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TEACHING PRACTICE 

 GUIDELINES FOR PRINCIPALS/HEADMASTERS/

SCHOOL TP COORDINATOR
DEPARTMENT OF TEACHING PRACTICE
SULTAN HASSANAL BOLKIAH INSTITUTE OF EDUCATION

UNIVERSITI BRUNEI DARUSSALAM
The aims for Teaching Practice are to provide school experiences for students under guidance and to develop student teachers’ competency in teaching. The school should appoint a senior teacher such as the Deputy Head or Senior Master to coordinate all matters relating to the supervision of TP students in the school. This School TP Coordinator can oversee all TP matters with the school cooperating teachers/mentors and the UBD supervisors/mentors.
In the first week, the teaching practice session should provide opportunity for students to observe, to work with and to learn from experienced and committed teachers in your school. In the subsequent weeks, students are expected to develop their abilities to teach by applying their knowledge, understanding, and skills in classroom situations collaboratively with their school mentors. By the end of the teaching practice session, the student is expected to demonstrate competency and reflectivity in his/her teaching. Throughout the teaching practice period, each student is expected to function responsibly in the school under the mentorship of the cooperating teacher.

Teaching Practice is a combined effort between University Brunei Darussalam (UBD) and the school. It is designed to provide worthwhile practical teaching experiences. For this purpose, we seek your cooperation to provide the following opportunities to maximize the students’ teaching practice session by:

· providing an orientation and briefing for the students concerning school procedures, regulations and programmes for the school.

· providing the teaching opportunity that the TP student requires to develop his/her teaching abilities, that is: 

· teaching about 12 to 15 periods per week 

· teaching as many of their subjects as possible

· providing a well qualified and willing cooperating teacher/mentor for the TP student

· providing time for the cooperating teacher to meet with UBD supervisor / and TP student as needed during the TP period.
· providing time for the cooperating teacher to fill the assessment form for each student-teacher under his / her charge during and at the end of the teaching practice. 

Cooperating Teachers/Mentors
1. Cooperating teachers will normally be assigned to the student-teachers by the principal. Each student-teacher will have one or two cooperating teachers, depending on the subjects they are teaching. (A cooperating teacher may have more than one student-teacher).                           

2. Ideally, the cooperating teacher would be present during each lesson conducted by the TP student although we realise that this is difficult, given other responsibilities the cooperating teacher may have within the school. The responsibility for the class still rests with the cooperating teacher even though the TP student is doing the teaching. 

3. The cooperating teacher should observe the student-teacher(s) in class / laboratory / field (wherever the learning venue is) so as to be able to give feedback on the teaching undertaken.

4. If possible, whenever the cooperating teacher is not available to observe the student-teacher, the University seeks your cooperation to have a substitute cooperating teacher present in the class to provide advice and feedback to the student-teacher.

5. The cooperating teacher is expected to give verbal feedback for every lesson observed and written feedback at least ONCE A WEEK to the student teacher, using the “Assessment of Teaching Practice” (ATP) form. A grade should be marked on the form during the latter part  of the teaching practice period to give the student feedback about his/her level of performance.

6. The Cooperating Teacher/Mentor will provide a final recommended mark for the student at the end of the TP period.  This mark will be confirmed by the UBD Supervisor/Coordinator.

TP Marks

The school will need to ensure that the marks reach UBD no later than ONE WEEK AFTER THE END OF THE TP period, to ensure that the marks can be entered with other UBD examination marks.  A form will be provided to schools so that the final marks for all students can be recorded in one list which will be forwarded to the Head, Department of Teaching Practice.

UBD Supervisors
1. Schools should be flexible to allow supervisors to request for change of TP student’s time table if the UBD supervisor/mentor is unable to observe the TP student because of teaching commitments at UBD at a particular time. 

2.
The UBD Supervisor(s) should be the first point of contact should any problem concerning our TP student in your school arise. If this is difficult, please contact the SHBIE Head, Department of Teaching Practice at UBD:

Tel: 2463001 Ext 1560

Fax: 2460561

Email; hodtp@shbie.ubd.edu.bn

UBD TP Students: Punctuality and Absentism
· TP students should be punctual in arriving at the school, in getting to the class for their lessons, and in discharging all of their professional duties.

