of theory or training can prepare you for
the reality of dealing with the impact of a pupil’s bereavement
or child abuse, or the day-to-day toll of keeping up with your
pupils’ problems.

Or visit
www.teachersupport.info
for online support and

further information.

Pupils may, however, try to involve you in a personal situation.
Respect and listen to what the pupil says (or writes) but make
sure you refer the issue to the pupil’s tutor or other appropriate physical abuse
member of staff to protect yourself. Whenever you speak to the
pupil, do it in the presence of others, preferably a colleague.
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Managing behaviour

Managing student behaviour can be one of the most challenging
aspects of the teacher’s role. The first thing to remember,
however, is that most young people you meet want to learn
and succeed at school. This is not to say you won’t encounter
challenging students - even the most experienced teachers find
particular pupils or classes more challenging than others
- but your approach to behaviour management can have
a big influence on how well you cope.

[ Tips for Positive Behaviour Management ]

« Try to be positive in your dealings with pupils an

» Always follow up and follow through punishments. Students
and encouragement. -

respect clear boundaries.

» Establish clearly the rights, rules and respon « Utilise wider support (peers, senior management, pare'.nts)-

your classroom.

* Maintain a sense of humour!

» Make students aware they have choices about

) - e Don’t be afraid to call the parents of a student who is
that there are consequences if they choose to mis|

~ misbehaving, as long as this is in line with school proce

o Greet students at the classroom door and issue a
greeting where possible.

« Use the layout of your classroom to your advantage;
pupils where you want them to sit.

[ To like or not to like ]

« Use a respectful tone of voice, speaking clearly and f Arrange the room so that you have eye contact with

Pupils are people. You will find, as with all people,
that there are some you like and some you don’t.
This is wholly natural. Treating all pupils fairly is
part of your role as a teacher - with time, it becomes
easier to differentiate between your feelings as a
teacher and as a human!

 Avoid proximity - don’t get too close or be overbear
your body language.

e Sometimes you might want to rearrange the cla
reflect the differing teaching styles of each less
interactive, boardwork, practical, groupwor

» Avoid unnecessary interruptions. If a student is late,

» Try to be positive in your dealings with pupils
- and encouragement. 2

Intimate relationships with pupils must be avoided.
Even discussions of an intimate nature are off-limits.



E3 TRY TO AVOID E3 TRY TO AVOID E3 TRY TO AVOID
; Help is at hand

being F putting
sarcastic pupils down

Regardless of how positive you are, there will be times when students’ behaviour
is unacceptable.
This is more likely to expose
you, leave you more exasperated
: and unsettle the rest of the This could be
| class than productively resolve = e misunderstood ...
| the confrontation. .

You don’t have to suffer verbal or physical abuse from pupils. You have rights too. Share your
concerns with colleagues and managers. You will find, invariably, that others are experiencing
the same problems, probably with the same pupils.

This makes it harder to
re-establish positive
relationships with pupils ...

If this happens, you will need to follow the school’s procedures for dealing with indiscipline.
and energy on the pupil(s) ..and t.herefore fail to achieve undermines the teacher’s Ygur school mentor should also be able to offer support with behavigur m-anagemgnt,. Invite.
SRR o i T anything, or could provoke _ role as an authority. - ; o him or her to obser.ve your lesson and they may be aple tc-> help you identify what isn’t working

of the other pupils. ' an angry retort. e and suggest strategies you could use to improve the situation. Many teachers worry about
admitting they are struggling, as they fear it will reflect badly on their ability to do the job.
Remember that inviting your colleagues into your classroom is also an opportunity to show them
what you are doing well.

It also wastes your emotion

For more guidance on confrontation and how to address pupils following a confrontation,
visit our website www.teachersupport.info or call Teacher Support Line.

WY W
WY W
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Mind your language

The language you use in the classroom
can have a huge impact on behaviour
management. When you’re feeling
stressed, you may not even be aware
that you are using negative language,
which can demotivate students and
actually discourage good behaviour.
Take the time to listen to the language
you use in the classroom and think
about the effect it might have on
your students. Avoid negative
language and try to be as positive

as you can, even when students

are trying. You’ll be amazed

at the results!

