
Instructions to be followed during school attachment 

Dear Student-teachers, 

As you identify the hosting school, do the following: 

• Print all the documents related to school attachment (introductory letter, arrival form, 

guidelines, etc.).  

• On the introductory letter, fill in the name of the school you are going to and your details. 

• Introduce yourself to the administration of the school and submit the introductory as well 

as other documents to them.  

• After they accept to receive you, complete the following link 

https://forms.gle/wBVSGHb1BRFq9Lpt5 with the details about you and the school.  

• Respect the rules and regulations of UR and those of the hosting schools, and observe 

professional ethics for teachers.   

• Develop your portfolio in the given format and include all evidences to document your 

professional growth during school attachment.   

N.B. The deadline to submit the details of the hosting school is 10th March 2024.  

Thank you. 

 

 

https://forms.gle/wBVSGHb1BRFq9Lpt5


 

 

COLLEGE OF EDUCATION 

 

P.O. Box: 55 Rwamagana |  principal.ce@ur.ac.rw|       www.ur.ac.rw 

OFFICE OF THE PRINCIPAL 

 

 

 
 

29th February 2024 
 

Dear student-teacher,  
 
As you know, the school attachment is one of the requirements to complete your 
education for the award of degree of Bachelor of Education at UR-CE. During this period 
of school attachment, you are also required to develop a portfolio in order to document 
your professional growth during the period of school attachment. It is in this regard 
that the College of Education is informing you (if eligible) that your school attachment 
will start on 4th March 024 and be completed on 28th June 2024.  Please identify the 
school that is not more than 5 kilometers from the tarmac road and provide the details 
about the identified school through the following link: 
https://forms.gle/wBVSGHb1BRFq9Lpt5. 
 
You are also reminded that the purpose of school attachment is to help you as a 
student-teacher to put theories acquired at UR-CE into practice, acquire sufficient 
practical experience, and familiarize yourself with school real life experiences prior to 
your entry into the teaching profession. To this end, during school attachment you are 
not only required to observe, plan, deliver and assess lessons but also to engage in 
other school and classroom activities including extra-curricular activities. 
 
You are also reminded that throughout the period of your school attachment you 
should adhere to the hosting school’s rules and regulations as well as the academic 
regulations and other national and university policies.   
 
Thank you for your usual collaboration in effort to make your school attachment 
successful and professional.  
 
Yours Sincerely, 
 
 
Prof. Florien NSANGANWIMANA 
Acting Principal 
 
CC. Electronically 

 Dean, School of Education 
 Dean, SISNE 
 Academic Registrar 
 Director, Teaching and Learning Enhancement 
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COLLEGE OF EDUCATION 

 

P.O. Box: 55 Rwamagana |  principal.ce@ur.ac.rw|       www.ur.ac.rw 

OFFICE OF THE PRINCIPAL 

 

 

 
29th February 2024 

To the Head teacher/ Principal of ……………………………………………… 
 
Dear Sir / Madam / Reverend, 
 
One of the Degree completion requirements a the University of Rwanda-College of 
Education (UR-CE) Teacher Training Programme is that student-teacher carry out 
school attachment in secondary schools and TTCs. It is in this regard that for this 
academic year, the school attachment will start on 04/03/2024 and be completed 
on 28/06/2024.  
 
The purpose of school attachment is to help student-teacher put theories acquired into 
practice, acquire sufficient practical experience, and familiarize with school real life 
experiences prior to entry into the teaching profession. To this end, student-teacher 
should not only plan, deliver and assess the lessons but also he/she should be 
engaged in other school and classroom activities including extra-curricular 
activities.  
 
In view of the above, the College of Education would like to thank you for having 
accepted to receive the student namely: ……………………………..………………with reg. 
No………….…………….who is our student-teacher to conduct school attachment at the 
school you are heading  during this period of school attachment.  
 
In the same context, the University of Rwanda-College of Education would also request 
you to assign a mentor to the student-teacher(s) hosted at your school for mentorship.  
Please note that a mentor should be an experience teacher holding a bachelor’s degree 
in education with at least 3 years of teaching experience.  
 
Thank you once again for your usual contribution and collaboration in the effort to 
professionalize teacher education in Rwanda.  
 