· TP students are not allowed to leave the school early without prior approval of the principal or headmaster/ mistress.

· Official approval from the Headmaster/Headmistress and from the Dean/Deputy Dean of UBD, must be obtained if the TP student needs to be absent from school on non-medical grounds.

· All health-related absences must be supported by Medical certificates, copies of which must be submitted without delay and without demand to the Headmaster/ Headmistress and Head of Teaching Practice Department.
· TP students are not legally responsible for school students in the classroom or in any other school activities. They should not be assigned to look after school students by themselves whether inside or outside the school without the supervision of a teacher from the school. The teacher should be easily available to advise and support the student teacher.

· The School TP Coordinator in charge of the TP students needs to brief TP students on their own personal safety and the safety of pupils in their care to ensure safety at all times through observation of the school’s safety regulations, e.g. fire regulations in specialist rooms.

· Schools should not assign classes with very difficult discipline problems to student teachers. It will be very stressful for them unless the class teacher is there to help control the pupils.

Other information
· The guidelines provided here need to be read in conjunction with the (a) TP Guidelines for Student Teachers, (b) TP Guidelines for UBD Supervisors/Mentors, and (c) TP Guidelines for Cooperating Teachers/Mentor.
· The marks and grades of TP students need to be sent to the Head, Dept of Teaching Practice, SHBIE not later than one week after the end of TP. The form for TP results could be used.
· The grades and marks used in UBD are as follows.
	GRADE
	MARK
	COMMENTS ON OVERALL TEACHING

	A
	80 – 100
	Excellent (Need to confirm with UBD supervisor/ coordinator)

	B
	70 – 79
	Good 

	C
	60 – 69
	Satisfactory

	D
	50 – 59
	Satisfactory but has some areas for improvement

	E
	40 – 49
	Satisfactory but has many areas for improvement

	F
	0 – 39
	Fail (Need to confirm with UBD supervisor/coordinator)


TEACHING PRACTICE RESULTS

	name of student
	REGISTRATION

no.
	programme

/YEAR

(TP Course code)
	MARK

(0 ​– 100)
	GRADE

	
	
	
	

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Signature:  ………………………………….

Name:  ……………………………………………………………

Position: …………………………………………………………. 

School: ……………………………………………………………………………………….....

Date:
…………………





Note:

Please send TP results not later than one week after the end of TP to:



Head, Department of Teaching Practice



Sultan Hassanal Bolkiah Institute of Education

Universiti Brunei Darussalam

Tungku Link BE1410

Brunei Darussalam



Fax: 2460561
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GARISPANDU BAGI PENGETUA/GURU BESAR/ 

PENYELARAS LATIHAN MENGAJAR SEKOLAH
JABATAN LATIHAN MENGAJAR

INSTITUT PENDIDIKAN SULTAN HASSANAL BOLKIAH
UNIVERSITI BRUNEI DARUSSALAM
1. Tujuan latihan Mengajar

Sesi latihan mengajar bertujuan untuk mempersiapkan guru pelatih dengan pengalaman di sekolah, di samping menggalakkan kemahiran dalam mengajar. Penyelaras latihan mengajar sekolah perlu dilantik untuk membuat koordinasi di antara guru penyelia bersama dan penyelia UBD. 
Dalam minggu pertama, guru pelatih harus mengambil peluang untuk membuat pemerhatian, bertugas bersama, dan belajar dari para guru yang berpengalaman dan komited di sekolah.

Minggu-minggu seterusnya, setiap guru pelatih diharapkan untuk mengembangkan kemahiran masing-masing untuk mengajar dengan mengaplikasikan pengetahuan, kefahaman dan kemahiran dalam situasi kelas sebenar. Di akhir sesi latihan mengajar, guru pelatih diharapkan dapat menunjukkan kemampuan dan pencapaian yang baik dalam pengajaran mereka.

Sepanjang tempoh latihan mengajar, setiap guru pelatih diharapkan untuk bertugas dengan penuh tanggungjawab dan mandiri ketika di sekolah.

