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INTRODUCTION

Dear Participant,

We are delighted to welcome you as a participant to the TIPD programme.  We hope you will find your visit an outstanding professional and personal experience. That has been the experience of participants in the pilot programmes we have run and we will do our utmost to make it so for you, with your help.

To help you get the most out of the visit, this booklet gives you background information about the study visit programme in general and specific practical arrangements for your visit in particular. Please read it carefully. In the event that you have any questions as a result, please contact Alison Wedley (details below).

Technology Colleges Trust

23rd Floor (West) Millbank Tower

21-24 Millbank

London

SW1P 4QP

Tel: 020 7802 2330

Fax : 020 7802 2345

E-Mail : alisonw@tctrust.org.uk
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ABOUT THE TIPD PROGRAMME

The Teachers’ International Professional Development (TIPD) Programme will offer a major extension of opportunities for classroom teachers as a result of the Green Paper “Teachers : Meeting the Challenge of Change”.

The Programme aims to provide teachers with opportunities for international study visits or exchanges which will enable those involved to experience good practice, carry out research and share information with a network of other participants. The programme will enhance international understanding and give teachers first hand experience of other educational systems, allowing them to acquire an understanding of world class standards and the methods by which they are achieved.  

Provision involves families of schools through working with learning sets of four teachers from primary and secondary schools in the same locality. Two such groups will participate in each study visit, which will concentrate on five countries. Each visit will focus on one of the six listed themes (see below) and will provide classroom experience, observation and discussion with practising teachers, together with discussion with relevant senior managers within schools and government.

The list of agreed study themes is :

· Raising Achievement in urban and rural areas

· Teaching of Literacy and Numeracy

· ICT Development

· Social Inclusion

· Citizenship

· Strategies for teaching and learning, with particular emphasis on the development of creativity.

For more information about the programme, please look at the DfEE Website : www.dfee.gov.uk/tipd.
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PREPARING FOR YOUR VISIT

To get the most from your visit, it is obviously essential that you prepare for it well.

Background reading

Some information about the country you will be visiting is included with this pack. You may well want to supplement this by wider reading and by using the Internet to seek additional information.  Relevant national government policy sites for your destination and local news sites can be valuable.  One or two possible suggestions are given in the enclosed country briefing sheet.

Briefing meetings

You will be invited to attend a briefing and planning session for group members a couple of weeks before departure. Some groups will, however, be geographically dispersed and a full meeting may not be possible. In those circumstances your group leader will use telephone contact and e-mail to make the best contact you can, and encourage you to establish e-mail contact with other group members. You may even be able to find an opportunity to visit their schools.

Make sure you are clear on practical arrangements, such as getting to the airport.

Think about how you will pursue your objectives and how your schools, individually and collectively, will follow up the visit, both in terms of disseminating experience and in any links you may want to continue with host schools.

Gifts

Your group may also want to organise some small gifts or mementos to leave with hosts.  These might include schools’ brochures or publications, or small token items produced by participating schools or local areas, such as pens, flags or whatever. Some schools have also arranged for groups of pupils to prepare word-processed pen portraits as a first step to setting up e-pal contact.
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VISITING SCHOOLS

The schools you visit are all aware of the main objectives your group has set and our contact with them has always been developed on the basis of some personal recommendation. We have looked for areas of interest and strength in relation to the interests of your group. 

But you will also in all likelihood find they represent a range of practice, in some areas further ahead than yourselves, in others perhaps less well developed. You will also find that you are led into broader areas of interest as well.

Past experience suggests that every school you visit will hold interest and fascination, whatever its stage of development. It is possible to learn just as much from difference as from similarity. Use whatever you see as a mirror or a sounding board for your own experience.

It is obviously important to keep strictly to the programme arrangements and times, unless there has been a prior agreement to change.  Your group leader will discuss with you approaches to visiting classrooms and how to prepare for visits to schools during the trip. 

It is normal to dress for school visits as you would for a day in your school, taking account of any significant temperature differences!

Your visit will also pave the way for other groups who will follow you on future visits. Please take time and care to nurture the relationships.  Thank each of your hosts warmly.
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ACCOMMODATION

We have worked with a carefully selected local agent to make arrangements for your visit. They will also be available to assist you with any problems during your time abroad.

Accommodation has been booked for you on the basis of local recommendations. We have tried to find comfortable hotels and guest houses within the available budget, and, as far as possible, to provide you with pre-paid half-board (breakfast & evening meal). You are responsible for all your other subsistence costs.