Yours Sincerely, 
 
 
Prof. Florien NSANGANWIMANA  
Acting Principal 
 
CC. Electronically 

 Dean, School of Education 
 Dean, SISNE 
 Academic Registrar 
 Director, Teaching and Learning Enhancement 

 

mailto:principal.ce@ur.ac.rw
http://www.ur.ac.rw/


 

College of Education  

 

Arrival form 

 

I ………………………………………………...Headteacher/Principal (or deputy) 

of TTC/G.S/E.S/College………………………………………….…….do hereby 

confirm that..…………………………………………………………has been 

received at my school on …/…/2024 to conduct school attachment and has 

presented all the documents related to school attachment (Introductory letter, 

arrival form, and school attachment guidelines)  

 

Signature and Stamp 
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Guidelines for developing teaching portfolio at 

URCE 

What is a teaching portfolio? A teaching portfolio (or dossier) is a coherent set of material that 

represents your teaching practice as related to student learning.  “Teaching practice” in its broadest 

sense extends beyond the obvious activities that go into teaching a course to include all activities that 

enrich student learning. Your portfolio would likely include a summary of your teaching experience 

and responsibilities, a reflective statement of your teaching philosophy and goals, a brief discussion 

of your teaching methods and strategies, as well as activities undertaken to improve teaching, and a 

statement of goals and plans for the future.  Hence, a teaching portfolio includes a range of pieces of 

evidence such as summaries of their work experience on field, various reports, typical lesson plan(s), 

etc. 

Why a teaching portfolio? The teaching portfolios is typically used for two purposes, which 

sometimes overlap:  (1) it is used as a developmental process for reflecting on and improving one’s 

teaching; and (2) it is used as an evaluative product for personnel decisions such as promotion, or a 

teaching award. A student teacher  who develops her/his portfolio therefore reflects on each step of 

her/his field stay, highlighting the strengths and weaknesses, as well as the changes she/he would 

make in her/his teaching related to student success. To this end, the student teacher’s portfolio is used 

for self-evaluation or external review (i.e. by her/his mentors and supervisors). 

 

Development of Teaching Portfolio for URCE students in school attachment 

 

Portfolio is of paramount importance as it provides individual student-teacher with an opportunity to 

think about his or her own teaching that enables him/her to change priorities or teaching strategies as 

needed, and to reflect about future teaching goals. To this end, pursuant to article 218 of the revised 

General Academic Regulations for Undergraduate Programmes (2018) which stipulates that “all 

concerned students shall be requested to develop progressively a portfolio that must comprise all the 

field work conducted and must reflect the learning experience in the chosen field.” As well as article 

223 which stipulates that “where it is appropriate to the discipline or field of study and specified in 

the programme documentation, a final year project [which is integral and compulsory part of the 

pragrammes; see article 222] may be a construct, performance, investigation, compilation, 

experimentation, action research or any other work which must be accompanied by a reflective 
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written account …” URCE student-teachers are required to develop a teaching portfolio to document 

their professional development during their school attachment.  

What is the format of teaching portfolio for URCE students? The teaching portfolio for URCE 

students should contain the following: 

1. Cover page 

2. Preliminary pages 

3. Chapter one: General Introduction 

4. Chapter two: School attachment life experience  

5. Chapter three: teaching in the act 

6. Chapter four: General conclusion and recommendations 

7. Appendices 
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UNIVERSITY OF RWANDA 

COLLEGE OF EDUCATION 

 

 

DEPARTMENT OF ………………………………………… 

COMBINATION: …………………………………………… 

 

ACADEMIC YEAR: …………. 

 

 

 

SCHOOL ATTACHMENT REPORT 

======================================== 

 

School attachment conducted at: (………..school………….) 

 

 

by 

 

(Student name) …………………. 

Registration number: …………………. 

