Mentor Checklist for ILT 2's Completing a PBL Product

Note to Mentor: 

While the first year focuses on fundamentals of teaching, this year offers the opportunity to consolidate these learning opportunities through reflection and application.

The ILT 2 checklist verifies the growth of the ILT.  It creates opportunities for extending teaching into more complex activities. 

Name of Mentor _______________________________Grade/Subject(s) ___________________

Name of ILT __________________________________Grade/Subject(s) ___________________

School(s) ___________________________

August

	
	








	Date Completed

	· 
	Plan a time to get acquainted or reacquainted during the first workdays.  Spend time asking for reflection on professional growth during the summer months. Dialogue about successes, challenges, and obstacles from the first year of teaching. Spend time talking about personal professional goals (IGP) for the new school year.  
	

	· 
	Review the Performance-Based Licensure Handbook and Product Directions.
	

	· 
	Remind your mentee to update his/her list of professional activities/ conferences/workshops attended during the summer.
	

	· 
	Review the importance of keeping parent contact log as designated by the principal.  Refer to example in the Performance-Based Licensure Handbook, Tool Kit.
	

	· 
	Discuss the opening of school and how the class/classes are progressing in the areas of discipline/procedures/expectations. Ask your mentee - Have you established clear procedures and expectations for classroom management and behavior? Are your rules posted?  Do students understand procedures?  Have students practiced procedures?
	

	· 
	Discuss the classroom management plan that will be a part of the Performance-Based Licensure Product, Component C.  
	

	· 
	Reflect with your mentee on the following questions:  Have you analyzed the classroom environment and your interactions with students and parents?  Have you made adjustments that have enhanced your relationship with parents, students and your peers?  
	

	· 
	Encourage your mentee to conduct a student interest or learning styles survey or provide an opportunity for a personal writing activity.  Component A.

	

	· 
	Encourage your mentee to design learning activities that make the students ask meaningful questions and solve relevant problems. Component A.

	

	· 
	Review Thinking Maps (K-8) and CRISS strategies with your mentee.

	


AUGUST (con’t.)

	· 
	As a mentor, share some of your lessons that are engaging and meaningful to your students.  Dialogue about the importance of making lessons relevant and purposeful in order to deepen lesson meaning.
	

	· 
	Discuss with mentee the unit he/she plans to use in the PBL Product.
	

	· 
	After the first two weeks of school, reflect on the following question with your mentee: "Are time, space, and activities managed to ensure an optimal learning environment?"

	

	· 
	Analyze the first three weeks lesson plans with your mentee.  Look for NCSCOS alignment with noted objectives and goals.  Help mentee develop a pacing guide or course syllabus as needed.  (Component A).
	

	· 
	Check with your mentee about his/her selection of a unique learner(s). (Performance-Based Licensure Component B)
	

	· 
	Remind mentees of opportunities for 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.

	

	· 
	Review the SD-9A (Prior Approval Form attached).

	


Mentor’s Signature  







Date  





Mentee’s Signature  







Date  





Principal’s Signature  







Date  





School  
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Send this form to Shelba Barrett by first week in October.

Mentor Checklist for ILT 2's Completing a PBL Product

September

	
	
	Date Completed

	· 
	Review the INTASC Standards with your mentee.  Complete ILT's IGP.
	

	· 
	Help analyze testing data given to your mentee by the school administrator.                                      (If applicable)
	

	· 
	Discuss your mentee’s first observation.  Remind your mentee that he/she will be observed four times a year until tenure is received.  Observations are announced or unannounced and scheduled throughout the year.  Review with your mentee the components of a well-designed and delivered lesson.
	

	· 
	Ask your mentee: Have you taken action to ensure full and varied participation by all students? Do you speak to all students?  Do you direct questions to all students?  Do you vary activities for different types of learners?  Do you demonstrate flexibility and make adjustments according to student needs?  (Performance-Based Licensure Components A, B, & C)

	

	· 
	Ask your mentee: Have you analyzed the classroom environment and interactions?  Have you made adjustments that have enhanced social relationships, student motivation and work achievement? Look at mentees gradebook and discuss individual student achievement.  Discuss intrinsic and extrinsic motivation. What are examples of each?  When is each appropriate and when is each not?  How can you as a teacher increase motivation in your students?  (Performance-Based Licensure Component C)
	

	· 
	Discuss the need for accurate recordkeeping in terms of attendance, tardies, exceptional children, etc.


	

	· 
	Discuss timelines for progress reports and continue to encourage parental                                 contact.








	

	· 
	Observe your mentee and provide feedback.

