MENTOR CHECKLIST FOR ILT 1's
OPENING OF SCHOOL

Name of Mentor _______________________________Grade/Subject(s) ___________________

Name of ILT __________________________________Grade/Subject(s) ___________________

School(s) ___________________________

	
	
	Date Completed

	· 
	Show your beginning teacher “exactly” where to park.
	

	· 
	Give tour of the school buildings.
	

	· 
	Give a tour of the communities in which your school’s children live.
	

	· 
	Share boundaries of school so beginning teachers know all the neighborhoods of the school’s population.
	

	· 
	Share information about tests, manuals, furniture arrangement, bulletin boards, class lists, student supply lists, cumulative folders, schedules, audiovisual resources, supplementary materials, etc.

	

	· 
	Give your beginning teacher helpful hints as to how to use a volunteer.
	

	· 
	Develop school orientation plan for your beginning teacher if he or she is a                             late hire.

	

	· 
	Get your mentee his or her books as soon as possible and always make sure he or she has all available curriculum guides.

	

	· 
	Show the beginning teacher how to use North Carolina’s Standard                                     Course of Study and where to find it on the Internet.


	

	· 
	Ask your administrator if your teacher should visit  another school if  his/her subject area is unique.
	

	· 
	Share the faculty roster and introduce your mentee to all the staff.

	

	· 
	Explain committee assignment procedures. (When are meetings? Where are meetings? Who is in charge? What is expected?)
	

	· 
	Highlight the real nuts and bolts of the teacher handbook (fire drill, plan book, sign in and out, annual and sick leave procedures, field trips, etc.).

	

	· 
	Help your mentee plan for the first day and for the first week.

	

	· 
	Explain the courier mail system for Catawba County Schools.
	

	· 
	Help your mentee arrange his or her room. Work on classroom                                environment.

	

	· 
	Share your effective classroom rules.


	

	· 
	Review administrative tasks.
	

	· 
	Show where equipment is kept and how one accesses it.
	

	· 
	If there are certain KEY days when teachers typically need supplies or equipment, advise your mentee.

	

	· 
	Discuss student attendance procedures. Explain how important it is to always be accurate when taking attendance. (NCWISE)
	

	· 
	Share any “systems” that work (organizing grade book, keeping track of homework, orchestrating first day or first week, working through administrative procedures).



	


	
	
	Date Completed

	· 
	Share medication policy and procedures.
	

	· 
	Review important school issues and “unwritten” policies.

	

	· 
	Review the “must follow” rules of the school (lunch time, time on work days, arrival time, dress codes, parent contacts).

	

	· 
	Share the year – typically when are certain events schedules – Open House, conferences, field day, PTO meetings, etc.


	

	· 
	Share information about legal liabilities associated with teaching(example, copyright).

	

	· 
	Always provide multiple opportunities for your mentee to reflect and ask                     questions.



	

	· 
	Make sure mentee can locate Catawba County Schools Web Page/Board Manual.
	

	· 
	Review computer acceptable use policy.

	












  Signature of Mentor/Date











  Signature of Mentee/Date











 Signature of Principal/Date

*Note:
Many of these items could have been accomplished during the Scavenger Hunt.  If so, date accordingly.  When completed, send to Shelba Barrett, Central Office along with the August/September list.  Keep a copy and give a copy to the mentee.
MENTOR CHECKLIST FOR ILT 1's

AUGUST & SEPTEMBER

	
	
	Date Completed

	· 
	Establish set meeting/interaction times with your beginning teacher.
	

	· 
	Share plan books and other related  scheduled activities.
	

	· 
	Assist with Back to School Night and/or the school’s Open House. Talk about how to present yourself to parents and the importance of public relations.


	

	· 
	Continue to help your mentee with his or her units and lesson  plans for the first few weeks.


	

	· 
	Help your beginning teacher set up a substitute folder.
	

	· 
	Discuss the importance of documenting each student’s work.
	

	· 
	Discuss how to work successfully with parents.

	

	· 
	Discuss EOG/EOC testing, IEPs, etc.

	

	· 
	Encourage mentee to keep a journal of teaching experiences.

	

	· 
	Encourage your mentee to keep an accurate log of interactions with parents (NC Performance-Based Licensure Component A, Core Handbook, Toolkit).

	

	· 
	Encourage your mentee to make positive parent contacts daily.  Use Parent Contact Log, Toolkit, Core Handbook.

	

	· 
	Assist the beginning teacher with record keeping and filing.

	

	· 
	Explain your school’s student makeup work policy.


	

	· 
	Stress to your beginning teacher that he or she needs to strike a healthy balance in his or her life between work and relaxation.
	

	· 
	Discuss grading rationale and policies for your school.

