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1. Introduction

Under the PGDE curriculum, student-teachers will
be given the opportunity to gain practical school
experience in Hong Kong schools from the start of
their degree course (School Experience, SE) and to
undertake further teaching practice in the second
semester under the guidance of a university teacher
and a school mentor (Professional Practicum, PP).

School Experience (SE) : SE attachment throughout
different periods of the whole academic year, which
aims to develop student-teachers a holistic perspective
on schooling and to integrate educational theories
with practice.

Professional Practicum (PP) : ONE 8-week block of
Professional Practicum (PP) in Semester 2, which aims
to develop student-teachers pedagogical expertise
within a designated curriculum/specialism through
attaching to major disciplines in the practicum schools.
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2. Our Concept of a Teacher

The Postgraduate Diploma in Education’s concept of a teacher
encapsulates the qualities of a dynamic, 21st Century member of the
teaching profession. The PGDE graduate, therefore, has a distinctive
professional identity as articulated in the ‘Concept of a Teacher’ (see the

below diagram).

A PASSIONATE &
CARING FACILITATOR
A passionate, caring facilitator of
learning devoted to embracing
diversity and bring out the best in
ALL students

AN ADAPTIVE,
CREATIVE, CRITICAL
THINKER & LEADER

An adaptive, creative
and critical thinker and
potential curriculum leader

CONCEPT
OF A

A FORWARD THINKING,
ETHICAL & REFLECTIVE
PRACTITIONER
A forward thinking, ethical
and reflective practitioner who
integrates the theory with
practice for student learning

AN INNOFVATIVE
TEACHER
Confident in disciplinary and
pedagogical knowledge and
comfortable with flexible
inter-disciplinary ‘knowledges’
in a technology- infused,
information-rich world

TEACHER

A contextually-sensitive,
socially-engaged and
policy-aware educator
striving for equity and

social justice

A proactive, engaged collaborator
contributed towards productive
change

A PRFESSIONAL
TEACHER
A locally prepared (ready
to serve the HKSAR) and
internationally mobile
(globally recognized/fit for
practice) professional

A LIFELONG LEARNER

A lifelong learner with an inquiry-

oriented vision of education
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3. School Experience

School Experience ensures integration of the theoretical and practical
aspects of teacher education from the earliest point of the programme.
Student-teachers are expected to learn the theoretical framework of
teaching in the University and to interweave the theories with their ‘School
Experience’ (SE) in the practicum school for better preparation for the
diverse roles of a teacher in an authentic school setting. This will lead
to a more balanced integration between theory and practice. Student-
teachers will be given the opportunity to immerse themselves in different
aspects of the lives of school teachers.

SE has been conceptualized as a different learning experience from
the Professional Practicum (PP). While PP focuses on attachment
to a major discipline and the development of pedagogical expertise
within a designated curriculum or specialism, the goal of SE, however,
is to develop a holistic perspective towards schooling and to integrate
broader educational theories with practice. Student-teachers will gain an
understanding of school culture and life inside and outside the classroom.
They will be required to conduct inquiry-based learning tasks and
negotiate with their practicum schools to broaden the range of possible
school activities in which they could become involved (see figure next

page).
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As a result of the SE component, student-teachers will be on-site at
school regularly; they will be available to assist staff, whether in creating
resources or helping to referee a basketball match. In addition to helping
schools and staff directly, this will provide our student-teachers with a real
picture of how a whole school works, the day-to-day running of the school,
and teachers’ diverse roles.

We hope that schools will allow student-teachers to be considered as full-
time TEACHERS during their weekly SE, and will welcome them so that
their experiences can become a key part of the diagram below.

Weekly Cycle

Integrated Inquiry Cycle

L

Mon Tue
Collaborative
Lesson inquiry ~ Educational
(Reflection & Inquiry (1)
Planning)

T 1

Collaborative Lesson Inquiry Cycle
(Collaborate with Major peers and supported by
Mentor-teachers)
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4. Overview of the School
Experience Arrangements

The Faculty will prepare student-teachers through Inquiry-based
sessions, Pedagogical Content Knowledge and Collaborative Lesson
Inquiry, together with School Forums before they commence the school
experience in November. SE takes place in school two days (Wednesday
& Thursday) per week as shown below. Altogether there are 9 weeks of SE

days between November and February:

B For non-Language major: SE Induction/Orientation on 2 - 4 Nov 2022

University Semester 1

Wednesday & Thursday

Week 1

Week 2

Week 3

Week 4

Week 5

Week 6

Week 7

Week 8

Week 9

Week 10

Week 1

9 &10 Nov 2022

SE

Week 12

16 &17 Nov 2022

SE

Week 13

23 & 24 Nov 2022

SE

Week 14

30 Nov & 1 Dec 2022

SE

Week 15

7 & 8 Dec 2022

SE

Week 16

14 & 15 Dec 2022

SE
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Week 1 CNY Holiday

Week 2 CNY Holiday

Week 14

Post PP Block
Week 15

Student-teachers may negotiate with their practicum school as to the
broad range of possible school activities in which they could become
involved and whether additional SE days or make-up days (e.g. if SE clashes
with school holidays) could be arranged, based on the student-teachers’
HKU timetable and the discretion of the practicum school.
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5. The Structure of School

Experience

There are three components of SE:

Introductory School Forums by SE principals and experienced teachers
Links with Integrated Inquiry through weekly tasks

Links with Methods & Collaborative Lesson Inquiry (CLI) through micro-
teaching opportunities (when possible and as negotiated with schools)
relating to development of Pedagogical Content Knowledge (PCK)

School Forums with Principals and experienced Teachers

Before sending our student-teachers to different schools for School
Experience, we invite school principals and experienced teachers to
be part of our PGDE programme on Wednesdays in September to
address and discuss authentic aspects of common themes related to
the Integrated Inquiry. The purpose of the Forums is to set the scene
for the student-teachers to embark on their SE inquiry beginning in
November.