Negative
‘Don't sif there, Matthew’ Harsh, over-critical,
E Lﬂ‘h h
?g' s db
T h.!‘!_ ;i;w Qaﬂ -y w
QEJ

'r;% ven't you finished Accusing,lcriiical'.
_ heet, Helen? -

“Where's your bopk Joe’7’ _“-_-_E” ﬁnoyed Laccusing. This
R . ¥ rﬂr(‘qti@uons could invite acheélcy
' s -ﬁ- IESPONSE (JVIy dog ateit’)_or
_ generateqi pointless, discussion

that dlsrupts the: class.

é lrrltated accusing,and desperate
The.qu Jgpﬁ*coufdﬁé]so,;n‘\/lfe o

N che%@s‘.pons‘ﬁ'r B

"LEv{ig’u;else has finished’ ) db

oA A

Positive
. - §
| want you to sit there é‘ Lo,
Matthew:. Thanks’ .h
';“‘

‘That'’s great so far, Helen.
Now: | want you to finish
the_rest of: the guestions.
Thanks’

‘Jee; this isithe second time
1" you've forgotten your book. Iim
making a.note of this and ifyou

* don’t have it next time, I'll have

to/give you a lunchtime detention.
Do you understand that?".

Effect

Firm, authoritative;
non-confrontational.

A firm, but encouraging
direction.

Firm, but clear. Joe is
‘givenia clear choice and clear
CONSEqUENCES.

ﬁgf.

f" ‘\

=

"l want you to listen. - _,k; as, Firm,authoritative, non-
lecauserthis,is ” }.ﬁ confrontational. Tihe class, |
important for the. & "}" &  isgiven a clear reason for wi
eXams Yyou've got - =& choosingte ce-operate.
coming up; . 7

e : ¥ 4

L T R
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o T q .
ents can be a daunting experience - presenting
exp ctatlons and dynam1cs However it helps to
y don S know if you have done this

rofessionals
without being disparaging

o

er meeting of people:

eeting?

professional. You know their
d you have information
1s, make sure you take
0 greet parents,
d don’t fiddle -
age can make

3t the parents

Make sure you have evidence of work to support your
judgements. This makes the discussion less subjective.

If there are areas for development, always sandwich this
between positive aspects of the child’s work, this can soften
the blow. It’s important not to get drawn into comparisons too.
Keep the conversation specific to the individual child.

Bear in mind that you can help parents and help yourself at the
same time! Some parents may have had a negative experience

of school; they may be defensive or anxious on school territory.

If you are calm and resolute, they will have confidence in you.

Make the most of parents

Keen parents are a bonus: make use of them in your role as a

teacher, especially for labour-intensive activities like reading aloud.

Familiarise yourself with the procedures for involving parents.
There should be some kind of induction, albeit informal, which
will help to establish expectations, discuss confidentiality, and
clarify roles and responsibilities. Address any concerns with
your mentor or other appropriate member of staff. You may
also wish to consult your employer about their policy on dealing
with parents. Your teacher union may be another source of
help and advice.

Breaking the not-so-good news

Some parents may find it hard to accept that their child’s behaviour is
anything other than perfect. As a result, there will be times when parents
will support their child against the school - no matter what. They can find it
difficult to understand that you have their child’s best interests at heart and
can be hostile, defensive and confrontational. On rare occasions, these
meetings may degenerate even further, with the parent becoming aggressive
or violent. So what can you do to make sure things remain positive?

« Start with a positive comment about the student, this will lessen the blow
of bad news and reassure parents that your attitude towards their child is
not completely critical.

« Prepare what you want to say, in advance, and make notes if you need to.
You're less likely to get flustered if things get a bit sticky!

« Have another member of staff present, if you think it will help. Think about
your personal safety in case conflict develops. Use your common sense.