	

	· 
	Stress that confidentiality exists between you and your mentee.
	

	· 
	Stress the need for confidentiality in all student matters.

	

	· 
	Schedule an observation and feedback.

	

	· 
	Discuss EC and 504 modifications and IEP needs.
	

	· 
	Ask your mentee how classroom management strategies are working.
	

	· 
	Check on how your beginning teacher is keeping up with grading, evaluating, and recording data.  Ask to see the documents. (This will be a step in the PBL process).
	

	· 
	Show your mentee how to set up students’ work files.
	

	· 
	Show your mentee how to use the school's computerized grading system.
	

	· 
	Your beginning teacher may feel a bit overwhelmed at this point. Help your mentee prioritize his or her workload.

	

	· 
	Provide time and opportunity for your mentee to reflect and ask questions.

	

	· 
	Encourage your mentee to attend the Beginning Teacher Institute monthly   sessions.


	

	· 
	Review the pre-observation interview form for first observation.
	

	· 
	Discuss staff development opportunities (NWRESA, county activities, etc.).  Review SD-9A prior approval. (See attached)

	

	· 
	Review with your mentee how to complete a student's Personal Education Plan.

	

	· 
	Review Gateways Policies with your mentee.
	


AUGUST & SEPTEMBER (con’t.)
	
	
	Date Completed

	· 
	Discuss membership in professional organizations and/or attending professional development conferences.  Discuss the procedure for securing staff development funds at your school.  Discuss the procedure for recording attendance at inservice activities.
	

	· 
	Work closely with your mentee in explaining the formal and informal observation procedures for all ILTs.  Answer any questions about the new Teacher Performance Appraisal Instrument.
	

	· 
	Have your mentee share his/her classroom management plan.     (Component C)
	

	· 
	Observe your mentee and provide feedback
	

	· 
	Prepare your mentee from October's list.
	

	· 
	Prepare your mentee for a formal observation.  Make sure he/she has preconference forms, lesson plans, and other information necessary for a successful observation.

	












  Signature of Mentor/Date










  Signature of Mentee/Date










 Signature of Principal/Date
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Keep copy and give copy to mentee.

When completed, send to Shelba Barrett, Central Office by the first week in October.  
MENTOR CHECKLIST FOR ILT 1's 

OCTOBER
	
	
	Date Completed

	· 
	Review the Interstate New Teacher Assessment and Support Consortium (INTASC)  Standards in the Performance-Based Licensure Handbook in order for your mentee to complete his/her Individual Growth Plan.
	

	· 
	Assist your beginning teacher during the first progress report/grading period (how to write report card comments, how to get grades, etc.).
	

	· 
	Discuss your mentee's organizational and record keeping skills.

	

	· 
	Review classroom management and discipline procedures.  Reflect on what is working and what needs to be adjusted for better control.  If needed, refer to your mentee's copy of The First Days of School.
	

	· 
	Review the referral process for Exceptional Children and Academically Gifted.

	

	· 
	Discuss the Student Assistance Team and your mentee's role.
	

	· 
	Share stories about your first year of teaching and how you felt.
	

	· 
	Review sick leave, annual leave and personal leave policies and                                    procedures.

	

	· 
	Review field trip procedures.
	

	· 
	Provide time and opportunity for your mentee to reflect and ask                                     questions.

	

	· 
	Review policies and issues that relate to retention and failure of                                       students.

	

	· 
	Review remediation programs at your school.


	

	· 
	Offer suggestions for IEP-file for documentation.
	

	· 
	Review units and lesson plans as related to Component A in the Performance-Based Licensure product.
	

	· 
	Explain how your school incorporates Character Education as a school and individual classrooms.
	

	· 
	Counsel your beginning teacher about the school and system's retention and failure policies.
	












  Signature of Mentor/Date











  Signature of Mentee/Date











 Signature of Principal/Date











 School

[image: image2.wmf]
Keep copy and give copy to mentee.

When completed, send to Shelba Barrett, Central Office by the first week in November.

MENTOR CHECKLIST FOR ILT 1's 

NOVEMBER & DECEMBER
	
	
	Date Completed

	· 
	Review what worked the first quarter and what did not.

	

	· 
	Answer any questions your mentee has about the ILT process and Teacher Performance Appraisal Instrument (TPAI).
	

	· 
	Discuss staff development you and your mentee have attended this year.  What can you use in your classrooms?  List activities on the Professional Development and Contribution Log- found in Tool Kit (Core Handbook).


	

	· 
	Discuss homework policies - Are students responding?  What happens if they do not have their homework?  Is the homework reasonable in terms of amount and time a student will spend on it?  Is the homework valuable in terms of student practice and preparation.  Is the homework fair to all students - not requiring resources that all students may not have available in their homes.