Links with Integrated Inquiry

Student-teachers are expected to participate in the discussions about
the weekly inquiry themes on campus and prepare a list of inquiry
tasks for their SE. Through observation and dialogue with relevant
teachers during their visits to school, student-teachers will reflect on
and share their learning experiences in the debriefing Integrated
Inquiry sessions at the end of each week (Friday Integrated Inquiry
Sessions), with peers who have done their SE in different schools.
Student-teachers will relate SE events and observations with key
concepts of the weekly inquiry themes. The themes are also arranged
in blocks so that student-teachers can work on several themes during
each block of SE.
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The major themes of the Integrated Inquiry are:

B Ajms of Education, Curriculum and
Schools School Forums:
m How Students Think & Learn ——> by principals
® Motivating Students to Learn and teachers
m Classroom Management

B Assessment & Learning

B Curriculum Development in School
Contexts

B Social Functions of Education

m Equity Issues in Education

m Catering for Diversity and Individual

Differences
m Teaching Students with Special Schoo.I
. ——> Experience
Education Needs Block
B Pastoral Care and Whole School
Approach
®m Teacher Knowledge, Values and Ethics
®m Teacher Professional Development in
Schools
B Global Education Reform Movements
and Local Responses
B Education Innovation and Teachers as Post
Life-long learners ——) Professional
B Becoming a Transformative Teacher Practicum Block
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Integrated Inquiry Cycle

(excluding experiential and practicum blocks)

* Educational issues
: : * Problems
e Educational Inquiry 1 . Cases

« Establish SE tasks

d O . . .
f School Experience sEmEmmm Comeneing ey
Thurs task

Educational Inquiry 2 |EEELELEE SE depriefing and
reflection

iii) Links with Methods & Collaborative Lesson Inquiry, relating to
Pedagogical Content Knowledge

Student-teachers from the same Methods group plan lessons and
develop learning activities collaboratively on key Major-based topics
or themes identified as critical content for subject teachers in Hong
Kong. They are encouraged to integrate what they have learned from
their Integrated Inquiry when planning their lessons and teach at least
two major-based lessons during SE before the commencement of the
Professional Practicum. They will be given opportunities to observe
lessons taught by their mentor-teachers and also, if possible, other
subject teachers. Student-teachers will engage in reflection about
their teaching in a debriefing session after each SE day.
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COLLABORATIVE LESSON INQUIRY CYCLE

(excluding experiential and practicum blocks)

* Discipline - based

Wed . * ‘Teaching Assistant’
[ School Experience ssmmmms
Thurs, support role
« CLI activity
SE Collaborative
Reflection and ssmmnmn | o CL]

Planning

6. Student-teachers’ Engagement
in School Experience

Student-teachers will participate in FULL school days as a member of the
teaching staff. Practicum coordinator and mentor-teachers are encouraged to
share experiences with student-teachers to enrich and deepen their holistic
learning in the school. Different schools may have different arrangements of
SE for our student-teachers. SE activities may include the followings:

a) General Participation

«  participating in the school's routine schedule, such as joining assemblies,
class periods, staff/panel meetings, lunch hour duties or other extra-
curricular activities during the day of the visit;

e supporting classroom learning including preparing teaching resources
and materials;

- attending school functions, such as sports day, school picnics, field trips,
speech festivals, parents’ day and staff development day etc. (where
appropriate);

«  assisting responsible teachers across a range of duties (sports, playground
supervision) etc. (where appropriate).
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b)

Theory-practice integration Activities

completing PGDE “inquiry-based"” tasks related to the weekly integrated
inquiry theme* (eg. learn about how to cater for learner diversity through
lesson observations and/or discussions with the school principal, practicum
coordinator, mentor-teacher(s), or other relevant teachers);

teaching at least 2 major-based lessons before the commencement of the
Professional Practicum;

participating as a lesson observer/teaching assistant in lessons & activities
(where appropriate);

conducting pre-planned learning activities, which may take place as part of
a formal lesson, or as extra-curricular activities during recess, lunch or after
school (where appropriate).

Other Suggested Activities

helping with grading and analyzing student work, e.g. homework and
quizzes (where appropriate);

reading related school documents for teacher professional development,
curriculum and school development, e.g. 3-year plan;

chatting/talking with members from different functional and management
groups, such as the Principal, Vice-principals, Panel Heads, Discipline
Master/Mistress, Career Guidance Teacher, SEN Coordinator, etc. in order to
gain a greater understanding of the job nature and duties of different key
stakeholders in schools and how schools are run.

*Participating schools will be informed of the weekly list of inquiry themes;
Practicum Coordinators could arrange for student-teachers to meet and
talk to the school principal/relevant teachers related to the weekly inquiry
theme or themes of the SE block.

Student-teachers may seek support from the practicum schools to enable
them to collect educational data for any assignments. Application for
permission for data collection will be submitted by individual student-
teachers to the schools concerned.

12
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7. Arrangements for Professional
Practicum (PP) in 2022-2023

Professional Practicum Arrangement for Postgraduate Diploma
in Education (PGDE) Student-teachers

Students are required to have an 8-week block of PP and the details are
shown as follows:

PGDE
Professional Practicum (PP)

Practicum Schedule
20 February - 21 April 2023 (8-week)
Suggested Professional Practicum Arrangement

B Arrange a total of 8 to 12 periods* of teaching per a 5-day week for each student-teacher or
approximately a total teaching load ranging from 50 to 80 periods*(Please note: student-
teachers are expected to take up some, if not all, classes taught by mentor-teachers.)

Before Professional Practicum

B Organise an induction programme for new student-teachers to familiarise them with the
environment and daily operation of the school before the start of the practicum.

® Arrange for each student-teacher a tentative schedule of possible teaching periods and
other related materials (e.g. textbooks, schemes of work, etc.)

B Set up a teaching schedule with the student-teachers.

m Set up a lesson observation schedule with the student-teachers.

During Professional Practicum

m Arrange for each student-teacher to observe hisfher mentor-teacher’s lessons.

m Arrange for student-teachers to observe lessons taught by teachers of other subjects and levels.

m Provide guidance to the student-teachers on lesson planning, presentation and classroom
management.

m Conduct pre-lesson and post-lesson conferences for observed lessons with the student- teachers
whenever possible; if not, preferably at least one lesson per week.

m Offer regular advice and feedback to student-teachers on their planning, teaching and
assessment performance.

m Conduct tripartite conferences with student-teachers, mentor-teacher and university-tutor
whenever possible.

m Arrange 2 to 3 form teacher periods to be taken up by the student-teacher (if applicable).

m Arrange for student-teachers to take part in subject panel meetings, school meetings/functions, etc.

m Involve student-teachers in various non-teaching duties and/ or school activities

After Professional Practicum

 Return to School-University Partnerships Office, Faculty of Education the completed forms on
Professional Qualities and Developmental Feedback on Professional Practicum.