	

	· 
	Encourage your mentee to conference with exceptional children's teachers or                           program specialists.

	

	· 
	Help with videotaping, if needed.  Review videotape as related to the three components.
	

	· 
	Be available to review any reflections your mentee has prepared.  Check clarity and reference to the three components.
	

	· 
	Ask your mentee: "Have you planned lessons and activities to address variations in learning styles and performance modes?"  Ideas include dramatization, pencil/paper tests, oral questioning, computer presentations, communication boards, performances, posters, costume designs, products, portfolios, journals, songs, newsletters, fliers, models, maps, and artwork.  (Artifacts and references for Performance-Based Licensure Product)
	

	· 
	Has your mentee planned lessons with multiple development levels for diverse learners?  (Related to INTASC standards)
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Send this form to Shelba Barrett by first week in October.
Mentor Checklist for ILT's Completing a PBL Product

October

	
	
	Date Completed

	· 
	Check with your mentee to see if he/she is having any problems with determining grades for the first nine weeks.  After grades have been established, dialogue on the following items: 

Look at student performance - Are lessons designed for appropriate student’s social development?

Are lessons designed for appropriate student cognitive development?

Are lessons designed for appropriate student emotional development?

Are students' strengths being developed?

            Are students' weaknesses being remediated?  (Component A)
	

	· 
	Discuss with your mentee - How can relevance be created for students by linking with prior experience? Share your own examples with your mentee.  
	

	· 
	Review your mentee's gradebook.  Discuss the different performance assessments used to date.  Brainstorm possible opportunities for a variety of performance modes. Ideas:
dramatization, pencil and paper tests, oral questioning, computer activities, multimedia presentations, communication boards, recitation, performance, posters, products, journals, songs, newsletters, newspapers, models, maps, art work, etc.  Are these reflected in the lesson plans being considered for the product?
	

	· 
	Review mentee's lesson plans.  Together look for planned lessons and activities that address variation in learning styles and performance modes, address diverse learners, problem solving and exploration.  Are these methods demonstrated in the mentee’s lesson plans?  Note relevance to Component A.
	

	· 
	Check the development of the unit and lesson plans to be incorporated in the PBL Product.
	

	· 
	As a mentor, ask yourself these questions: Does my mentee have control of his or her classroom?  Is he or she an effective classroom manager?  If yes, continue to support your mentee.  If no, ask your principal or assistant principal for assistance and suggestions.  This is a time when you have to separate your personal feelings and professional judgements.
	

	· 
	Encourage your mentee to draft a narrative of the video.  Review it and offer suggestions or ask questions related to the Performance-Based Licensure requirements (check Product Directions Handbook).
	

	· 
	Invite your mentee to observe you teaching.
	

	· 
	Does your mentee promote problem solving and exploration in his or her children?  (Related to INTASC standards)
	

	· 
	Has your mentee shown knowledge of different cultural contexts within the community (socioeconomic, cultural) and has your mentee connected with diverse learners through types of interactions and assignments? Has your mentee created a learning community that respects students' differences?  (Related to INTASC standards)
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Mentor Checklist for ILT 2's Completing a PBL Product

November

	
	
	Date Completed

	· 
	Discuss upcoming holiday schedules and expectations.
	

	· 
	Reflect with the mentee about different types of student work assigned during the focused lessons.  How was the student work assessed?

	

	· 
	Discuss procedures for requesting additional courses or deletion of courses for the following year
(high school).


	

	· 
	Ask yourself - Does my mentee understand the content of his or her discipline?  If yes, continue to help and support your mentee.  If no, ask your principal or assistant principals for suggestions.

	

	· 
	Observe your mentee - Look for methods of inquiry.   Share with your mentee Marzano's or Bloom's levels of questioning if he/she does not already have them. 

	

	· 
	Is there evidence that students are actively learning in your mentee's classroom?  If not, offer suggestions to increase the level of student engagement.
	

	· 
	Ask your mentee for examples of how his/her students work collaboratively. How does your mentee monitor student collaborative activities?  (Performance-Based Licensure Product A & B)

	

	· 
	Ask your mentee for examples of how his/her students work independently. How does your mentee monitor student independent activities?  (Performance-Based Licensure Product A & B)
	

	· 
	Ask your mentee if he/she uses interdisciplinary approaches to teaching and learning?  (Performance-Based Licensure Product A & B)
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Mentor Checklist for ILT 2's Completing a PBL Product

December

	
	
	Date Completed

	· 
	Discuss mentee's perception of the first semester. What changes has he/she made from the previous year?