Where it has not been possible to provide half-board on an inclusive pre-paid basis, you may need to pay for some evening meals and reclaim your expenses from us.  This is made clear in the Accommodation Details.  It shows the maximum that can be claimed for any meal if necessary.

Please Remember : -

You will need to keep receipts to support every item claimed and submit them with the appropriate claim form within two weeks of your return.

Only meals - no bar bills or other hotel expenses can be reimbursed.
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TRAVEL

Details of your flights can be found in this pack.

You are responsible for getting to the airport on time and for any costs you incur.

The Trust can take no responsibility for anyone missing flights or for any expense incurred as a result.

Travel during your visit - airport transfers and journeys necessary for visiting schools at your destination are covered by the programme. You must pay for any other travel costs you incur.

In many instances we shall use hire cars to help with local travel.  If you have agreed to drive a hire car, you will have been notified separately if this is necessary. You will need your driving licence and in some destinations an International Drivers Permit.
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GROUP LEADERS

Each group has a designated leader, responsible for the party and for programme arrangements.  They will also work with you on your last day to review the experience and begin to plan for your return.  Their other general responsibilities include : -

1) responsibility for group welfare during visit
2) liaison with local agent during visit over programme arrangements/details
3) liaison with host establishments as needed
4) work with group to promote focused reflection on experience and development
of post-visit action plans
5) attend briefing session before visit
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ON YOUR RETURN

It is a condition, for group members participating in the Teachers’ International Professional Development (TIPD) programme, that two written reports per group are submitted to the DfEE on return from abroad. 

An initial dissemination report for each visit is required within 4 weeks of the visit taking place, setting out how the learning outcomes from the visit will be implemented. Some general guidelines have been drawn up to help you write your report, and have been posted here on the TIPD website.

Your dissemination report must not be a description of the education services of the country visited, or a diary of events, but should cover the specific learning outcomes of the system studied on your visit. The reports will be placed on the TIPD website. Therefore, it is essential that a concise, interesting and useful report, with appropriate back up material, is produced. The report should be a useful source of information for teachers of the same subject / age group etc. It should also set out how participating in the visit has added to the professional development, acquisition of new skills and teaching knowledge of those taking part, and will help raise pupil achievement. 

We would like to advise that the names of schools and individuals seen while visiting should not be made available in the report. This is because the website is a public medium and it would not be fair on those you have visited if their names are made widely available.

A final evaluation report will also be required approximately 6 months after each visit has taken place, to allow the impact of what has been learned to be measured. The key issue will be to assess what impact the professional development has had on classroom practice and thus pupil achievement, and what evidence there is to demonstrate this. Your report should describe how lessons learned and materials gathered have been used to best effect within your school or Local Education Authority (LEA). It should also cover any changes your school / LEA has made to its teaching methods, out of school learning schemes, or 
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management strategies etc. as a result of your visit. Guidelines to help you write your report can be found on the next page.

Your final evaluation report will not be posted on the DfEE TIPD website, but will be used by DfEE to assess the effectiveness of the programme. However, it is still important that the names of schools and individuals are omitted from the reports, because they will be used in an official capacity. 

The evaluation reports should be submitted electronically to: tipd.website@dfee.gov.uk. and the provider who arranged the visit (alisonw@tctrust.org.uk).

In addition, you may be invited to participate in in-service workshops for professional staff on the subject area you studied. You may also be asked to complete a short questionnaire, or participate in a telephone survey so that we can gauge your / your school’s reaction to the visit undertaken. A DfEE or provider representative may even request a visit to your school, to see at first hand how lessons learned have been implemented in the classroom. 
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REPORT GUIDELINES
The following general guidelines are intended to help you write your report in such a way that visitors to the DfEE website can find reports relevant to them. Your report must not be a description of the education services of the country visited, or a diary of events, but should cover the specific aspects of the system studied. Your report will be placed on the TIPD website. Therefore, it is essential that a concise interesting and useful report with appropriate back up material is produced.

We would like to advise that the names of schools and private individuals seen while visiting should not be made available in the report. This is because the website is a public medium and it would not be fair on those we have visited if their names are made widely available.

When you come to place the report on the DfEE TIPD website, the submission template there follows the structure explained below:

Title: The main title should make clear the region visited, the age phases/school types covered and the key educational purpose of the visit.

