Mentor Teacher/Protégé Checklist

Mentors:  Many of these activities may not apply to your and your protégé’s situation.   Please scratch through these.

Adapted from: Barry Sweeney www.teachermentors.com)


	MONTH
	ACTIVITY/TOPICS
	DATE/TIME

	August/

September
Discuss at beginning of the year or on an as needed basis
	Orientation Program
	8/25-8/26

	
	Protégé Needs Assessment
	8/25

	
	Attendance and First Week Attendance
	

	
	Building Tour (teacher’s room, restrooms, library, nurse, etc.)
	

	
	Introduce to secretaries, custodians, guidance counselors, nurse, resource room teachers, specialists, librarian, etc.)
	

	
	Handbooks – Student & Faculty 
	

	
	Equipment (where & how to find/get supplies)
	

	
	Text Books
	

	
	Safe Schools Plan (Emergency Evac, Lock Down) 
	

	
	Calendars- school, classroom, mentor meetings)
	

	
	Copy Machines (location & use)
	

	
	Classroom Maintenance (Maintenance & IT Direct)
	

	
	Curriculum, Standards/Benchmarks
	

	
	Discipline Code- policies, procedures, consequences
	

	
	Duty Schedules
	

	
	Daily schedule/Bell schedule 
	

	
	Lunch procedures (faculty & student)
	

	
	Enrichment Classes/Professional Development
	

	
	Faculty Facilities
	

	
	Faculty Meeting Dates & Times
	

	
	Field Trip Procedure
	

	
	First Day procedures & expectations
	

	
	Classroom rules & expectations
	

	
	Grade Book/Grading Procedures- school wide & individual teacher
	

	
	Grading Software 
	

	
	Syllabus or Curriculum Map
	

	
	Lesson Plans
	

	
	Homework expectations
	

	
	Homeroom procedures
	

	
	Seating Arrangements
	

	
	Personal/Sick days (Call-in) Procedures
	

	
	Religious Holiday procedures & exceptions
	

	
	Substitute Plans
	

	
	Student Progress Reports
	

	
	I.E.P.’s/Inclusion/Modifications/Accomodations (reading IEP/504 and meeting responsibilities)
	

	
	Attending Team (SpEd) Meetings
	

	
	Library,Comp Lab, etc. schedule
	

	
	Mailboxes for Faculty
	

	
	Email, Phone setup & use (acceptable use policy) 
	

	
	Plan book
	

	
	Cumulative/Permanent Records Location
	

	
	Policy for Student leaving Prior to Dismissal
	

	
	Role of room parents
	

	
	Room Preparation
	

	
	Specialist Duties
	

	
	Student Assemblies- Procedures
	

	
	Parking Location
	

	
	Required Pre-assessments
	

	
	Evaluation Procedure
	

	
	Back-to-School Night/Open House
	

	
	Medical Alert Lists
	

	
	Paperwork and Forms Sent to Parents Including:  Student Insurance, Free Lunch, Health Survey, etc
	

	
	Schedule Meetings
	

	
	Parent Communications/Conferences
	

	
	Report Cards – grade collection, etc.
	

	
	Paychecks- (21/26 periods, benefits, tax shelter)
	

	
	Sick Bank
	

	
	Chain of Command
	

	
	Union Representative
	

	
	Community Resources
	

	
	Setting professional/personal goals
	

	
	Communication of Expectations with Students
	

	
	Communication with parents
	

	
	Peer Observations
	

	
	Protégé Needs Assessment Update
	

	
	Other Topics Discussed:
	

	October
	Snow Days and Delays
	

	
	Staff Development Days
	

	
	IPDPs and Recertification procedures- Start a portfolio
	

	
	Sponsored Events for Students and/or Families
	

	
	Gradebook Management
	

	
	Parent/Teacher Conference Procedures
	

	
	Check in on supplies & curriculum materials
	

	
	IST/RtI Referrals
	

	
	Appropriate Décor/Activities for Holidays at School
	

	
	Mid-terms
	

	
	Review Grading Procedures & Progress Reports
	

	
	Review Evaluation procedure
	

	
	Peer Walk-throughs/Observations
	

	
	Protégé Needs Assessment Update
	

	
	Other Topics Discussed:
	

	November/ December
	Report Card Procedures
	

	
	Professional Development Reimbursement procedures 
	

	
	Parent/Teacher Conferences
	

	
	Review Lesson Plans, Teaching Methods, Assessment Tools, Classroom Management, etc.
	

	
	Semester Exams
	

	
	Second Term- New Duties, Study Halls, etc.
	

	
	Innovative Curriculum Institute
	

	
	Peer Walk-throughs/Observations
	

	
	Protégé Needs Assessment Update
	

	
	Other Topics Discussed:
	

	January
	Review of Report Card Procedures
	

	
	Re-establish classroom expectations after vacation
	

	
	Review Evaluation Procedures
	

	
	Standardized Testing Procedures
	

	
	Review Lesson Plans, Teaching Methods, Assessment Tools, Classroom Management, etc.
	

	
	Peer Walk-throughs/Observations
	

	
	Protégé Needs Assessment Update
	

	
	Other Topics Discussed:
	

	February
	MCAS Testing Procedures
	

	
	Review Lesson Plans, Teaching Methods, Assessment Tools, Classroom Management, etc.
	

	
	Time Management Tips
	

	
	Other Topics Discussed:
	

	March
	Spring Break
	

	
	Assess Classroom Management
	

	
	Summative Evaluation Meetings and Procedures
	

	
	Summer Professional Development Opportunities
	

	
	Other Topics Discussed:
	


	April/May
	Safe Schools Procedures Review (Emergency Evac, Lock down)
	

	
	Parent Conference Review
	

	
	Course selection/placement for next year
	

	
	RIF/Rehiring Procedures
	

	
	Final Exams/Testing
	

	
	Review Lesson Plans, Teaching Methods, Assessment Tools, Classroom Management, etc.
	

	
	Notification of failures to parents & guidance
	

	
	Other Topics Discussed:
	

	June
	End of Year Procedures
	

	
	Final Exams
	

	
	Awards and Award Assemblies
	

	
	Graduation/Moving Up Ceremonies
	

	
	Techniques for keeping kids motivated
	

	
	Equipment Storage
	

	
	Inventory – Text Books, Furniture
	

	
	Assessing/Collecting Fines
	

	
	Orders for next year
	

	
	Field Day/Senior Activities
	

	
	Final Grade Averages
	

	
	Checkout Procedures
	

	
	Closing of Classroom
	

	
	Other Topics Discussed:
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