 Be approachable and understanding. Don’t make a barrier with your desk
- it can be intimidating.

= Make a point of finding out about any family issues before they arrive e.g.
ill health, unemployment, addiction, cultural differences.

= Use an icebreaker. Ask how things are going, if they enjoyed their holiday,
how their house move went.

< |t is important not to dwell on the negative. Parents want to hear that you
and the school are working positively to improve things - but that you
need their support.

= Be absolutely clear about what they can do to help and what the school
is suggesting as the way forward. Be careful not to leave room for any
misunderstanding.

 Keep a record of what is discussed - a copy of this can be sent to the
parents after the meeting.
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Schools can be pressurised places at the best of
times. But you may find some times in the school
year are particularly hectic, when you may have to
contend with report writing or marking coursework
in addition to your usual workload. And if you’re
involved in running extra-curricular activities, such
as drama or sport, you may find yourself rushed off
your feet in the run up to the end of term production
or school sports day.

€

Pressure points

Find your pressure points

Being aware of potential ‘pressure points’ can help you plan ahead, so you don’t become
overloaded. At the beginning of the school year, spend a couple of hours filling in your diary.
Make a note of any important deadlines, such as reports and coursework marking and aim to
start at least three to four weeks before each deadline.

Setting yourself manageable daily or weekly targets is an effective way to ensure big projects,
such as writing reports or coursework marking completed on time. It will also help prevent you
from feeling overwhelmed.

Here, teachers identify their ‘pressure points’
and explain how they deal with them ...

My pressure point is always report writing. As a PE teacher
| see more children than many of my colleagues and often
have to write hundreds of reports. | left it so late to start
one year, that | nearly went mad trying to finish them all.
Now | set myself 10 per day in the weeks leading up to the
deadline, which doesn’t feel so arduous.

Daffyd, PE teacher

The end of the Christmas term can be crazy. There’s
coursework and trial examinations to mark and | usually
help out with the Chistmas panto. A couple of years ago,

| got really stressed out trying to juggle everything. | asked
my head of department if we could review the coursework
deadlines so there weren’t so many in the Christmas term.
We did, which has made life far less stressful.

Laura, English teacher

In busy times, like report writing or during the SATS
preparation, | try to think of ways to ease my marking
load. | build some opportunities into my lessons for
students to mark their own work, peer mark or set tasks
that can be assessed with verbal feedback. The children
benefit too, as they love getting instant feedback!

Ewan, History teacher

So, whatever your ‘pressure point’ is, make sure you
plan well ahead to avoid feeling overloaded later.

Planning is a priority

As a trainee or newly qualified teacher you will bring some
great, fresh and innovative ideas to the classroom. This is
welcome in schools, but planning lessons does take time.
Remember that you will not be expected to reinvent the
wheel for every lesson. There are plenty of existing schemes
of work, school and online resources which can be adapted
to suit the needs of your students.

Assessment or marking is a real bugbear for many teachers.
Giving quality feedback to students is very important, but

it doesn’t always have to be time-consuming. Talk to your
mentor or induction tutor about different types of assessment,
such as peer marking, students marking their own work or
verbal feedback. Using a variety of assessment will keep
students on their toes and help ease your marking load.

From September 2005, all teachers in England and

Wales are entitled to a minimum 10% of their timetabled
teaching time guaranteed for planning, preparation and
assessment (PPA).




If you are a new teacher without a partner or
children, beware of people assuming you have no
out-of-work commitments and giving you all the
out-of-school hours activities to manage.

Running extra-curricular activities can be great for:
« Building relationships with pupils.
» Working with and learning from colleagues.

» Extending your knowledge and experience in the particular
focus of the activity.

» Showing your commitment and enthusiasm.
» Contributing to the school personality and culture.

Running extra-curricular activities can be difficult when:
» Your manager/head of department does not endorse
the activity.

» You are in school after hours without support and an accident
or sensitive situation arises.

» You have plenty else to do.
« It impinges on your work-life balance.