Latihan mengajar ialah usahasama antara UBD dan sekolah-sekolah. Ia diasaskan untuk menyediakan pengalaman praktikal yang bernilai. Sehubungan itu, pihak kami memerlukan kerjasama pihak tuan/puan untuk memaksimakan sesi latihan mengajar guru pelatih, antara lain dengan:
· Menyediakan orientasi dan taklimat bagi para guru pelatih berhubung prosedur sekolah, peraturan dan program yang berjalan di sekolah.

· Menyediakan peluang masa mengajar bagi para guru pelatih dalam usaha mengembangkan kemahiran mengajar mereka, iaitu; 

· Mengajar antara 12 hingga 15 period seminggu. 

· Mengajar seberapa banyak mungkin subjek pengajaran 

· Mempersiapkan guru penyelia yang berkelayakan dan sedia membantu guru pelatih. 
· Memudahkan masa-masa perjumpaan yang diperlukan antara guru penyelia dengan penyelia UBD dan guru pelatih selama tempoh latihan mengajar. 

· Memudahkan masa bagi guru penyelia untuk mengisi boring ATP di akhir sesi latihan mengajar, untuk  penilaian terakhir bagi setiap guru pelatih yang ada di bawah pemerhatiannya 

2. Guru penyelia/mentor 
a. Guru penyelia biasanya ditugaskan mengikut guru pelatih oleh pengetua. Setiap guru pelatih akan diawasi oleh satu atau dua orang guru penyelia, tertakluk kepada subjek yang mereka ajar. (Guru penyelia boleh mengawasi lebih dari satu guru pelatih).

b. Situasi ideal ialah guru penyelia hadir di setiap pengajaran guru pelatih walaupun pihak kami sedar bahawa ini adalah sukar, memandangkan tanggungjawab-tangggungjawab lain yang dipikul guru penyelia di sekolah. Namun mereka tetap dan masih bertanggungjawab terhadap kelas tersebut walaupun guru pelatih mengajar di kelas tersebut. 

c. Guru penyelia perlu memerhatikan guru pelatih samada di kelas, makmal (di mana saja pengajaran diadakan) agar guru penyelia dapat memberikan maklumbalas terhadap pengajaran yang dilakukan.

d. Jika boleh, bilamana guru penyelia tidak dapat membuat pemerhatian, pihak universiti memohon kerjasama pihak tuan/puan untuk mendapatkan pengganti mereka hadir di kelas terlibat untuk menasihati dan memberikan maklumbalas kepada guru pelatih.

e. Jika ada permintaan khusus dari guru pelatih untuk bersendirian mengajar di kelas, guru penyelia harus menggunakan pertimbangannya samada untuk setuju atau tidak dengan permintaan tersebut.

f. Guru penyelia diharapkan untuk memberikan maklumbalas secara lisan bagi setiap pengajaran yang diperhatikan dan maklumbalas secara bertulis sekurang-kurangnya seminggu sekali kepada guru pelatih, menggunakan boring penilaian latihan mengajar (ATP). Gred hendaklah dimasukkan ke dalam borang pada penghujung tempoh latihan mengajar untuk memberi maklumbalas kepada pelajar mengenai tahap pencapaiannya.

g. Guru Penyelia/Mentor akan menyediakan markah terakhir untuk pelajar/guru pelatih di akhir tempoh latihan mengajar. Markah ini akan disahkan oleh Penyelia/Koordinator UBD.

Markah Latihan Mengajar

Pihak sekolah hendaklah mempastikan bahawa markah akan sampai ke UBD tidak lewat dari seminggu setelah tamat tempoh Latihan Mengajar, untuk menjamin markah dapat dimasukkan serentak dengan markah-markah peperiksaan UBD yang lain.  Borang akan diberi kepada sekolah-sekolah supaya markah terakhir pelajar-pelajar dapat direkodkan dalam satu senarai dan kemudian diserahkan kepada Ketua, Jabatan Latihan Mengajar.
3. Penyelia UBD 
Pihak sekolah diminta membenarkan pertukaran waktu mengajar guru pelatih sekiranya perlu kerana waktu pemerhatian penyelia UBD bercanggah dengan tugas-tugas beliau di UBD.  