® One period is normally referred to teaching time of 30 to 35 minutes for primary schools and 40 minutes for secondary schools
(the length of lessons may vary from school to school).

13
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Professional Practicum Arrangement for Postgraduate Diploma in
Education (PGDE) Early Childhood Education (ECE) Student-teachers

PGDE (ECE)
Professional Practicum (PP)

Practicum Schedule

20 February - 21 April 2023 (8-week)

Suggested Professional Practicum Arrangement
m Arrange for each student-teacher a total of 7 hours of independent classroom teaching
(ICT) per a 5-day week or at least 56 hours of ICT during the 8-week block in ECE
settings with 3 on-site supervised practicum sessions.

Before Professional Practicum

m Organise an induction programme for new student-teachers to familiarise them with the
environment and daily operation of the school the before start of the practicum.

m Arrange for each student-teacher a tentative schedule of possible teaching periods and
other related materials (e.g. textbooks, schemes of work, etc.)

m Set up a teaching schedule with the student-teachers.

m Set up a lesson observation schedule with the student-teachers.

During Professional Practicum

® Arrange for each student-teacher to observe his/her mentor-teacher's lessons.

B Arrange for student-teachers to observe lessons taught by teachers of other subjects and levels.

B Provide guidance to the student-teachers on lesson planning, presentation and classroom management.

m Conduct pre-lesson and post-lesson conferences for observed lessons with the student- teachers
whenever possible; if not, preferably at least one lesson per week.

m Offer regular advice and feedback to student-teachers on their planning, teaching and assessment
performance.

m Conduct tripartite conferences with student-teachers, mentor-teacher and university-tutor whenever
possible.

m Arrange 2 to 3 form teacher periods to be taken up by the student-teacher (if applicable).

m Arrange for student-teachers to take part in subject panel meetings, school meetings/functions, etc.

m Involve student-teachers in various non-teaching duties and/ or school activities.

After Professional Practicum

e Return to School-University Partnerships Office, Faculty of Education the completed forms on
Professional Qualities and Developmental Feedback on Professional Practicum.

Our Faculty would recommmend every practicum school to consider the allocation
up to 20 CPD hours to each participating Mentor-Teacher and Practicum Coordinator,
in recognition of their different levels of commitment to mentoring as judged
by the principal. This recommendation is endorsed by the School-University
Partnerships Advisory Committee of the Faculty (in October 2009).
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8. Guidelines for Different Parties

i) Roles and Responsibilities of Practicum Schools and Coordinators

The school principal and practicum coordinators can play an important role
in providing a satisfactory and fulfilling practicum experience for student-
teachers by

. making early arrangements for and appointment of experienced teachers to
lbe mentor-teachers (preferably with their consensus) so that these teachers can
plan ahead on how to assist student-teachers in their professional practicum;

. organising an induction programme for student-teachers to familiarise them
with regard to school philosophy, culture, environment, daily operation of the
school and procedures for handling crises or difficult pupil cases;

. introducing student-teachers to the staff and pupils at the school,

-  inviting student-teachers to observe lessons conducted by their mentor-
teachers and teachers of other subjects and levels, so that the student-
teachers can be exposed to different approaches and different levels of
teaching and learning;

. allowing student-teachers to teach at least two major-based lessons before
the commencement of Professional Practicum;

. involving student-teachers in various school activities such as performing the
duties of a form/class teacher or helping with extra-curricular activities or taking
substitute lessons. However, the Faculty hope that each student-teacher would
not be given too many substitute lessons throughout the whole practicum
block. As student-teachers do need to spend time preparing quality lessons to
meet effective teaching standards and expectations;

«  completing a feedback form regarding the ‘Professional Performance of the
Student-Teacher' (Appendix C(i)) through consultation with the respective
mentor-teacher to provide valuable information on the professional qualities
displayed by student-teachers throughout School Experience and Professional
Practicum.
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ii) Roles and Responsibilities of Mentor-Teachers

Mentor-teachers become learning partners for student-teachers. With their
professional knowledge and experience in authentic school settings, they can
help our student-teachers gain valuable and diverse learning experience by

inviting student-teachers to observe your teaching and conducting pre-
and post-lesson discussions with them to clarify learning objectives and reflect
on learning outcomes;

involving student-teachers in collaborative curriculum development and
creative presentation of curriculum materials;

inviting student-teachers to panel meetings, school functions and extra-
curricular activities to promote an all-round experience of the school
environment;

having a debriefing discussion with student-teachers on any educational or
classroom issues related to the SE weekly theme whenever it is convenient;
ensuring school routines are observed by student-teachers;

supervising student-teachers in the preparation of lesson plans during Professional
Practicum (see Appendices A & B for details);

making sure that your advisory support is appropriate to allow the student-
teacher’s planning and teaching competence to be fully and fairly assessed
by the university tutor during supervisory visits;

observing student-teachers' lessons as often as possible during Professional
Practicum, if not, then at least once a week as a general guide;

initiating pre- and post-observation discussions with student-teachers;
initiating and negotiating the development of a feedback sheet for lesson
observation with student-teachers. An example of a feedback sheet is
provided in Appendix E. Please feel free to use parts or all of the documents or to
develop your own according to your needs and those of your student-teachers;
participating whenever possible in joint observation and post-lesson conferences
with university-tutors and student-teachers. Even if a tripartite conference
cannot be arranged, it is very useful for student-teachers to be able to reflect on
feedback provided on the observed lesson from the perspectives of both their
mentor-teacher(s) and university-tutor(s). This will facilitate the follow up on any
areas that the student-teacher may need to work on. The visiting university
supervisor should provide a copy of the feedback notes taken during the lesson
observation and coomments written following the post-lesson feedback;