 

A school attachment report submitted to the College of Education- University of 

Rwanda in Partial Fulfilment of the Requirements for award of ……(e.g. diploma, 

bachelor’s degree) in Education (……combination[e.g. Bilogy & Chemistry 

Education)  

 

(Month & Year of submission) 
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Preliminary pages  

 

1. Certification page [see the attached sample] 

2. Dedication  

3. Acknowledgements 

4. List of acronyms and abbreviations  

5. List of tables (If any) 

6. List of figures (If any)  

 

CHAPTER ONE: GENERAL INTRODUCTION  

1.1. Introduction 

1.2. Description of the school attachment area 

1.2.1. Geographical situation of the school 

1.2.2. Historical overview of the school (establishment, programmes, vision, mission and 

values) 

1.2.3. Organization chart of the school [include the picture/photo of the school if necessary] 

CHAPTER TWO: SCHOOL ATTACHMENT EXPERIENCE  

2.1 Introduction 

2.2. Getting in touch with the school community [describe your experience from the first day to the 

last day of school attachment] 

2.2.1 Getting in touch with the school administrative staff 

2.2.2 Getting in touch with the school teaching staff 

2.2.3 Getting in touch with my subject teachers 

2.2.4 Getting in touch with my school mentor 

2.2.5 Getting in touch with the students 

2.2.6 Getting in touch with the wider community (parents, local authorities) 

2.4 Lesson learned and strategies adopted [describe the lesson learned from your interactions with 

the above school community members and the strategies you adopted to enhance collaboration with 

them for effective conduct of you school attachment] 
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CHAPTER THREE: TEACHING IN THE ACT  

3.1. Introduction  

3.2. Teaching philosophy [in this section, you are expected to provide an answer to this question: 

Why do you do what you do as a student-teacher?  Reflections on this question generally include four 

components: a)  your beliefs about how student learning in your field occurs,  b) Your beliefs about 

how you as a teacher can best help students learn, c) How you put into practice your beliefs about 

effective teaching and learning (methods and strategies), d) Your goals for students] 

3.3 Weekly teaching practice experiences [Describe your teaching practice experiences by keeping 

in mind what you have said in your teaching philosophy statement. This should establish a strong link 

between what you are describing in this section and how it relates to your teaching philosophy 

statement. This section should be discussed week by week and evidences should be provided) 

Week one:  

3.3.1 Strengths [describe the strengths in relation to class management, teaching 

methods and strategies used] 

3.3.2 Problem encountered   [describes the areas that were for improvement] 

3.3.3 Causes of the problem [Describe the causes of the problem you encountered]                                          

3.3.4 Intervention strategies used to overcome the problem [Describe the strategies 

you used to overcome the problems you encountered]   

3.3.5 Professional competences developed [Describe the professional competences you 

developed from the problems encountered and the strategies 

you adopted to overcome them] 

Week two: 

3.3.1 Strengths [describe the strengths in relation to class management, teaching 

methods and strategies used] 

3.3.2 Problem encountered   [describes the areas that were for improvement] 

3.3.3 Causes of the problem [Describe the causes of the problem you encountered]                                          

3.3.4 Intervention strategies used to overcome the problem [Describe the strategies 

you used to overcome the problems you encountered]   

3.3.5 Professional competences developed [Describe the professional competences you 

developed from the problems encountered and the strategies 

you adopted to overcome them] 

N.B. Do the same for all the weeks of your school attachment period.  
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CHAPTER FOUR: GENERAL CONCLUSION & RECOMMENDATIONS 

4.1 Introduction 

4.2 General Conclusion [summarize your school attachment outcome] 

4.3 Recommendations [make recommendations for the concerned school attachment 

stakeholders]  

REFERENCES [Provide a list of references using APA referencing style] 

 

APPENDICES 

Appendix 1: Scheme of work for each subject  

Appendix 2: Sample lesson plan for each subject 

Appendix 3: Sample group/individual work activities for each subject 

Appendix 4: Sample assessment test for each subject 

Appendix X to Z: any other relevant document/ evidences (meetings attended, best practices or 

innovations introduced, etc.) 
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Certification form 

 

I………………………………………………………………, Principal/Head Teacher of 

………………………………………………………….do hereby testify that the student-teacher 

Mr/Ms…………………………………………………………………has successfully conducted 

his/her school attachment at my school from …../03/2024 to 28/06/2024. During this period he/she 

has displayed commitment and ethics of a future professional teacher. This report reflects his/her 

experiences and practices during her school attachment period. 

 

 

Done at…………….  

Date: ……/……../2024 

Principal/Head Teacher’s name: ……………………………………………….. 

Signature and Stamp: …………………………………………………………… 

 

 