So, before you commit:

« Discuss the opportunity with your mentor and other
appropriate members of staff; gauge where you can expect
support; look out for clashes with other clubs or societies.

» Be sure you know what the demands on your time will be,
what your resources are, who else may help; be realistic.
 Find out what the rules for being in school after hours are,

know the fire and emergency procedures.

» Make clear your expectations of pupils’ behaviour,
as you would in normal school hours.

Remember

Don't be afraid to ask if you need advice or help. It takes an
intelligent, committed person to know when they need support.
You're not invincible. Recognise your limitations and take time out
when you need it.

Sources of support

* Mentor * Other teachers
* Induction tutor * Union representatives

* Senior colleagues * Teacher Support Network

During my interview, the head kept making a fuss about

the fact | played the trumpet, which | mentioned on my
application form. He asked me if I’d be interested in running
the school orchestra, as the head of music was very busy. | said
I might be. But when | was offered the job, | decided I’d need
to concentrate on my teaching for the first year. The head kept
trying to persuade me, but | stood my ground, saying I’d be
happy to do it the following year - which | did. | really enjoy
running the orchestra, but it’s quite a big commitment and |
still think it would have been too much in my first year.

Dalveer, Art teacher

For more information on managing your workload, visit our
website www.teachersupport.info
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Looking after
yourself

Many teachers describe their job as a way of life as opposed to
an occupation. Even when they are not in the classroom, they
are thinking about school. It is important to be organised and
leave time for interests and hobbies. Achieving a good work-life
balance will help minimise stress levels and will benefit your
overall professional effectiveness as a teacher.

Support from the top

In 2003 there was a National Agreement between the Government,
employers and some trade unions to support schools to tackle
workload issues and enhance the work-life balance of school
staff in England and Wales. Statutory changes - such as time for
planning, preparation and assessment, increase in support staff
and a cut in bureaucracy and paperwork - have already begun
and will continue to be introduced over the coming year. But
there are also things that you can do to help yourself ...
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Like actors, singers and other professional voice
users, the voice is one of your most valuable
tools, but many teachers underestimate the
importance of looking after their voice.

Looking

Don’t accept sore throats and husky voices as an
occupational hazard. Putting the voice under continual
strain can lead to long-lasting damage.

Fortunately, there are many steps you can take to ensure
you look after your voice.

4

4

4
v

Drink plenty of water during the day to ensure your throat is lubricated.
Constant talking, possibly in a dry atmosphere, takes its toll.

Stand up straight and keep your eyes forward, when speaking, creating
a 90 degree angle between your spine and line of vision.

Rest your voice whenever it is possible.

Avoid shouting - quick changes in volume can put a strain on the voice.

This is also important for behaviour management, as if you shout, you
leave yourself ‘nowhere to go'. If you do have to shout, try to drop the
volume as soon as possible.

X Dairy products - they can encourage the secretion of phlegm, which

X X

interferes with the vocal cords.
Smoking, smoky atmospheres and hot dry, air.

Eating late at night, as this can cause acid reflux. Acid from the
stomach refluxes back up through the oesophagus and spills over
into the larynx, which irritates the vocal folds and creates inflammation,
causing the vocal folds to vibrate unevenly.

Medication, such as anti-histamines, that can have a drying effect.

S XX X

Vary the tone and speed of your speech. Speaking quickly all the
time indicates tension which can affect the voice.

Use non-verbal signs that your pupils recognise in order to reduce
the use of your voice.

Take regular breaks during the day.

Keep plants in your classroom, with water around the base to help
combat dry air.

Ask if your local authority offers any INSET with regards to voice
training and/or care for teachers.

after your voice

If you continue to feel worried about your voice, visit
your GP and seek his/her advice.
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You’ve chosen a brilliant and rewarding career which will have many high points. There
will also be tough times. The important thing is to recognise this and look after yourself.

Stress will not only affect your life as a teacher, but also your home life.
Remember, stress is not a weakness, and you are not failing if you feel stressed.