16
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informing the university-tutor concerned either directly or through the School-
University Partnerships Office if a student-teacher has persistent problems or
displays unprofessional behaviour in school despite suggestions and advice
being provided by yourself or other staff at the school. (Please see Appendix G or
https;webeduhkuhk/sup-partners for details)

providing information to their principal or practicum co-ordinator to complete
the form ‘Feedback on the Professional Performance of the Student-Teacher’
(Appendix C(i)) to provide a review of the professional conduct of the student-
teachers throughout the various blocks of professional practicum of the different
programmes. This will be taken into account in determining the student-
teacher's final grade for the practicum component of the programme;
completing the form on ‘Developmental Reflection on Professional Practicunm’
(Appendix C(ii)) with the student-teachers together to register the overall
professional development of the student-teachers throughout the professional
practicum.
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Joint Commitment for Mentor-Teachers and University-Tutors:

We ask for your support and understanding that our student-teachers are
novice teachers who are just beginning to embark on their professional
careers. They will therefore not be accomplished in all aspects of teaching
and in particular they may find the handling and managing of individual and
classroom behaviour and unexpected crises particularly problematic. These
are areas of the practical experience with which student-teachers need your
ongoing support. Schools and the Faculty, mentor-teachers and university-
tutors need to work closely together to help student-teachers to begin to
deal appropriately with behaviour management issues in and beyond the
practicum.

While student-teachers may be inexperienced, we hope that they can be
viewed as useful professionals who are able to work with and learn from
mentor-teachers during the professional practicum. We would be grateful if
every mentor-teacher would introduce his/her student-teacher to the class
as a 'TEACHER' to help him/her to become a fully participating and welcome
member of the school community.

It is essential that student-teachers have continual practice in setting
objectives and planning well staged lessons to ensure that they can
eventually and independently formulate realistic and appropriate learning
goals and implement coherent lessons. Without this practice at this time in
their professional learning, student-teachers are unlikely to internalise the
complex skills involved in lesson planning or even understand the importance
of planning to effective classroom practice.

It is also important that student-teachers reflect on every lesson in order
to develop critical awareness of the effects of their teaching strategies on
their pupils. The ability to critically reflect is fundamental to career-long,
autonomous professional development.
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iii) Roles and Responsibilities of University-Tutors

University-tutors form the key liaison and link between student-teachers and
mentor-teachers; the university and the school; and between the coursework
of the initial teacher education programmes and the school-based practice.
The following guidelines articulate university-tutors’ roles in overseeing
student-teachers’ professional practicum placements and their performances:

. preparing student-teachers for commitment to professional learning during
School Experience and Professional Practicum;

. conducting supervisory visits to support student-teachers in learning to teach,
with an ongoing focus on professional lesson and pedagogical planning and
reflection;

«  working closely with mentor-teachers to develop a more comprehensive
understanding of the overall professional qualities (attitude and pedagogical
aspects) of student-teachers;

. conducting tripartite conferences with mentor-teachers and student-teachers
to encourage autonomy and independence through reflection and discussion;

«  facilitating liaison with schools for developing professional relationships;

. keeping the School-University Partnerships Office fully informed of any
problems with student-teachers reported by their practicum schools.

iv) Roles and Responsibilities of Student-Teachers

Student-teachers are expected to immerse themselves in the school culture. They
should be open and proactive to all opportunities and experiences that practicum
school makes available both inside and outside the classroom. (Arrangements
may vary from school to school as schools have different calendars, different
curriculum structures and different social backgrounds etc.) Experiences and
responsibilities could include but are not limited to the followings:

«  familiarizing themselves with the school environment (e.g. meeting their
Principal, practicum coordinator, mentor-teachers, functional post persons
and understanding the operation of the school, learning the school culture);

. attending school assemblies/class periods; panel/staff meetings whenever
the opportunity arises;
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*  observing and supporting mentor-teacher(s) during classroom learning
(e.g. helping individual pupils/groups with tasks given by the mentor-
teacher(s);

. preparing supporting teaching resources and materials;

«  helping with homework/tests/exam marking;

«  joining and/or helping to organize lunchtime or extra-curricular activities
(before, during and after school as negotiated between student-teachers
and the practicum school);

+  assisting/shadowing teachers across a range of duties (eg. sports, playground
supervisory duties) etc. arranged by the Practicum Coordinator;

«  observing lessons, preferably across a range of years/subjects/teachers;

. conducting, where feasible and in negotiation with the Practicum Coordinator
and the student’s mentor-teachers, pre-planned Collaborative Lesson
Inquiry activities (Major-based);

. conducting at least two Major-based lessons before the commencement
of the Professional Practicum;

. completing the weekly SE inquiry-based observation tasks and assignments
related to the weekly theme of the Integrated Inquiry;

. providing peer support to other student-teachers placed in the same
school;

. reflecting critically on all learning opportunities in the practicum school
by integrating events and observations with educational theories learned
in the programme;

. being sensitive and not making inappropriate judgements too soon
when basing observations on incomplete understanding of an episode
or incident in the school;

. respecting the Personal Data (Privacy) Ordinance of Hong Kong SAR and
never mentioning the school or people's names in discussion or when
working on assignments;

Student-teachers are invited to discuss and share their school experiences on
the Moodle site that the programme has set up for them. However, they are
advised not to mention school and person’s name when they hold discussion
and debriefing back on campus. Student-teachers are not allowed to post
anything (e.g. photos, videos and documents) related to their SE & PP on

social media.
20
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9. Communication With and
Between Different Parties

Your role as :

Matters related to:

Suggested actions:

Learning opportunities at
the practicum school

Consult your Practicum Coordinator
and Mentor-Teachers

Applying for leave of
absence

Inform your Practicum Coordinator,
Mentor-Teachers and University-
Tutor. Complete the Application

Student- Form for Leave of Absence (Appendix
teacher D) and submit it to the School-
University Partnerships Office. If
there is any inquiry regarding the
procedures, please contact the
School-University Partnerships
Office.
Performance of student- Communicate with the relevant
teachers University-Tutor concerned
Mentor- (Appendix G)
Teacher Performance and Communicate with the Practicum
competence of student- Coordinator
teachers
Performance and Communicate and discuss with the
competence of student- Mentor-Teachers concerned
. . teachers
University- - . .