	

	· 
	Review test preparation in elementary and middle school. Discuss LDPs

and student progress where applicable.
	

	· 
	In high schools, discuss first semester grades/marks, analysis/testing.
	

	· 
	Discuss the writing test program and how all teachers contribute to achievement in the area of writing.
	

	· 
	If mentee is teaching PBL Product unit during 2nd semester, discuss time frame and answer questions.
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January 

	
	
	Date Completed

	· 
	Remind the mentee to sanitize the artifacts for the Performance-Based Licensure Product.
	

	· 
	Reflect with your mentee the care and rewards of working with special needs students.
	

	· 
	Review preparation for the writing tests at specific grade levels (if appropriate).
	

	· 
	Reflect on the following question with your mentee: "How have you adjusted interactions to accommodate the learning differences or needs of students?" Ideas: mentee adjusts classroom noise levels, pays attention to physical needs of students, makes visual adjustments, addresses mobility issues, and acknowledges and helps students with emotional problems.

	

	· 
	Review the Performance-Based Licensure Final Checklist-Establish time frame for completion of PBL Product during the second semester.
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February

	
	
	Date Completed

	· 
	Encourage your mentee to participate in collegial activities.  Be sure your mentee is attending mandated meetings, faculty meetings, workshops, grade level meetings, team or department meetings.
	

	· 
	Reflect with your mentee: How do I link with professionals within the school and community?  Areas for discussion:  exchanging ideas/strategies on the DocuShare bulletin board for new teachers, enrolling in advanced degree work, taking additional courses, working on additional certification areas i.e., Academically Gifted.
	

	· 
	Discuss grant-writing opportunities with your mentee. 

	

	· 
	Remind your mentee to keep logs of parent contacts, professional activities, notes/letters from parents and students. (Artifacts for Performance-Based Licensure Product)
	

	· 
	As a mentor ask yourself: "Does my mentee continue to have control of his or her classroom?  Is he or she an effective classroom manager?  If yes, continue to monitor throughout the year.  If you answered no or sometimes, seek help from your principal and/or assistant principal.  If you suspect that granting licensure could be a concern, all parties involved (including ILT) should start working on teacher competency problems.
	

	· 
	Review reflections, video narrative, video, and plans if there have been changes.
	

	· 
	Review the Guidelines and Procedures in the Product Directions Handbook.  Relate Guidelines to what has been accomplished by your mentee.
	

	· 
	Help with videotaping of lessons for self-analysis.
	

	· 
	Do an informal observation and give feedback.
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March

	
	
	Date Completed

	· 
	Reflect on the following question with your mentee: Do you select and use multiple teaching and learning strategies to encourage students' critical thinking? Encourage your mentee to try new and multiple strategies to increase students' learning.  Suggest including media or manipulative materials for increased communication.  (PBL Product)
	

	· 
	Reflect on the following question with your mentee: Do you assume different roles in the instructional process to accommodate content, purpose and learner needs? Encourage your mentee to assume different roles during instruction. Ideas include lecturer, moderator, coach, facilitator, or becoming an active learner with the children.  (PBL Product)
	

	· 
	Observe a lesson that your mentee teaches.  Make arrangements with the principal.  Examine a specific behavior. Be sure to provide feedback with your mentee.
	

	· 
	Review artifacts collected for your mentee’s product.  Check to make sure names have been sanitized.  Read the reflection answers.
	

	· 
	Remind mentee of date Product is due in Central Office.
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Send this form to Shelba Barrett by first week in April.
Mentor Checklist for ILT 2's Completing a PBL Product
April/May 

	
	
	Date Completed

	· 
	Review with your mentee testing ethics and ways to prepare students for the state assessments.

	

	· 
	Review the Performance-Based Licensure Final Checklist and timeline for review of product by you and the principal.
	

	· 
	Review end of year activities with your mentee.  Offer assistance if needed.
	

	· 
	Reflect with mentee about next year.  What changes would he/she make?
	

	· 
	Discuss the testing program and how your mentee feels his/her students performed.  What changes would he/she make in preparation for testing next year?

	

	· 
	Remind your mentee of the dates for review of the PBL Product by you and the principal.
	

	· 
	Review your mentee's Performance-Based Licensure Product.
	

	· 
	Celebrate with your mentee upon the completion and submission of the product to the Central Office.  Send product to Shelba Barrett, ILT Coordinator.
	


Submit a copy of the second semester checklist to Shelba Barrett, ILT Coordinator, Central Office.
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Send this form to Shelba Barrett by first week in June.
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