Dealing with stress
« You have a professional responsibility to monitor your health and wellbeing.
« Recognise your stress, and be aware of the issues you face at work and at home.

» Take action. Deal with one thing at a time, and ask for support. Involve your colleagues
if the issue is an organisational one.

» Change your thinking. Step back and take a fresh look at the situation.

» Make boundaries - something produced in three hours will be different from something produced
in one hour, but is it any better?

« Keep fit. Exercise regularly and make sure you’re eating healthily. Try to avoid increasing
your intake of alcohol and caffeine, and although smoking may seem to help, it really doesn’t.
A healthy lifestyle makes it easier for our bodies to cope with the effects of stress.

« Rest and relax. At busiest times, keep at least one day of the weekend free and try to avoid
taking work home on at least one evening.

» Make sure you get sufficient sleep each night.
» Avoid paper shifting.

« Visit your doctor if things aren’t improving.

You can download a factsheet about coping with stress from our website www.teachersupport.info

Tips for
maintaining

a healthy work- .
life balance

e Speak up when work

expectations and demands are
too much. Senior staff need to
be aware of pressures in order
to address them.

Others will not expect you to
know everything or have all the
answers - so don’t expect this
of yourself.

Prioritise - try to ‘work smart,
not long’. Set yourself a certain
amount of time per task, and try
not to get caught up in
unproductive activities.

Take proper breaks. This can
sometimes be difficult when you
have responsibilities out of the
classroom, but do your best to
break for lunch at least, and get
out of the classroom.

Draw a line between work and
home. If you do need to bring
work home, make sure you
have a designated working area
- that you can close the door on.

Try to ensure that family,
friends, exercise and leisure
activities don’t suffer because
of long working hours.

» Assess your work-life balance
in collaboration with your
colleagues if you can. The more
visible the process, the more
likely it is to have an effect.

‘Work-life balance’ is part of the Government’s Remodelling Agenda in England and Wales, and it will be an
important consideration for any school’s management team. You are entitled to the support you need to do

your job effectively.
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Career development

Although you will be assigned

a school mentor, you will be
responsible for managing your
own performance and training
needs. If you identify any gaps
in your training you will need to
talk with tutors and your mentor
about how you might gain the
necessary experience.

Your school mentor will carry out
lesson observations and support you
in your efforts to meet the standards
required to achieve Qualified Teacher
Status (QTS). Before planning
lessons, refer to the QTS criteria,
which will increase your chances

of delivering a higher-graded lesson.
The best way to learn about teaching
is to get in the classroom. You will
make mistakes, but reflecting on
what went well and what didn’t is a
crucial part of successful teaching.

T

As well as reflecting on your
own practice, you will need
feedback from your mentor

and other experienced teachers.
While your mentor should
highlight your strengths, he or
she will also need to identify areas
for development. It isn’t always
easy to take criticism, but it is
necessary if you want to develop
as a teacher.

You may find yourself in the If you are interested in school

situation, however, where you leadership, you may wish to apply
feel the criticism is unjustifiably for the Government’s Fast Track
harsh or negative. If this is the scheme. This will provide you
case, you may wish to discuss with the necessary additional

this with your mentor or the training, development and support
observing teacher. If you decide you will need to become a school
to do this, it is vital to explain leader. (Only available in England)

your position calmly and listen

to what they have to say. They

may well be unaware of how they

are communicating and an honest

chat may be enough to improve

the situation. If the problem

persists, you may need to

discuss it with a senior member

of staff or a tutor from your ‘

training institution.




A home to call
your own

It’s no secret that getting onto the
housing ladder is tough - and in recent
years, certain parts of the UK have seen
property prices rise rapidly. Whether
you’re still studying, just about to
qualify, or upping sticks to an unfamiliar
area to start a new job, these can be
unsettling times. But there is help out
there if you’re looking for accommodation.