Tutor Profesglonal conduct and Communicate with the Mentor—
behaviour of student- Teachers concerned and inform
teachers the School-University Partnerships

Office and Programme Office as
soon as possible
Practicum Well-being and/or Contact the relevant University-
School inappropriate professional Tutors (Appenc!ix G) and/or t'he
(Principal and performance of student- School-University Partnerships
. teachers Office as soon as possible to discuss
Ci:ar‘:lt:;::tl:r) ways to handle issues
I

21
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10. Student-Teachers’ Professional
Conduct and Behaviour

Student-teachers in the Faculty of Education should be guided by principles
of professional conduct and behaviour while on campus and in schools. All
student-teachers are strongly advised and required to read, reflect on and
follow the two important documents (Appendix F):

1. “Code for the Education Profession of Hong Kong” proposed by the Education
Bureau of the HKSAR Government at http://cpc.edb.org.hkfen/code_01.htm.

2. “T-Standard+ - Professional Standards for Teachers of Hong Kong (PST)" by
Committee on Professional Development of Teachers and Principals, by
visiting website https;/Mww.cotap.hk/index php/en/t-standard/t-standard-pst

For updates and information relevant to professional conduct, please refer to
relevant section in Programme Moodle.

Practicum schools will be asked to assess student-teachers’ professional
conduct. The assessment will be taken into account in determining the result
of students' professional practicum.

Student-teachers may be suspended from and/or fail Professional Practicum if:

* their behaviour is considered by the Faculty or the practicum school,
after due investigation, to be threatening or harmful to school students,
teachers, fellow student-teachers or the school; or

* their conduct is considered by the Faculty, after due investigation,
to be unprofessional, particularly when it is the subject of a serious,
substantiated complaint from the practicum school.

Professional conduct includes such aspects as:

« punctuality and attendance;

« notifying the school immediately if sick or otherwise unable to attend
school / classes:

« appropriate dress and appearance;

« following school regulations;

« respecting school property;

« respecting copyright on print materials or software;

. carrying out all duties assigned by the school by the deadlines given;

- fair and careful setting and marking of tests and assignments;

- maintaining a safe environment for students in class;

« dealing with pupils in a non-discriminatory and respectful way, and avoiding
favouritism;

« maintaining only professional contact with pupils;

« Being polite and respectful towards school staff.
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Such a decision would not be taken by one university-tutor alone, but would be
made in consultation with the Programme Director and the School-University
Partnerships Director.

Student-teachers should observe the following professional conduct and
behaviour:

General

During professional practicum, all student-teachers are considered
as staff members and ‘teachers’ of the practicum school. You have to
observe strictly the school's protocols and expectations to the full extent.
Obtain a copy of your timetable, the school calendar, teaching schedule,
seating plan of the class(es) to be taught (if any), and textbooks, if loan
arrangements have been made.

Learn about the school system, teaching resources and facilities
available, the school's expectations and culture, and other important
information from the mentor-teacher(s) and/or the school principal.
Make a brief courtesy visit to the school principal to introduce yourself
and thank the principal for the opportunity to practise in the school.

Punctuality and Attendance

Always be punctual for school, class, meetings, and conferences with
mentor-teachers.

Official school hours and policies should e strictly observed, and permission
must be sought from the school principal (or his/her representative) first
and then the university-tutor for any leave of absence or early leave. The
application form for leave of absence must be submitted to the School-
University Partnerships Office for notification and records. (Appendix D).
Vacations, weddings and other personal events (including job interviews)
must not conflict with the period of professional practicum unless under
special circumstances that may require special consideration and advance
application to the Programme and School-University Partnerships Directors.
If sick leave is required, formally seek permission from the school first
and inform your mentor-teacher(s) and university-tutor at your earliest
convenience using Appendix D.

Dress Code

Respect the school norm. Schools vary in their expectations on teachers’
attire. (For example, some schools may require male teachers to wear a
tie on all school days, and female teachers may not be allowed to wear
slacks except during the cold winter days.)

Observe carefully the dress norms in the practicum school, and to dress
slightly more formally than the average teaching staff.
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Respect School's Property

Respect school property and copyright on print materials or software. Please
refer to the section “Guidelines on Student Use of Personal and Institution-
related Data.

If you adapt materials developed by the Practicum Schools or their mentors,
you should acknowledge the source.

Carrying Out Duties Assigned by School

Integrate into the school life by participating in school activities as much as
possible. Join staff meetings and meetings with pupils as often as possible.
Keep the mentor-teacher(s) informed of your progress and problems.

Be well prepared for lessons by discussing plans and resources with your
mentor-teacher well in advance of teaching lessons. Be receptive to advice
and suggestions given to you.

Building Professional Rapport with Mentor-Teacher and School Staff

Form and maintain professional working relationships with your mentor-
teacher and other staff at your practicum school. Show enthusiasm,
adaptability and curiosity.

Be confident and take the initiative to approach other members of staff
politely, to ask if you may observe their lessons, in order to extend your
exposure to classroom experiences.

Treat mentor-teachers and other members of staff with respect.
Cooperate, collaborate and contribute to all aspects of school life so
that you learn to become a teacher in the profession, not just a subject
teacher in your own discipline.

Building Up Professional Rapport with Pupils

Be a positive role model for your pupils, and observe professional
practice with courtesy, sincerity and a strong sense of responsibility.

Talk and listen to pupils both inside and outside the classroom. This,
however, does not mean becoming involved with individual pupils
outside school hours away from the school campus.

Deal with pupils in a professional way. If in doubt, ask your mentor-
teacher(s) for advice.

Assist, support and observe other student-teachers who are placed to
the same practicum school, as much as possible even though they may
not be from the same major subject.

Reinforce learning of pupils through encouragement and by recognizing
them as individual.
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Communication with University-Tutors

* University-tutors will inform you of the schedule for supervisory school
visits. Convey this information to your mentor-teacher(s) once you have
been notified and invite him/her/them to join the lesson to be observed.

« Help the university-tutors to invite your mentor-teacher(s) to the post-
lesson tripartite conference.

« If you have any problems in school which you feel you cannot deal with
yourself please inform your university-tutor or the School-University
Partnerships Office for support and advice.