Para penyelia UBD perlu menjadi orang yang pertama kali dihubungi sekiranya ada masalah mengenai guru pelatih kami di sekolah awda. Jika sukar menghubungi penyelia, sila hubungi Ketua, Jabatan Latihan Mengajar, UBD:
Tel

: 2463001 Ext 1560

Fax
: 2460561

Email
: hodtp@shbie.ubd.edu.bn

4. Para Guru pelatih UBD : Ketepatan masa dan ketidakhadiran
a. Guru pelatih perlu tepat masa hadir ke sekolah, masuk ke kelas bagi pengajaran mereka, dan dalam menyerah kembali tugas profesional mereka.

b. Guru pelatih adalah tidak dibenarkan untuk awal meninggalkan sekolah tanpa terlebih dahulu mendapat kebenaran dari guru besar / guru kanan.

c. Kebenaran rasmi dari pengetua/guru besar/guru kanan dan dari Dekan/Timbalan Dekan IPSHB UBD, mesti diperolehi jika guru pelatih perlu tidak hadir di sekolah atas sebab-sebab selain masalah kesihatan.

d. Semua ketidakhadiran atas sebab-sebab kesihatan mesti disertakan sijil perubatan, dan salinan-salinannya mesti diserahkan dengan segera kepada Pengetua/Guru Besar dan Ketua Jabatan Latihan Mengajar.
e. Guru pelatih adalah tidak bertanggungjawab secara bersendirian terhadap pelajar-pelajar sekolah dalam kelas atau aktiviti sekolah. Mereka perlu diawasi oleh guru terlatih sekolah. Bantuan daripada guru terlatih sekolah harus mudah diperolehi jika diperlukan. 
f. Pihak sekolah perlu memberitahu guru pelatih tentang peraturan-peraturan dan langkah-langkah mengenai keselamatan pelajar-pelajar di sekolah.
g. Kelas-kelas yang ada masalah disiplin pelajar yang serius diharapkan tidak diagihkan kepada guru pelatih. Mereka tidak akan dapat mengawal para pelajar tanpa bantuan daripada guru kelas.
5. Maklumat tambahan

Garispandu yang disediakan di sini perlu dibaca selaras dengan garispandu lainnya, iaitu ;
1. Garispandu Bagi Guru Pelatih

2. Garispandu Bagi Penyelia/Mentor UBD

3. Garispandu Bagi Guru Penyelia/Mentor 
Panduan bagi menyediakan laporan keputusan adalah seperti berikut.
	GRED
	MARKAH
	KOMEN KESELURUHAN

	A
	80 – 100
	Cemerlang (Perlu dipersetujui oleh penyelia UBD)

	B
	70 – 79
	Baik

	C
	60 – 69
	Memuaskan

	D
	50 – 59
	Memuaskan tetapi terdapat perkara-perkara yang masih boleh diperbaiki lagi

	E
	40 – 49
	Memuaskan tetapi terdapat banyak perkara yang masih boleh diperbaiki lagi

	F
	0 – 39
	Gagal (Perlu dipersetujui oleh penyelia UBD)


LAPORAN KEPUTUSAN LATIHAN MENGAJAR

	namA PENUNTUT
	nOMBOR PENDAFTARAN
	program/ TAHUN
(KOD KURSUS TP)
	MARKAH
(0 – 100)
	GRED

	
	
	
	

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Tandatangan:  ………………………………….

Nama:  ……………………………………………………………

Jawatan: …………………………………………………………. 

Sekolah: …………………………………………………………………………….....

Tarikh:
…………………





Nota: Pihak sekolah hendaklah mempastikan bahawa markah akan sampai ke UBD tidak lewat dari seminggu setelah tamat tempoh latihan mengajar. Alamat untuk mengirim keputusan:

Ketua, Jabatan Latihan Mengajar



Institut Pendidikan Sultan Hassanal Bolkiah

Universiti Brunei Darussalam

Tungku Link BE1410

Brunei Darussalam



Fax: 2460561
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TEACHING PRACTICE 

 GUIDELINES FOR COOPERATING TEACHERS/MENTORS
DEPARTMENT OF TEACHING PRACTICE
SULTAN HASSANAL BOLKIAH INSTITUTE OF EDUCATION

UNIVERSITI BRUNEI DARUSSALAM
The aims for Teaching Practice are to provide school experiences for student teachers under guidance of mentors and to develop their commitment and competencies in teaching.