Renting

Scouring the local paper can take
a lot of time and energy. The
Association of Residential Letting
Agents’ web site, www.arla.co.uk,
lists all the letting agents by area,
as do both www.yell.com and
www.thomweb.co.uk. To search
specifically for properties try
www.homes2rent.net or
www.fish4homes.co.uk.

If you're still training and are looking
to rent or share, your university,
college or training provider should
be able to offer support. They may
have lists of local accommodation
and many also have hardships
funds if you're finding it difficult

to cover the cost of your rent.

Once you have found a rental property,
you will need to find money to
cover the deposit and usually at
least one month’s rent in advance.
If you have high housing costs and
only one income in the family, you
may be eligible for Housing Benefit.
Contact Teacher Support Line to
check your entitlement (08000 562
561 in England and 08000 855 088
in Wales).

We are also beginning to see limited
examples, principally in London, of
keyworker housing being provided
at an intermediate rent. This is a
rent above subsidised rent but
below the open market level -
generally at a discount of at least
25% of the market value.

You will need to be a teacher in the
maintained compulsory education
sector. Beyond that, each scheme
has its own criteria which defines
job categories, maximum salaries,
etc. Keyworker rental is not
widespread, but is certainly on
the increase. Log on to
www.keyworker-homes.co.uk

to check the availability in your
area. Known providers in the
London area are:

« London Strategic Housing -
www. londonstrategichousing.com

* Peabody Trust -
www. peabody.org.uk.

Getting on the property ladder

Several schemes have launched in
recent years, aimed at assisting
people who cannot afford to buy
property on the open market.

* Shared Ownership - you buy an
affordable share of a home,
between 25 - 75%, and pay a
subsidised rent on the remaining
balance. For general information
on how shared ownership
works, you can visit
www. housingcorp.gov.uk.

* Key Worker Living is a scheme
designed to help key workers to
buy a first home. So far, this
help is available in London, the
South East and the East of
England and eligibility varies
across the regions depending
on local recruitment and
retention priorities.

For further information, log on to
www.teachernet.gov.uk or
www.keyworkerliving.co.uk.

Here’s some more advice for
getting onto that first rung of
the ladder:

* Housing Associations - have a
range of affordable housing
options on offer for low to middle
income earners including Shared
Ownership schemes (see below).
Visit www. Ihog.co.uk for more
information.

« Shop around for the best mortgage
offers - www.charcolonline.co.uk
is a mortgage broker providing
free online advice.

» Contact your local authority to
ask if it operates, or is aware
of, local initiatives aimed at
helping teachers.

There’s more information about
housing on our website
www.teachersupport.info
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Money’s too tight to mention

Visit the Teacher Support Network website - www.teachersupport.info - to assess
the state of your finances using the budget planner, explore strategies for coping
with debt, and much more.

As a serving teacher, you can contact our money advisers at Teacher Support Line
for budgeting advice or ideas on how to manage your debts. We can also check if
you’re eligible for any Government benefits.

Other useful contacts: www.citizensadvice.org.uk, Consumer Credit Counselling
Service (0800 138 1111) www.cccs.co.uk, National Debt Line (0808 808 4000)
www.nationaldebtline.co.uk

If you need advice about investments, pensions or related issues, you should
speak to an independent financial adviser. Call 08000 853 250 or visit
www.unbiased.co.uk for more information.

If you find yourself in extreme financial difficulty, you may be eligible for a grant
or loan from the Teacher Support Network. You should be aware that there are
eligibility requirements, such as having QTS and having less than £5,000 in savings.
If you’d like to talk to someone about your situation, call Teacher Support Line
(08000 562 561 in England, 08000 855 088 in Wales).

*Please note: The Teacher Support Network cannot provide financial assistance towards tuition cost, student
loans or student debts.

Increasing your income

Here are some ideas for earning a few extra pennies:

« What about taking in a lodger?

« Can you find extra income from exam marking or private tutoring?
« Could you find things to sell, perhaps at a car boot sale?

« If you have grown-up children, are they making a realistic contribution
to household expenses?

Are you eligible for Child Tax Credit or Working Tax Credit? Check your
eligibility at www.taxcredits.inlandrevenue.gov.uk.

