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FACULTY OF EDUCATION 
 

 
 

 

SCHOOL PRACTICE GUIDE   
 
I. GENERALITIES   
 
I.1. INTRODUCTION  

School practice is an integral part of the educational programme in the Faculty of Education. It provides 

students with an opportunity to apply their knowledge and skills in a professional setting while still in school. It 

offers planned and monitored work experience with the goal to gain practical knowledge and skills from on-the-

job exposure.  

The first school practice is organized in level II for a period of three months and the second one in level V also 

for a period of three months.  When students of the Faculty of Education finish level II they are qualified to 

teach the courses of their respective options in common level (lower level) of the secondary school. Therefore 

these students must do school practice in the classes where they are supposed to teach to make sure that when 

they go out for the job they are well equipped with both theoretical knowledge and practical experience. When 

they finish level V, they are qualified to teach in the advanced level of the secondary school in specific options, 

depending on their specialties. These students must also do school practice in specific options of advanced 

levels.  

I.2. OBJECTIVES OF SCHOOL PRACTICE 

I.2.1. General Objective 

The general objective of school practice is to provide students with an opportunity to apply competencies 

acquired during their training in the University to real world environment.  

I.2.2. Specific objectives 

The specific objectives of school practice are the following: 

i. Apply theoretical knowledge and skills acquired in the class to real life situations, particularly 
classrooms or school situations 

ii. Work with experienced professionals 
iii. Develop professional attitude and values as classroom teachers 
iv. Improve time management, communication, and interpersonal skills 
v. Foster self-confidence 
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vi. Gain a new perspective on teaching profession. 
 

 

I.3. MODALITIES 

School practice must be carried out in a secondary school. The school may be private or public located in 

Gicumbi District or elsewhere in Rwanda. At the end of the school practice the student submits a class diary and 

a report.   

The school practice report and a class diary are submitted to the Department office within 15 days after the end 

of the school practice. At the same time, together with school practice report, the intern submits the assessment 

form filled and signed by the mentor. The supervisor collects the report and log handbook from the Department 

and assesses them.  

 

I.4. SUPERVISION AND EVALUATION OF SCHOOL PRACTICE 

The day-to-day monitoring of school practice within a secondary school is done by an experienced teacher from 

the school; this is the mentor. At least once a week, he/she fills in a teaching practice assessment form (see 

appendix 1).  

The student must hand those forms to the mentor and inform him/her that he must be assessed and assigned 

marks every week. These forms are given to the student in a closed envelope signed and stamped on the back; 

and the student must submit it to his department in the Faculty of Education.   

The Department appoints an academic supervisor, who must be a full time academic staff of UTAB. The 

supervisor must be in regular contact with the student and the mentor; his responsibility is to support the student 

and the mentor whenever necessary. He is also the UTAB representative in the secondary school that has 

accepted to receive the student in school practice.     

The supervision may be done in various ways including the visit to the secondary school, regular 

communication using means of communication accessible to the student and the mentor (telephone, internet 

…).  

The academic supervision and assessment of a student in school practice is done by the academic supervisor 

and the mentor. At any time students in school practice who have questions may address them to their academic 

supervisors through direct contact or by telephone or internet. The school practice is assessed as follows: 

 Assessment of the school practice report by the academic supervisor (40%)  

 Assessment of class teaching practice (60%) (30 mentor; 30 supervisor). 

I.5. School practice Procedure 

At the beginning of the academic year, the Faculty of Education informs the students of school practice period. 

One month before the beginning of school practice, the students of level II and level V who are going to begin 
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the school practice register in their department indicating the secondary schools in which they intend to do their 

school practices.  

Before leaving for school practice, the Faculty of Education will organize a seminar on the following issues: 

 Objectives of the school practice 

 Activities during the school practice 

 School practice report format  

 Compulsory annexes to the report.  

All the students must also attend a seminar on school practice organized by the Faculty of Education and collect 

all the required documents from their departments: school practice log book, assessment form and a letter 

addressed to the school chosen for school practice.   

Class Diary 

The student who goes to the school practice must take with him/her a class diary similar to those currently used 

in secondary schools. The student in school practice must regularly fill in the class diary which is presented to 

the mentor every day after the teaching practice. The mentor signs on the page corresponding to the date on 

which the diary was presented and writes recommendations and remarks for the students in school practice.  

The class diary and the school practice report are submitted to the academic supervisor who marks the report. 

The class diary is considered as a support document to the report and must be taken into account while 

assigning marks for the report.  

School practice Report 

The student must submit a report of about 15 pages, annexes not included, to the Department not later than 15 

days after the end of the school practice. He must also submit the envelope containing the assessment form 

filled in by the mentor. This envelope must be sealed with the stamp and signature. 