Arrangements during Bad Weather or Other Special Conditions

* Should there be any adverse weather or other special conditions during your
practicum period, please follow Education Bureau's announcements about
class suspension or any other relevant arrangements.

« Please check with your practicum coordinator/mentor about the arrangements
of teachers during bad weather or other special conditions.

Guidelines on Student Use of Personal and Institution-related Data

Students are subject to general obligations of confidentiality in regard to
the personal and institution-related' data, information and materials which
they have accessed or obtained during their studies, practicum, research
and other activities in respect of or in connection with the curricula offered
by the Faculty of Education, The University of Hong Kong.

In dealing with personal data, students are also required to comply with
the requirements of the Personal Data (Privacy) Ordinance (Ordinance)
(including the data protection principles) which cover, among others, the
collection, retention, use, handling, disclosure, storage, security and access
in respect of personal data. Details of the Ordinance can be found at:
https:/mww.pcpd.org.hk/english/data_privacy_law/ordinance_at_a_Glance/
ordinance.html. The Privacy Policy Statement of the University can also be
accessed at: https:/mwww.hku.hk/about/policies_reports/privacy_policy.html.

Without prejudice to the general obligations, a student must seek prior
written approval from the relevant Course Coordinators and/or Programme
Directors if s/he intends to disclose any personal and institution-related
information, data or materials to the public or in any context that is not
related to the curriculum to which s/he has been admitted.

Should any student be found not observing the above guidelines, s/he may
be considered to be infringing the obligatory conduct by inappropriate
disclosure of such information, data or materials. Such an infringement will
be subject to disciplinary actions.

! Institution refers to the Faculty, the University and any other units or organisations (both internal and external).
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11. Receiving Our Student-Teachers

& Miscellaneous

General

Student-teachers will contact the practicum coordinator from the middle
to the end of September to facilitate their first entry to the school in
November.

If the first SE day coincides with a school function day or school holiday,
the student-teachers should report to the practicum school on next SE
day.

If other SE days coincide with a school function day, such as a picnic, visit
or any whole school activity that takes place outside the school, student-
teachers are expected to join and help.

In case of a rainstorm warning or typhoon signal No. 8 being hoisted
during the SE day, the practicum school should confirm with our student-
teachers the normal school practice to be followed, preferably at the first
meeting of student-teachers with the practicum coordinator.

If student-teachers have taken sick or personal leave on SE days, the PGDE
programme does not require them to make up another SE day for the
absence, as we believe the cumulative learning experiences will allow
them to complete missing ‘inquiry tasks' in the subsequent SE visits. We
hope that student-teachers will not apply for more than two days of leave
out of the total 18 SE visits. If chronic illness arises, student-teachers should
discuss matters with their UTs at the earliest opportunity.

It is advisable for the practicum coordinator or mentor-teacher to hold a
short debriefing towards the end of each SE day and also a short briefing
on what they need to prepare for the next SE day.

Ethical Practice

Student-teachers will be advised NOT to mention school and person'’s
names when they hold their discussion and debriefing back on campus.
Student-teachers are NOT allowed to post anything (e.g. photos, videos
and documents) related to their SE and PP on social media, such as
Facebook, Instagram, blog and so on.

Student-teachers are advised to communicate with practicum coordinator
and mentor-teacher via face-to-face talk, phone, email and WhatsApp to
confirm tasks they need to do.
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Appendices A, B, C, D & E can be downloaded from our Partnership
Website (https://web.edu.hku.hk/sup-partners/professional-
practicum/useful-forms-for-download-useful-links) for your
adoption. Please note:

* Appendices A & B are provided for student-teachers as frameworks for
lesson planning.

» Appendix C(ii) is provided for mentor-teachers and student-teachers to
use as a basis for ongoing formative reflection and feedback as well as to
document a final reflection on the overall development of the student-
teacher throughout the practicum.

« Appendix D should be filled-in & submitted by student-teachers whenever
they are unable to attend or teach a class or classes on any ONE to TWO
DAYS during their professional practicum.

« Appendix E is provided here only for suggestions and reference. Mentor-
teachers are also encouraged to use their school-based lesson observation
forms to offer feedbacks and suggestions to our student-teachers, and
are welcomed to send any lesson observation feedback documents to the
School-University Partnerships Office, Faculty of Education via fax (Fax no:
2548 0375), for diverting to the respective university-tutors concerned.
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Appendix A

Lesson Planning and Reflection Document for Supervised Lessons
available for downloading/adoption from School-University Partnerships Website:
https://web.edu.hku.hk/sup-partners/professional-practicum/useful-forms-for-download-
useful-links

Lesson Plan
Date: Time: Class: Focus:

Aims
To enable pupils to:

Previous learning

Potential problems and solutions

Evaluation of the lesson

Materials and aids

Lesson Stages

Stage Purpose Working Patterns Time

Stage1 T/class, T/Std(s), Std(s)/T,
What the pupils are doing | (Why the pupils / Teacher |Std/Std (in groups or pairs)
and what the teacher is are / is doing this)

doing) (T=Teacher, Std = student)

Stage 2

Stage 3

Stage 4

Stage 5

Stage 6 Etc

(Use as many stages/pages as necessary to ensure thorough planning of the lesson.)

Reflection
What strategies worked well? Why? What were the effects of these strategies on the pupils?

What didn't work so well? Why? What were the effects of these strategies on the pupils?

What would | do differently if | were to do this lesson again? Why? What would be the
potential effects of these changes on pupils?
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AppendixB

Simplified Lesson Planning and Reflection Document
(for ongoing lesson planning - hand-written or typed)

available for downloading/adoption from School-University Partnerships Website:
https://web.edu.hku.hk/sup-partners/professional-practicum/useful-forms-for-download-
useful-links

Lesson Plan
Date: Time: Class: Focus:

Aims
To enable pupils to:

Previous learning

Potential problems and solutions

Materials and aids

Lesson stages

(Use as many stages/pages as necessary to ensure thorough planning of the lesson.)

Reflection
What strategies worked well? Why? What were the effects of these strategies on the pupils?

What didn't work so well? Why? What were the effects of these strategies on the pupils?