* Check that you are receiving all the benefits you are entitled to as well
as possible grants and bursaries by ringing Teacher Support Line.

Cutting down on your expenditure

When things are tough, cutting your costs - even by a small amount -
can make all the difference:

« If you’re a homeowner, look at changing mortgages. There are
usually lots of competitive deals around. Do your research on
www.moneysupermarket.com, www.fsa.gov.uk or www.moneyextra.com

« See if you can get a better deal by changing your utility supplier. Check
online at www.uswitch.com or www.saveonyourbills.co.uk

« Can you spend less on entertainment, convenience foods or other
non-essential items?

« Could you cut down on your use of your mobile phone? Can you switch
money by switching mobile tariffs (www.switchwithwhich.co.uk)?

« Get rid of your store cards!
For more money management ideas, log on to www.teachersupport.info.




We hope this guide has given you some ideas to help
you meet the challenges that lie ahead. Keep it handy
so you can refer to it on a regular basis, especially
when you feel you may need a little extra support.

There is support

Remember you are not alone. There are people within your
school who will support you, along with your union, your local
authority and independent organisations such as the Teacher
Support Network. To ask for help is not to admit defeat, it is
a sign of strength.

Visit our website www.teachersupport.info for information
and guidance. If you can develop your own personal style while
building strong relationships with those around you, you’re
already on the path to success.

Your future career awaits, good luck and happy teaching!
Enjoy it and make it work for you!

BREAK BEFORE
EMERGENCY

o ) <

www.teachersupport.info

A




The best job in the world ...

I love the students’ sense of humour and the fact they can give back as much as they
receive. And that although I’m the teacher, most days | learn from them too!

Catherine, English teacher

I love the look on a child's face when they learn something for the very first time. There is
a sparkle in their eyes that you know says ‘| understand, | know, or | can do'.

James Williams, Science teacher, author and PGCE Convenor at the University of Sussex

What | call ‘penny-drop moments'. When a child who has struggled with something suddenly
'gets it'; the penny drops and the expression on their face changes. It's why we do it.

Raynah, English teacher

It’s never boring, you never clock watch and you get to laugh many times during the day!

Clare, Year 6 teacher
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Who are
you going to
call? Useful
contacts ...

England

Unions

National Union of Teachers (NUT)
Tel: 020 7388 6191
www.teachers.org.uk

National Association of Schoolmasters
Union of Women Teachers (NASUWT)
Tel: 0121 453 6150
WWw.nasuwt.org.uk

National Association of Teachers of
Further and Higher Education (NATFHE)
Tel: 020 7837 3636

www.natfhe.org.uk

Association of Teachers and
Lecturers (ATL)

Tel: 020 7930 6441
www.askatl.org.uk

Professional Association
of Teachers (PAT)

Tel: 01332 372 337
www.pat.org.uk

Association of University
Teachers (AUT)

Tel: 020 7670 9700
www.aut.org.uk

Government departments
and agencies

Department for Education
and Skills (DfES)

Tel: 0870 000 2288
Publications order line:
0845 602 2260
www.dfes.gov.uk

Teachernet
www.teachernet.gov.uk

Teaching and Development Agency
for Schools (TDA)

Tel: 0870 4960 123
www.tda.gov.uk

Miscellaneous

General Teaching Council
for England

Tel: 0870 001 0308
Email: info@gtce.org.uk
www.gtce.org.uk

Teacher Support Network
Teacher Support Line: 08000 562 561
Email: enquiries@teachersupport.info
www.teachersupport.info

Northern Ireland

Unions

National Association of Schoolmasters
Union of Women Teachers (NASUWT)
Tel: 028 9078 4480
www.northern-ireland.nasuwt.org.uk