In the first week, the teaching practice session should provide opportunity for student teachers to observe, to work with and to learn from experienced and committed teachers in your school. In the further weeks, students are expected to develop their abilities to teach by applying the knowledge, understanding, skills in classroom situations. By the end of the teaching practice session, the student is expected to demonstrate competency and reflectivity in his/her teaching. Throughout the teaching practice period, each student teacher is expected to function responsibly in the school under the mentorship of the cooperating teacher.

Teaching Practice is a combined effort between University Brunei Darussalam (UBD) and the schools. It is designed to provide worthwhile practical teaching experiences. For this purpose, we seek your cooperation as a Cooperating Teacher/Mentor to maximize the student teacher’s teaching practice session. The following notes should provide some guidelines for your roles and responsibilities as a Cooperating Teacher/Mentor.

ROLES/DUTIES AND RESPONSIBILITIES OF A COOPERATING TEACHER

1. Your main role is, in co-operation with the UBD supervisor/coordinator, to ensure that the TP student has a valuable experience in teaching practice.

2. Any problem arising from teaching practice should be discussed with the UBD supervisor/coordinator. Should any problem with the UBD supervisor arise you may contact the Head of the Department of Teaching practice at UBD (Tel. 2463001 ext 1560).

3. Kindly give the TP students all relevant information and advice about your school as may be necessary from time to time. You should also provide them with such assistance and guidance as may be necessary for the preparation of their lessons.

4. Please ensure that the TP student is performing his/her roles as a teacher normally expected in your school/college.

5. You are requested to mentor and show TP students various aspects of managing activities normally undertaken in the school.

6. Ideally, you would be present during each lesson conducted by the TP student although we realise that this is difficult, given your other responsibilities within the school. The responsibility for class still rests with the Cooperating Teacher even though the TP student is doing the teaching or teaching collaboratively with you. 

7. You should closely monitor the progress of the TP student in collaboration with the UBD supervisor/mentor. Please check the Teaching Practice file from time to time, looking at both the lesson plans, and the evaluation of the lessons taught.

8. During teaching practice, you are requested to provide feedback concerning the TP student’s teaching performance verbally after each lesson. The “Assessment on teaching Practice” (ATP) form or any other profiling onstrument should be used once a week for a written formative feedback for the TP student. A grade should be marked on the form during the latter part of teaching practice to give the student feedback about his/her level of performance.
9. The role of the CT/Supervisor/Mentor is to guide, coach, encourage and motivate student teachers. You can plan and teach collaboratively with them. A developmental approach of nurturing TP students should be used rather than focussing on grading them. CTs should share teaching ideas, resources and strategies with TP students and provide them with feedback on how to improve their teaching. The School, Cooperating Teachers and Supervisors should not impose a certain style of teaching on TP students they are supervising but rather guide them to develop their own styles.

10. You will provide a final mark for the student at the end of the TP period.  This mark will be confirmed by the UBD Supervisor(s).

ASSESSMENT ON TEACHING PRACTICE FORM (ATP)

For the formative feedback of TP students’ performance, this form is completed in triplicate:

a) The white copy should be given to the TP student(s).
b) The blue copy should be retained by the Cooperating Teacher.

c) The green copy should be submitted to the Head of Teaching Practice, SHBIE, UBD, at the end of the teaching practice session, through your college/school principal/headmaster.

For the final Evaluation of the TP student’s performance:

a) The ATP form is also to be used at the end of the teaching practice.

b) The Cooperating Teacher is required to fill in the ATP form and send the white copy to the Head of Teaching Practice, SHBIE , the duplicate blue copy to the UBD supervisor and the triplicate green copy to be retained by the Cooperating Teacher form on the last day of the TP session via the Principal/Head of the school. 

c) Evaluation is on a six-point grading scale (A, B, C, D, E, and F) where F is a failure.

d) The contents of this final evaluation are to be treated as CONFIDENTIAL – a copy IS NOT GIVEN TO THE STUDENT.

e) The mark awarded by the Cooperating Teacher/Mentor will be used to determine the student’s overall grade for TP. 