Summary: (2-3 lines) Please include the purpose of the visit, region, school type, pupil age and three or four key educational outcomes of the visit if these are not clear from the title. The summary is intended to help the reader to decide whether your case study is relevant to their interests.

Introduction: What were the aims and objectives of the visit? Why was the location chosen? What were the expected outcomes? How were these to be identified and recorded?

Report on the experience: What happened? Was the visit a success? Were the objectives achieved? What surprises and innovations in educational terms were observed? Please comment on system comparisons - similarities and differences between the area visited and England.

Evaluation: Summary of the Key Educational Outcomes: The key educational outcomes should be described in terms of a) the professional development of the teacher and b) the extent to which this will contribute to pupil achievement. How could the findings apply within England? How will you apply these outcomes to your work in schools with pupils in England.
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Dissemination proposals: How will you tell others of what you have found? Methods of dissemination may include for example, staff meetings, articles for professional journals or newspapers, presentations to interested groups and so on.

Proposals for developments and continuing links: If you intend carrying on links with the area you visited, please describe how this is to happen and what the intended outcomes are.

Appendix: General advice for others visiting: What pre-visit preparation is recommended? What languages are spoken? Who funded the visit and why? What are the educational structures in the place being visited? You may wish to include information about staying in the area. How much money a week is needed? What food is available? What cultural surprises were there? Please include links with websites and other resources relevant to the visit.
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GENERAL INFORMATION

Passports and Visas

Before you take part in your TC Trust study visit it is important to ensure that you are in possession of a full British Passport.  For those who are not, then you will need to make your own arrangements with the embassy of the country you are visiting, to ensure that no specific actions need to be taken prior to your visit.

For British citizens, specific visa and passport information can be found on the Briefing Sheet enclosed.  Please check these details carefully prior to your visit, and ensure that you carry out the necessary arrangements to ensure that your visit runs smoothly.  In many destinations you are required to have at least 6 months remaining validity on your passport.

Health

Specific information on vaccination and health requirements, for the country you are visiting, can be found in the Briefing Sheet.  If you need to follow any of the advice given, it is important to visit your doctor at least three weeks before your departure.

If you are currently taking any self-prescribed medicines or medication prescribed by your doctor, please ensure that you have an adequate supply to cover your period of stay, and preferably a few extra days supply in case of any unforeseen delay.  

If you suffer from any pre-existing medical condition, it is important to notify us at the time of application.  You will also need to ensure that emergency contact details have been provided for our records.  These will be passed in confidence to your Group Leader, and will only be used in an emergency situation.  

If you need to visit a doctor while you are abroad, specific details about where you are visiting can be found in the country briefing sheet. For those travelling to a European destination, you can obtain a form E111 from your nearest main post office, which details the procedure you should follow should you fall ill, and also information on how your medical costs will be reimbursed upon your return to England.  Please make sure you read the leaflet carefully.

Any special dietary requirements that you have indicated in your application forms have been passed on to the airline and your accommodation.  

Water – unless you are sure, it is generally not advisable to drink tap water in the country you are visiting.  It is generally wiser to buy bottled mineral waters.

Safety

Safety – specific information on safety precautions for the country you are visiting can be found on the Briefing Sheet.  General advice would just be to be aware.  Don’t go anywhere alone, or without telling someone else where you are going and how long you will be.  Do not carry lots of money on you, where possible use the hotel safe facilities (if they have them) to store important documents such as your passport details and your flight tickets.  Ask the advice of your local agent about places that are safe or unsafe to visit.  If you have a hire care lock all personal belongings in the boot, out of sight, even when travelling.  

Money

Currency information with up-to-date exchange rates can be found on the Country Briefing Sheet.

It is advisable to take a small amount of local currency with you, should you wish to make any purchases during your visit.  How much you decide to take is entirely up to you, but if you plan to take more than £50 worth, you might want to think about getting some travellers cheques.  You will not be able to claim for anything you buy, unless specifically stated in the Travel & Accommodation section.

Insurance

The Trust has arranged suitable travel insurance for your visit.  Please read the documentation we provide you with, and make a photocopy, should you lose the original.  

Luggage

Details of baggage allowance for your flight can be found with your flight details in the Travel and Accommodation section.  Please make sure that you do not exceed these limits, the Trust will not reimburse any excess baggage costs incurred.  Please make sure your luggage is clearly labelled, with your home address, flight details, and accommodation details in the country you are visiting.    
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