The report must contain at least the information below: 

i) Cover page 

o University of Technology and Arts of Byumba (UTAB) 

o P.O. Box 25 Byumba 

o Faculty of Education 

o Department of Education in Arts and Humanities/Department of Education in Sciences 

o Option of …….. (to specify) 

o Report on the School practice carried out in ………… From ……. To…….. 

o Full name and Registration number of the student 

o Full name of the academic supervisor 

o Byumba, month and year (of report submission)  
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ii) Preliminary pages 

a. Table of contents 

 

iii) Introduction 

The introduction must cover one page maximum and must contain the objectives of the school practice, an 

overview of the secondary school where the school practice took place and the structure of the school 

practice report.   

 

iv) Achievements in School practice Period 

In this section the students address two issues: 

 The main activities carried out: students must point out the tasks assigned to them and explain how they 

were carried out. Then they explain the relationship between the activities that were carried out and 

assigned tasks using a critical analysis approach.    

 Description of difficulties that were faced and how they could be addressed, analysis of the possible 

solutions and comments on challenges identified during the school practice.  

 

v) Comparison of Theoretical Training with Practices on the Field  

In this section, the students should do the following: 

 To analyse the way theoretical training has been relevant to the school practice 

 To reflect on how the school practice has supplemented the theoretical training 

 To establish a link between covered modules and the school practice  

 To analyse how the school practice has been relevant for the studies; explain concepts, ideas and 

theories that the school practice allowed to understand or go into them in greater depth  

 To analyse strengths and weaknesses of theoretical training and school practice, one compared to 

another 

 To analyse shortcomings in theoretical training and identify missing elements that could have been 

useful for the school practice. Discuss how those elements could be practically integrated into 

academic training.   

vi) Conclusion and Recommendations  

 Conclusion 

o To make an account of what was learnt in the school practice 

o Specify areas in which the school practice helped the student to make progress 

o An analysis of the training at UTAB in relation with needs of the labour market. 
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 Recommendations  

o Proposals and suggestions of solutions to problems and challenges faced and future 

perspectives. 

 

vii)  List of References  

This section contains all the documents cited in the report.  

 

viii) Annexes 

The annexes contain documents that are judged useful. The following are compulsory documents that must 

be appended to the report: 

 Lesson plans (8-10 are enough) 

 Sample assessment tests and marking schemes (3 are enough). 

 Class diary 

 

Note: Formatting of the School practice Report 

 Font : Times New Roman ; 

 Font size : 14 for titles and 12 for the rest; 

 Line space : 1.5 ; 

 Margins : 2.5 cm to the left and 2 cm above, down and to the right; 

 The whole text must be justified. 
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APPENDICES 
Appendix 1 : Teaching Practice Assessment Form 

 
University of Technology and Arts of Byumba 
Educatio – Scientia - Ministeria 
Faculty of Education 

 
 

Teaching Practice Assessment Form 
 
Student’s name: …………………………………………………..  Reg. No: ………………………………………….. 

School of practice: ………………………………………………………….. ……..Class: ……………………… 

Subject taught: ………………………………………………… Topic: ………………………………………………………….  

Academic year: ………………………………… Date: ……………………………………. 

 
Assessment Criteria Comments  Mark 

awarded 

1. Preparation and Planning 
a) Teaching documents: All teaching documents are available, 

clearly and regularly completed                                     

b) There is clear evidence that the lesson was carefully planned 

c) There are appropriate learning objectives 

d) There is a clear plan for learners with special needs 

  
/4 

 

/4 

/4 

/4 

2. Competence and cross cutting issues  
a) Teacher’s understanding of subject content and competencies 

b) Adaptation of content to learners’ level 

c) Incorporation of cross cutting issues and generic competencies 

  
/4 

/4 

/4 

3. Learners’ engagement and progress 
a) Learners’ engagement 

b) Support to learners with special educational needs 

c) Learning progress to achieve instructional objectives 

d) Content progression in relation to lesson steps and time set 

  
/4 

/4 

/4 
/4 

4. Teaching Methods 
a) Effectiveness of teaching methods to develop knowledge, skills, 

attitude and values 
b)  How teaching methods engage all learners   

  
/4 
 

/4 

5. Management of Learners and learning Environment 
a) Creation of positive and conducive learning environment 

b) Encouragement of interaction and collaboration in all activities 

c) Knowing learners by names and using praise where necessary 

d) Effective use of stimulating resources 

  
/4 

/4 

/4 
/4 

6. Assessment of Learning Progress 
a) Assessment of learning throughout the lesson  

b)  Teacher’s intervention to adapt the lesson and to judge the 
achievement of instructional objectives 

c) Provision of effective feedback 

d) Use of assessment results for improvement of learning  

e)  Consideration of learners with SEN in assessment activities 

  
/4 

/4 

/4 

/4 

/4 
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7. Use of Medium of Instruction and Communication 
a) Use of official medium of instruction and support to students for 

language development 
b) Effective communication with all learners and effectiveness of 

learning despite language difficulties 
c) Encouragement to students to contribute to the lesson and 

communicate with each other in the medium of instruction 

  
/4 
 
/4 
 
/4 

 
Overall Assessment Range 
 
Excellent (80-100%): The student teacher in this category satisfies almost all the standards suggested in the 
assessment form. 
 