TP Marks

The school will need to ensure that the marks reach UBD no later than ONE WEEK AFTER THE END OF THE TP period, to ensure that the marks can be entered with other examination marks.  A form will be provided to schools so that the final marks for all students can be recorded in one list, which will be forwarded to the Head, Department of Teaching Practice.

DEFINITION OF TERMS

In this document, the following definitions of terms are used;

TP student or Student teacher:
A UBD TP student who is placed in the school under the care of the cooperating /UBD supervisor for teaching practice.

UBD Supervisor/Mentor: 
A lecturer from UBD. He/She is responsible for the TP student’s teaching practice. He/She is also responsible for the implementation and execution of the teaching practice programme.

Cooperating Teacher/Mentor: 
A qualified and experienced teacher from the college/school who has been assigned by the college/school authorities to mentor/supervise the TP student on teaching practice.

Department of Teaching Practice:
This department at the Sultan Hassanal Bolkiah Institute of Education, UBD is responsible for planning, preparing and administering/managing all matters pertaining to teaching practice.

Teaching Practice file:
The record kept by the TP student of his/her activities during teaching practice (including lesson plan, resources used, course plans, reflections on teaching, etc.).

GARISPANDU BAGI GURU PENYELIA/MENTOR
JABATAN LATIHAN MENGAJAR

INSTITUT PENDIDIKAN SULTAN HASSANAL BOLKIAH
UNIVERSITI BRUNEI DARUSSALAM
6. Tujuan Latihan Mengajar

Sesi latihan mengajar bertujuan untuk mempersiapkan guru pelatih dengan pengalaman di sekolah, di bawah tunjuk ajar, di samping menggalakkan kemahiran dalam mengajar.

Dalam minggu pertama, guru pelatih harus mengambil peluang untuk membuat pemerhatian, bertugas bersama, dan belajar dari para guru yang berpengalaman dan komited di sekolah.

Minggu-minggu seterusnya, setiap guru pelatih diharapkan untuk mengembangkan kemahiran masing-masing untuk mengajar dengan mengaplikasikan pengetahuan, kefahaman dan kemahiran dalam situasi kelas sebenar. Di akhir sesi latihan mengajar, guru pelatih diharapkan dapat menunjukkan kemampuan dan pencapaian dalam pengajaran mereka.

Sepanjang tempoh latihan mengajar, setiap guru pelatih diharapkan untuk bertugas dengan penuh tanggungjawab dan mandiri ketika di sekolah.

Latihan mengajar ialah usahasama antara UBD dan sekolah-sekolah. Ia diasaskan untuk menyediakan pengalaman praktikal yang bernilai. Sehubungan itu, pihak kami memerlukan kerjasama pihak guru penyelia sebagai guru penyelia/mentor memaksimakan sesi latihan mengajar guru pelatih. Berikut adalah beberapa garispandu berhubung tugas dan tanggungjawab tuan/puan sebagai guru penyelia/mentor.

7. Tugas Dan Tanggungjawab Guru Penyelia
1. Tugas utama guru penyelia, dengan kerjasama penyelia/koordinator UBD, ialah memastikan bahawa guru pelatih berhasil menimba pengalaman dalam menjalani sesi latihan mengajar 

2. Jika ada masalah yang timbul semasa latihan mengajar, guru penyelia perlu membincangkannya dengan penyelia/koordinator UBD. Jika guru penyelia menghadapi masalah dengan penyelia UBD, sila hubungi Ketua, Jabatan latihan Mengajar. 

3. Sila bantu guru pelatih dengan memberikan semua maklumat yang berkaitan di samping memaklumkan mengenai perihal sekolah dari semasa ke semasa, jika perlu. Guru penyelia juga boleh membantu dan membimbing guru pelatih selayaknya dalam mengadakan persediaan pengajaran mereka.

4. Sila pastikan bahawa guru pelatih melaksanakan tanggungjawabnya sebagaimana layaknya seorang guru di sekolah/kolej guru penyelia.

5. Guru penyelia dipohonkan untuk menyatakan kepada pelajar berhubung aspek-aspek pengurusan aktiviti yang lazimnya diadakan di sekolah tuan/puan.