What would | do differently if | were to teach this lesson again to a similar class? What would
the potential effects of these changes be on the pupils?
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Appendix C(i)
Feedback on Professional Performance of Student-Teacher

The Faculty seeks the co-operation of the practicum school to offer feedback on
the professional conduct of the student-teachers placed in the school.

It is the joint commitment of the practicum school and the Faculty to require every
student-teacher to demonstrate positive traits and acceptable professional qualities
before they become a member of the teaching profession. The Faculty reserves
the right to withhold its recommendation of a student-teacher for satisfactory
completion of his/her initial teacher education qualification if he/she is considered
to be unable to uphold the qualities required by the profession.

A copy of the feedback form will be mailed to all schools for the principal or the
practicum co-ordinator (in consultation with the respective mentor-teacher) for
completion to provide a review of the professional conduct of each of the student-
teacher. Please return the form to the School-University Partnerships Office,
Faculty of Education by fax (2548 0375) or email (partnershipoffice@hku.hk) on the
following time frame:

For PGDE programme, end of School Experience, middle and end of Professional
Practice;

If we have not heard from you after the deadline, the performance of the student-
teacher(s) will be regarded as satisfactory.
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Feedback on the
Professional Performance of the Student-Teacher
(to be completed by the Principal or the Practicum Co-ordinator)

Name of Student-teacher:

Name of Practicum School:

Name of Major Methods tutor:

Course:

Please circle the descriptor that best describes the student-teacher's professional
performance under each area
(S = Satisfactory US = Unsatisfactory) :

1. Punctu_ality and attendance, including notifying the school immediately if sick or s/ Us
otherwise unable to attend school / classes;

2. Following school regulations, including appropriate dress and appearance; S/ us

3. Respecting school property and copyright on print materials or software; S/ Us

4. Carrying out all duties assigned by the school by the deadlines given; including fair s/ Us

and careful setting and marking of tests and assignments;

5. Maintaining a safe environment for pupils in class; and being polite and respectful s/ Us
towards school staff;

6. Maintaining professional contact with pupils; dealing with pupils in a non- s/ UsS
discriminatory and respectful way, and avoiding favouritism;

If you feel the professional conduct of the student-teacher was completely unsatisfactory in
any area, please give further details for our consideration:

Our school confirms that we have informed or discussed with the student-teacher the ]
above-mentioned unsatisfactory behavior. ((Please confirm by putting a “v" iin the check
box)

Signature of Principal/Practicum Co-ordinator*:

Name of Principal/Practicum Co-ordinator*:

Name of Mentor-teacher consulted:

Date:

We would be grateful if you would return the completed feedback form to the School-University
Partnerships Office, Faculty of Education, HKU by email (partnershipoffice@hku.hk) or by fax (2548 0375).

*Please delete as appropriate

If you wish to bring any unsatisfactory behavior of student-teachers to our Faculty's attention,
please feel free to inform us by returning this form at any time during professional practicum
for our further action.

Ifyou have not heard from you after the deadline, the performance of the student-teacher(s) will be
regarded as satisfactory.
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Appendix C(ii)
A Developmental Reflection on Professional Practicum

This document can be used to guide ongoing formative self-reflection and mentor /
student-teacher feedback as well as peer discussion on teacher development. It also
provides the basis for a final self-reflection and mentor-teacher reflection on the overall
development of the student-teacher throughout the practicum. Mentor-teachers and
university-tutors may develop alternative observation frameworks as appropriate for
different topics or foci to meet the needs of student-teachers at different stages.

Alternatively, the feedback profile can be adapted in a process of co-construction
and negotiation between mentor-teachers and student-teachers.

At the end of the professional practicum, student-teachers will complete the form and
invite their mentor-teacher(s) to read their reflection and add comments on the form
to provide a fuller understanding of student-teachers achievements as well as the areas
that they may need to continue working on. Student-teachers will submit the form to
School-University Partnerships Office, Faculty of Education directly.
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A Developmental Reflection on Professional Practicum

Name of Student-teacher:

Name of Mentor-teacher:

Name of Practicum School:

Name of University-Tutor:
Course: [1PGDE Major

Please complete this document on your own first. Then invite your mentor-teacher(s) read your
reflective comments and ask them to add their own comments to provide a fuller understanding of your
achievements as well as what you may need to continue working on.

1 2
Student-teacher’'s comments Teacher-mentor’s comments

Lesson planning

Clear teaching objectives,
sequencing and progression of
activities, choice and adaptation
of materials, design of tasks,
planning to meet individual
needs, pupil-centredness, use
of teaching aids, information
technology

Implementation

-Subject matter knowledge:
including clarity and accuracy
of delivery, flexibility in relation
to planning

-Classroom language: including
questioning skills, giving
instructions, explanations and
feedback

-Classroom management:
including sensitivity to needs of
pupils, rapport with pupils

Evidence of pupils’
learning

Achievement of learning aims
and objectives, classroom
responses, pupils’ participation,
quality of pupils’ class tasks and
homework
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Evidence of student-
teacher’s learning

Improvement in the above
areas. Development of teacher
presence, formation of teacher
identity in the classroom, ability
to implement changes following
reflective practice

1
Student-teacher’'s comments

2
Teacher-mentor’'s comments

Reflectivity

Ability to pinpoint strengths
and areas to work on teaching;
ability to identify the effects of
teaching strategies on pupils;
ability to suggest alternative
practice and ability to learn
and develop through reflective
practice

Professionalism

Level of commitment, attitude,
interpersonal skills with pupils
and colleagues, participation
in non-teaching activities,

and willingness to take in
suggestions

Overall comments

A summary of strengths and
areas that the student-teacher
may need to continue working
on

Please keep one copy for yourself and return one copy to the School-University
Partnerships Office, Faculty of Education, HKU by email (partnershipoffice@hku.hk), by
fax (2548 0375) or in person to School-University Partnerships Office (Room 420, Meng
Wah Complex, HKU) at the end of the Professional Practicum. Thank you very much for

your co-operation.
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AppendixD
Application Form for Leave of Absence during School Experience /

Professional practicum

Notes:

 Please refer to the School Experience and Professional Practicum Handbook, School-University Partnerships
Office’s website (URL: https;/veb.edu.hku.hk/sup-partners/professional-practicurm/useful-forms-for-download-
useful-links) or email notice regarding the leave application procedure before you complete this form.