	

	· 
	Make sure your mentee is included in faculty and grade level/team/department traditions (Secret Santas, etc.).

	

	· 
	Advise your mentee to enjoy the holidays and use the time for family, relaxation, and revitalization.
	

	· 
	Discuss delayed opening and snow day policies.

	

	· 
	Discuss exam and testing policies and share test preparation materials with                    him/her.


	

	· 
	Share with your mentee various instructional strategies designed to meet different learning styles.
	

	· 
	Observe mentee and give feedback.
	












  Signature of Mentor/Date











  Signature of Mentor/Date











 Signature of Principal/Date
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 School
Keep copy and give copy to mentee.

When completed, send to Shelba Barrett, Central Office by the end of December.
MENTOR CHECKLIST FOR ILT 1's 

JANUARY & FEBRUARY
	
	
	Date Completed

	· 
	Share success stories.
	

	· 
	Continue to review goals and objectives, classroom management and discipline techniques.

	

	· 
	Discuss changes in the classroom management plan that the mentee feels should be changed.
	

	· 
	Provide time and opportunity for your mentee to reflect and ask                                    questions.

	

	· 
	Review policies and issues that relate to retention and failure of students.
	

	· 
	Remind your beginning teacher about special activities during second                             semester.


	

	· 
	Encourage beginning teachers to continue reflecting on their first year teaching experience. Help your mentee put his/her thoughts in writing.
	

	· 
	Encourage beginning teachers to try new things (rearrange the room, expand his or her teaching repertoire, set goals for the rest of the school year, etc.).

	

	· 
	Help mentee prepare for second observation.

	

	· 
	Encourage parental contact. 

	

	· 
	Continue to share your own fears, mistakes, and funny stories from your first years of teaching.

	

	· 
	Observe mentee and give feedback.
	












  Signature of Mentor/Date











  Signature of Mentee/Date











 Signature of Principal/Date
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Keep copy and give copy to mentee.

When completed, send to Shelba Barrett, Central Office by the first week in March. 

MENTOR CHECKLIST FOR ILT 1's

MARCH & APRIL

	
	
	Date Completed

	· 
	Review procedures for field trips.
	

	· 
	Check cumulative folders.

	

	· 
	Review plans for end-of-school activities.
	

	· 
	Review procedures for testing and Code of Ethics.

	

	· 
	Share procedures for conferencing with administrators and required documentation.

	

	· 
	Give suggestions for keeping momentum and interest at the end of the year for students and teachers.


	

	· 
	Maintain  high level of professionalism and a sense of humor.
	

	· 
	Consider doing something special for your mentee. Third quarter is a difficult time for students and teachers. Discuss doing something as a group with other beginning teachers and their mentors.

	

	· 
	Provide time and opportunity for your mentee to reflect and ask                                    questions.

	

	· 
	Encourage your beginning teacher to think ahead to next year.

	

	· 
	Request that your faculty submit one idea for your school's beginning teacher survival kit.
	

	· 
	Help mentee with materials list and ordering for next year.

	

	· 
	Have your mentee share lesson plans that include a variety of instructional strategies. (Component A)
	

	· 
	Review your mentees units/lesson plans as potential components for PBL Product.
	












  Signature of Mentor/Date











  Signature of Mentee/Date











 Signature of Principal/Date
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Keep copy and give copy to mentee.

When completed, send to Shelba Barrett, Central Office by the first week in May.

MENTOR CHECKLIST FOR ILT 1's 

MAY 

	
	
	Date Completed

	· 
	Do an update on cumulative folders.

	

	· 
	Review procedures and answer questions about testing and Testing                                       Code of Ethics.

	

	· 
	Get feedback on your beginning teacher's first year.

	

	· 
	Discuss end-of-year procedures, field days, testing, reports, etc.

	

	· 
	Discuss the closing of rooms and records for the year.
	

	· 
	Celebrate your beginning teacher's first year.


	

	· 
	Encourage mentee to write thank you notes to parents - especially those who helped him or her during the first year.

	

	· 
	Encourage mentee to write notes of encouragement to students.

	

	· 
	Assist mentee with filing of important documentation - Parent Contact Log, Professional Contribution Log, Staff Development, etc. (Tool Kit)
	

	· 
	Discuss summer staff development offerings.


	

	· 
	Remind your mentee to keep a copy of his/her IGP, summative evaluation and documentation of professional growth and school/community contribution activities.
	












  Signature of Mentor/Date











  Signature of Mentee/Date











 Signature of Principal/Date
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Keep copy and give copy to mentee

Send to Shelba Barrett, Central Office by June 1, 2001.
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