National Association of Teachers of
Further and Higher Education (NATFHE)
Tel: 028 9066 5501

www.natfhe.org.uk

Ulster Teachers Union
Tel: 028 9066 2216
www.utu.edu

Irish National Teachers Organisation (INTO)
Tel: 028 9038 1455
www.into.ie

Association of Teachers and Lecturers (ATL)
Tel: 028 9047 1412
www.askatl.org.uk

Association of University Teachers
(AUT) Northern Ireland

Tel: 0161 929 7909
www.aut.org.uk

Government department
Department of Education
Tel: 028 9127 9309
www.deni.gov.uk

Miscellaneous

General Teaching Council for Northern
Ireland (GTCNI)

Tel: 028 9033 3390

www.gtcni.org.uk

Scotland

Unions

The Educational Institute for Scotland (EIS)
Tel: 0131 225 6244
www.eis.org.uk

Scottish Secondary Teachers' Association
(SSTA)

Tel: 0131 556 5919

www.ssta.org.uk

National Association of Schoolmasters
and Union of Women Teachers
(NASUWT) Scotland

Tel: 0131 523 1110
www.nasuwt-scotland.org

Professional Association of Teachers
(PAT) Scotland

Tel: 0131 220 8241

www.pat.org.uk

Association of University Teachers
(AUT) Scotland

Tel: 0131 226 6694
www.aut.org.uk

Government department

Scottish Executive Education Department
Tel: 0131 556 8400
www.scotland.gov.uk

Miscellaneous

The General Teaching Council for
Scotland (GTC Scotland)

Tel: 0131 314 6000
www.gtcs.org.uk

Wales

Unions

National Union of Teachers (NUT) Cymru
Tel: 02920 491 818
www.nut.org.uk

National Association of Schoolmasters
Union of Women Teachers (NASUWT)
Cymru

Tel: 02920 546 080
WWw.hasuwt.org.uk

National Association of Teachers of
Further and Higher Education (NATFHE)
Tel: 01656 721 951

www.natfhe.org.uk

Association of Teachers and Lecturers
(ATL) Wales

Tel: 02920 465 000

www.atl.org.uk

Professional Association of Teachers
(PAT) Cymru

Tel: 01332 372 337

www.pat.org.uk

Undeb Canedlaethol Athrawon (UCAC)
Tel: 01970 639 950
www.athrawon.com

Association of University Teachers
(AUT) Wales

Tel: 02920 497 629
www.aut.org.uk

Government departments

National Assembly for Wales
Tel: 02920 825 111
www.wales.gov.uk

Welsh Local Government Association
Tel: 02920 468 600
www.wlga.gov.uk

Miscellaneous
General Teaching Council for Wales

(GTCW)
Tel: 02920 550 350
www.gtcw.org.uk

Teacher Support Cymru

Teacher Support Line Cymru:
08000 855 088

Email: cymru@teachersupport.info
www.teachersupport.info
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The Teacher Support Network is the national, independent charity
that provides free support services to improve the wellbeing and
effectiveness of teachers and lecturers from training to post-retirement.

This guide costs Teacher Support Network £0.50 to produce but is given
to you free of charge. If you would like to donate towards the cost of
‘Starting out’ or our support services, call 020 7554 5200

or visit www.teachersupport.info

@ teacher support network

Hamilton House, Mabledon Place, London,
WC1H 9BE

Tel: 020 7554 5200
Fax: 020 7554 5239
Email: enquiries@teachersupport.info

Registered Charity No. 1072583

Teacher Support Line: 08000 562 561

@ teacher support
» northern ireland

Email: northernireland@teachersupport.info

Registered Charity No. XR70330

@ teacher support scotland @ teacher support cymru

Room 303, 46 Moray Place, Edinburgh,
EH3 6BH

Tel: 0131 220 0872
Fax: 0131 220 0872
Email: scotland@teachersupport.info

Registered Charity No. SC032500

Unit 9, Cefn Coed Parc, Nantgarw, Treforest,
Cardiff, CF15 3QQ

Tel: 01443 827600
Fax: 01443 827616
Email: cymru@teachersupport.info

Registered Charity No. 1100771

Teacher Support Line Cymru: 08000 855 088