= This form should be completed whenever you have to take leave WITHIN the school’s office hours. All
requests, whenever possible, should be made in advance of the date of absence concerned.

= For leave of absence of THREE CONSECUTIVE DAYS or more, student-teachers must apply in advance in
writing to the Principal of the practicum school, your university-tutor(s) and the Programme Director.

= fFor sick leave, student-teachers must submit the medical certificate with this form.

= student-teachers are required to complete this form with the signature of the Principal / Practicum
Coordinator of the practicum school and return it to School-University Partnerships Office either in person
(Room 420, 4/F, North Wing, Meng Wah Complex), by email (partnershipoffice@hku.hk) or by fax (2548 0375)
as soon as possible.

Partl:  Personal Particulars

University No: Name: (Eng) (Chi)
Course*: []PGDE Major
5-Year Undergraduate Programme: [] BA&BEd (LangEd) - [Major: Eng/Chin]

(" Please tick /delete as appropriate) [0 BEd&BSc [Major: Phy/Chem/Bio] [ BEJ&BSS
Current Year of Study*: 3/ 4/ 5(Not applicable for PGDE[Full-time])

* Please delete as appropriate

Name of Practicum School:

Part II: Details of Leave of Absence / Early Leave (Please use separate form if you want to
make one or more leave applications):
Reason for Leave:

[ Sick Leave (Please describe : )

[ Personal Leave (Please describe : )
[J Others (Please describe : )
Date Time Class(es) affected Mentor-Teacher Concerned

Part lll: Declaration by Student-teacher

| accept that the information provided will be used in matters relating to my application for
leave of absence. As part of this exercise, it may be necessary to disclose details to internal
departments authorized to process the information.

Signature of the Student-teacher: Date:

Part IV: Approval from Practicum School:

Signature of Principal/Practicum Coordinator:

* Please delete as appropriate

Name of Practicum School:
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Appendix E
Lesson Observation Feedback Sheet
(For reference and suggestive use only)

Areas of Strength & Areas for Improvement

I. Planning (the ability to plan the lesson(s) and units of learning with clear and appropriate learning
outcomes with reference to the relevant curriculum aims, learning theories, teaching methodologies, and
the needs and interests of the learners.)

1l. Knowledge of the Subject & Discipline-Specific Pedagogy (the ability to display relevant and
appropriate subject knowledge, and to utilize discipline-specific methodology to select, adapt, and present
such knowledge to learners)

1ll. Lesson Implementation (the ability to implement the lesson(s) with a variety of teaching/
learning/assessment strategies supported by resources to facilitate learners' capacities in collaborative
and autonomous learning, critical thinking, creativity, or other 'learning to learn' skills while addressing
diversified learners needs)

IV. Learning Environment & Learner Support (the ability to establish and maintain a safe,
encouraging/supportive, purposeful and equitable environment with effective classroom routines and
procedures to maximize each learner's potential for learning)
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Areas of Strength & Areas for Improvement

V. In-Class Interactions & Teacher's Responsiveness (the ability to use appropriate voice volume
& language of instructions (e.g. explanations of content and learning goals, questioning, feedback-giving)
and patterns of interaction to maintain rapport with the students and facilitate learning, taking into
consideration learners' diverse linguistic and cultural backgrounds)

VI. Quality of Reflection in Post-Lesson Conference (the ability to critically reflect on the strengths
and weaknesses of own practices; and to propose plans for improvements)

Overall Comments (overall comments should summarize key performance indicators that justify the
grade level attained)
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AppendixF
Code for Professional Conduct

Please visit the following websites:

1. “Code for the Education Profession of Hong Kong" proposed by the Education
Bureau of the HKSAR Government at http://cpc.edb.org.hk/en/code_01.htm.

2. “T-Standard+ - Professional Standards for Teachers of Hong Kong (PST)" by
Committee on Professional Development of Teachers and Principals, by visiting
website https://www.cotap.hk/index.php/en/t-standard/t-standard-pst

For updates and information relevant to professional conduct, please refer to
relevant section in Programme Moodle.
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Appendix G
List of University Contacts

School-University Partnerships

Office, Faculty of Education

Office
Phone

Email

Ms Promail LEUNG 28591958 | kypleung@hku.hk
(Director, School-University Partnerships)

Ms Angela CHO 3917 4247 | acholll@hku.hk
(Manager, School Development)

Miss Karen WONG (Partnership Executive Officer) | 3917 8375 | kypwong@hku.hk
Miss Kitty CHENG (School Liaison Officer ) 3917 4731 | kittychm@hku.hk
Miss Denise CHEUNG (School Liaison Officer) 3917 2042 | deniseO1@hku.hk

Website: https://web.edu.hku.hk/sup-partners

Fax: 2548 0375

Email: partnershipoffice@hku.hk
Opening Hours: Mondays to Fridays: 9:00 a.m. - 1:00 p.m. & 2.00 p.m. - 6:00 p.m *
*except public and University holidays

PGDE Programme  Subject Office Email
University-Tutors Phone
Ms Tanya KEMPSTON (Programme Director) 3917 5425 | kempston@hku.hk
Dr Kennedy CHAN Biology 2859 2541 | kennedyckh@hku.hk
Ms Annie CHAN Chemistry 2859 2534 | annieckl@hku.hk
Ms Sherlene NG Chinese (Primary) 3917 4266 | nghiulam@hku.hk
Ms Sherlene NG Chinese (Secondary)| 3917 4266 | nghiulam@hku.hk
Dr Rhoda WANG Early Childhood 3917 8398 | rkywang@hku.hk
Education
Dr PANG Ming Fai Economics 28592428 | pangmf@hku.hk
ll\D/Irs;'gggaLII(EM PSTON English (Primary) 3917_5425 I;sr:gﬁ%arll%r:lfu.hk
Ms Tanya KEMPSTON | English (Secondary) | 3917 5425 | kempston@hku.hk
Dr Arthur LEE Mathematics 2859 2717 | amslee@hku.hk
Ms Promail LEUNG Physics 28591958 | kypleung@hku.hk

For the most updated University Contacts Directories, please refer to our website:
https:/web.edu.hku.hk/sup-partners
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