Very good (70-79%): The lessons are efficient, well prepared and executed with evidence of learning activity on the 
part of learners. Such student teachers show mastery of content and are confident. The lesson process may however fall 
short in some areas. 
 
Good (60-69%): These are good lessons. There is evidence of preparation in teaching but the lesson output may be 
lacking in some areas.  
 
Fair (50-59%): These are lessons given by an average teacher. They lack animation and some amount of originality.  
 
Fail (0-49%): These lessons are generally poor with lack of maturity in teaching. In such lessons there is usually no 
adequate preparation. 
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Appendix 2: Form for Assessment of School practice Report 
 

University of Technology and Arts of Byumba 
Educatio – Scientia - Ministeria 
Faculty of Education 
 

 
 

FORM FOR THE ASSESSMENT OF STUDENT’S SCHOOL PRACTICE REPORT  

Student’s name: ……………………………………………………………………………….. 

Student’s registration number: ……………………………………………………………….. 

Academic year: ………………………………………………………………………………… 

School where school practice was conducted: …………………………………………………………………………… 

Date: …………………………………………………………. 

This form comprises two aspects: format and content. The content counts for 60% and 40% are reserved for the format, but these will 
count for 40% of the total marks; 60% being reserved for assessment of teaching practice. 

 FORMAT 
 Style  /10 pts 

 Grammar and Spelling  /10 pts 

 Arrangements and structures of paragraphs  /5 pts 

 Structure of the report  /15 pts 

S/TOTAL I /40 pts 

 CONTENT 
 Argumentation : 

 Description of activities and experienced difficulties   

 

/15 pts 

 Case analysis : 

 - Relevance of theoretical training to the school practice 

 - How school practice supplemented theoretical training 

 - Link between covered modules and the school practice 

 - Discussion of aspects that school practice helped to develop 

 - Analysis of strengths and weaknesses of theoretical training and school practice 

 - Analysis of shortcomings in theoretical training 

 

/30 pts 

 Recommandations (Suggestions/Future prospects) /15 pts 

S/TOTAL II /60 pts 

TOTAL (S/TOTAL I + S/TOTAL II) /100 pts 

Mark from the School practice report  /40 pts 

Mark from the assessment of teaching practice   /60 pts 

General marks  /100 pts 

Signature and name of the Faculty Supervisor ……………………………………………… 

 

Date :……………………………………………………………………………………………… 
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Appendix 3: Agreement for School Practice 
 
University of Technology and Arts of Byumba 
Educatio – Scientia - Ministeria 
Faculty of Education 
 

 

 

AGREEMENT FOR SCHOOL PRACTICE 
This agreement shall be signed by the three parties not later than the first day of school practice, and each party shall keep a copy.  
 

Name of School :……………………………………………..................... 

Location (District, Sector) : ……………………………………………………………………………… 

Represented by : …………………………………………......... Function : ……………………………. 

Telephone : …………………......... E-mail : …………………………. 

 

Name of student teacher : ……………………………………………………………………………...... 

Reg. No : …………………… Academic year : ………………...  Telephone : ………………………. 

E-mail …………………………………… Department ………………………………………………… 

Option : …………………………………………………………………………………………………... 

Duration of School Practice : From………………………………. To……………………………………. 

Person responsible for school practice : …………………………………………………………………… 

Telephone : ……………………………………….. E-mail : ……………………………………….. 

 

TERMS OF AGRREEMENT FOR SCHOOL PRACTICE 

 

1. The general objective of school practice is to provide student teachers with opportunities to apply competencies acquired during 

their training in the University to real world environment. 

2. During the entire period of school practice, the student teacher fully remains a UTAB student. In that framework, he is under the 

guidance of his/her supervisor.    

3. During school practice, the student teacher is under the supervision of the host school in matters of working timetables and code 

of conduct of the school employees. On behalf of the host school, the mentor lends his/her professional experience to the student 

teacher and provides him/her with all the necessary information to the desired conduct of school practice.    

4. In case of disciplinary misconduct, the host school reserves the right to put an end to school practice, after initially informing the 

person responsible for school practice at UTAB, and making sure that the latter has really noted the departure of the student 

teacher who has misbehaved.     

5. Provision of any incentive to the student teacher results only from the good will of the host school.    

6. The student teacher is responsible for any damage that may be done to other people and their properties at the host school.   
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7. The school practice leads to the writing of a report. This work is assessed according to UTAB regulations but it must respect the 

conditions of confidentiality which may be required by the host school.   

8. The student teacher is encouraged to submit to the host school the copy of the report written at the end of the school practice.   

9. The arrangements of this agreement are applicable after being signed and agreed upon by all the parties concerned namely the 

host school, UTAB and the student teacher.  

10. Any modification on school practice after the signing of this agreement must be agreed upon by UTAB and the host school.  

 

The signatories accept to conform to the terms of agreement as presented above.  

 
Student Teacher     Faculty of Education   Head Teacher of the Host School         
(Date, signature and name)   (Date, signature, name and stamp)       (Date, signature, name and stamp) 
                 
 

 