6. Lazimnya, guru penyelia perlu hadir di setiap pengajaran yang dilakukan oleh guru pelatih walaupun hal ini agak sukar direalisasikan, memahami tanggungjawab lain yang tuan/puan pikul di sekolah tuan/puan. Namun guru penyelia tetap dan masih bertanggungjawab terhadap kelas guru penyelia walaupun guru pelatih mengajar di kelas tersebut atau mengajar bersama dengan cikgu.

7. Guru penyelia, dengan kerjasama penyelia UBD, perlu memerhatikan dengan baik kemajuan guru pelatih. Sila periksa fail latihan mengajar mereka dari semasa ke semasa, melihat kepada persediaan mengajar dan penilaian terhadap pengajaran lalu.
8. Semasa latihan mengajar, guru penyelia perlu memberikan maklumbalas berhubung pencapaian pengajaran guru pelatih secara lisan selepas pengajaran mereka selesai. Dalam hal ini, borang penilaian latihan mengajar hendaklah digunakan seminggu sekali sebagai maklumbalas formatif bertulis yang diberikan kepada guru pelatih.  Gred hendaklah dimasukkan ke dalam borang untuk memberi maklumbalas kepada pelajar mengenai tahap pencapaiannya pada penghujung tempoh latihan mengajar.

9. Peranan guru penyelia sekolah/UBD adalah membimbing dan memotivasi guru pelatih. Pendekatan penyeliaan bukan bertujuan memberi gred sahaja, akan tetapi adalah untuk mengembangkan kemahiran guru pelatih sebagai mentor. Penyelia perlu memberikan maklumbalas mengenai sumber, strategi pengajaran dan sebagainya untuk membantu guru pelatih meningkatkan kualiti pengajaran mereka. Penyelia tidak digalakkan memaksa guru pelatih mengajar dengan sesuatu stail pengajaran. Malahan,  penyelia dikehendaki menggalakkan mereka mencuba berbagai strategi pengajaran.
10. Guru Penyelia/Mentor akan menyediakan markah terakhir untuk pelajar/guru pelatih di akhir tempoh latihan mengajar. Markah ini akan disahkan oleh Penyelia UBD. 

8. Borang Penilaian Latihan Mengajar (ATP)
Untuk maklumbalas formatif terhadap pencapaian guru pelatih, borang ini lengkap diisi dalam tiga salinan. 
d) Salinan putih hendaklah diserahkan kepada guru pelatih. 

e) Salinan biru disimpan oleh guru penyelia.

f) Salinan hijau perlu diserahkan melalui pengetua/guru besar sekolah kepada Ketua, Jabatan latihan Mengajar, IPSHB, UBD, di penghujung sesi latihan mengajar. 

Untuk penilaian terakhir pencapaian latihan mengajar guru pelatih:
f) Borang ATP juga digunakan di akhir sesi latihan mengajar. 

g) Guru penyelia perlu mengisi borang ATP tersebut dan menyerahkan salinan putih kepada Ketua, Jabatan latihan Mengajar, salinan biru pula diserahkan kepada penyelia UBD dan salinan hijau hendaklah disimpan oleh guru penyelia (untuk diserahkan kepada/disimpan pihak pentadbiran sekolah).
h) Penilaian ialah berdasarkan pemarkahan skil 6 (A, B, C, D, E, dan F) di mana F ialah gred gagal. 

i) Kandungan penilaian terakhir hendaklah dikira sebagai sulit – salinan tidak diberi kepada pelajar.

j) Markah yang diberi oleh Guru Penyelia/Mentor akan digunapakai untuk menentukan keseluruhan gred Latihan Mengajar pelajar.
Markah Latihan Mengajar

Pihak sekolah hendaklah mempastikan bahawa markah akan sampai ke UBD tidak lewat dari seminggu setelah tamat tempoh Latihan Mengajar, untuk menjamin markah dapat dimasukkan serentak dengan markah-markah peperiksaan UBD yang lain.  Borang akan diberi kepada sekolah-sekolah supaya markah terakhir pelajar-pelajar dapat direkodkan dalam satu senarai dan kemudian diserahkan kepada Ketua, Jabatan Latihan Mengajar.
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