Mentor Program Activities Reference (2010-2011)

	 Date
	Activity
	Persons Involved
	Location

	August 23

Morning

Afternoon work in rooms
	New Teacher Academy:

Meet and Greet

Key Topics

· Posting standards & objectives

· Essential school opening procedures/expectations

Tools for Teaching Modules 

· Working the Crowd (Ch 3);

· Room Arrangement (Ch 4) 
	All new hires – Facilitated by Mentor Coordinator and Principal
	ALL newly hired teachers report to their home school on Monday and follow schedule for remainder of week.

	August 25

Afternoon

Secondary

August 26

Morning

Elementary
	New Teacher Academy:

Key Topics

· Dealing with the Paper Flow 

· Teacher/Student Dress Code

Tools for Teaching Modules – 

· Succeeding from Day One (Ch 11);

· Teaching Routines (Ch 12); 

· Dealing with Typical Classroom Crises (Ch 24)
	Beginning teachers – Facilitated by Mentor Coordinator  

(Note: Work with your principal to include new hires if desired.)
	Home school



	Week of August 30
	Mentor Meeting:  

Overview of mentor program for mentors and buddies; mentor responsibilities; pre-conference, observation, feedback process.
	Mentors & Buddies

Facilitated by Mentor Coordinator
	Home School

	September

September (cont.)
	Site Based Meeting:

Key Topics

· Professional Growth Plans

· Emergency Substitute Plans 

· Sick/Personal Leave

· Policy for make-up work

· Documentation of parent contact

· IEP modifications/Case managers

Tools for Teaching Modules –

· Weaning the Helpless Handraisers (Ch 5);

· Praise, Prompt, and Leave (Ch 6)

· Follow-up on previous modules
	Beginning teachers 

(new hires, mentors and buddies may be invited to participate)

Facilitated by Mentor Coordinator
	Home School


	September 15
	Roster identifying the mentor/beginning teacher and buddy/new hire partnership(s) due to Staff Development.

*Mentors will be paid at the end of the year for attending quarterly meetings.  Mentor coordinators submit time sheet for quarterly meetings to Staff Development (Barbara Brown) by May 6, 2011).


	Mentor Coordinator
	Send to Staff Development

Barbara Brown

	September

October
	Observation and formative feedback from mentor.

Completed by October 27.  Mentors turn in copy of collaborative assessment log to mentor coordinator and new teacher.
	Beginning teachers

Mentors

Mentor Coordinator assists with scheduling/coverage as needed.
	Home School

	October/ November 

Completed by November 19
	Full-day Observation of master teacher.  (0 years experience teachers only) Completed by November 22.  Observation form due to Staff Development by Dec. 10.  Mentor coordinator will collect the observation forms and send to Staff Development.
	Beginning teacher

(May need assistance from mentor or mentor coordinator to schedule)
	HCPS School of choice

Consider school with similar demographics

	October
	Site Based Meeting:

Key Topics

· Working with Parents 

· Procedures for obtaining student assistance (school counselors, site-based team, Child study)

· Behavior referrals

· Phases of 1st Year Teachers

Tools for Teaching Modules

· Visual Instruction Plans (Ch 7)

· See, Say, Do Teaching (Ch 8)

· Follow up on previous modules
	Beginning teachers 

(new hires, mentors and buddies may be invited to participate)

Facilitated by Mentor Coordinator
	Home School

	October
	Suicide Awareness and Section 504 Plan 
	Mentor Coordinator

School Psychologist

School Social Worker
	Home School

	November

November (cont.)
	Site Based Meeting:

Key Topics

· Motivation builder

· Active Learning Strategies

· Data Collection and Analysis

Tools for Teaching Modules

· Teaching Responsibility  (Ch 21)

· Turning Problem Students Around (Ch 22)

· Initiating PAT (Ch 23)

· Follow up on previous modules
	Beginning teachers 

(new hires, mentors and buddies may be invited to participate)

Facilitated by Mentor Coordinator
	Home School

	November
	Mentor Meeting:

· Share successes and concerns

· Address classroom management – include Tools for Teaching training as needed

· Share observation of beginning teacher with mentor coordinator.
	Mentors

Facilitated by mentor Coordinator
	Home School

	December
	Site Based Meeting:

Key Topics

· Celebrating successes

· Semester exams

Tools for Teaching Module

· Creating Motivation (Ch 9)

· Providing Accountability (Ch 10)

· Follow up on previous modules
	Beginning teachers 

(new hires, mentors and buddies may be invited to participate)

Facilitated by Mentor Coordinator
	Home School

	December 

    8


	Mid-Year online evaluations due to Staff Development. Please distribute Quia link and provide assistance as necessary.

http://www.quia.com/sv/344184.html 

(Mentor Coordinator)

http://www.quia.com/sv/421363.html 

(Beginning Teacher- 0 years experience)

http://www.quia.com/sv/421364.html
(Buddy)

http://www.quia.com/sv/421366.html
(New to Henrico with Experience)

http://www.quia.com/sv/421396.html
(Mentor)


	Beginning teachers, new hires, mentors, buddies, Mentor Coordinator

Beginning teachers
	Home School

	January
	Site Based Meeting:

Key Topics:

· Valuable remediation strategies

Tools for Teaching Modules

· Understanding Brat Behavior (Ch 13)

· Staying Calm (Ch 14)

· Follow up on previous modules
	Beginning teachers 

(new hires, mentors and buddies may be invited to participate)

Facilitated by Mentor Coordinator
	Home School

	February
	Site Based Meeting:

Key Topics:

· Student retention

Tools for Teaching Modules

· Being Consistent (Ch 15)

· Setting Limits (Ch 16)

· Follow up on previous modules
	Beginning teachers 

(new hires, mentors and buddies may be invited to participate)

Facilitated by Mentor Coordinator
	Home School

	January/

February


	Observation and formative feedback from mentor.

Completed by Feb. 23

Mentors turn in copy of collaborative assessment log to mentor coordinator.
	Beginning teachers

Mentors

Mentor Coordinator assists as needed.
	Home School

	February
	Mentor Meeting:

· Needs of Beginning Teachers

· Analyzing student work
	Mentors & Buddies

Facilitated by Mentor Coordinator
	Home School

	March


	Site Based Meeting:

Key Topics:

· Test taking strategies

Tools for Teaching Modules

· Following Through (Ch 17)

· Eliminating Backtalk (Ch 18)

· Follow up on previous modules
	Beginning teachers 

(new hires, mentors and buddies may be invited to participate)

Facilitated by Mentor Coordinator
	Home School

	April
	Site Based Meeting:

Key Topics:

· Testing cycle

· Post assessment instruction

Tools for Teaching Modules

· Dealing with the Unexpected (Ch 19)

· Building Cooperation (Ch 20)

· Follow up on previous modules
	Beginning teachers 

(new hires, mentors and buddies may be invited to participate)

Facilitated by Mentor Coordinator
	Home School

	May 6
	Email updated mentor rosters if changed
	Mentor coordinators
	

	May 6
	Time sheets due for quarterly mentor meeting attendance


	Mentors/mentor coordinators
	Send to Staff Development

Linda Thompson

	May 27
	Mentor Logs due to Staff Development.  Please collect all logs from mentors/buddies, compile, and submit as one packet.  Include an SD2 form to earn relicensure points.


	Beginning teachers, new hires, mentors, buddies, Mentor Coordinator
	Send to Staff Development

	May/June
	Site Based Meeting:

Key Topics:

· End of year responsibilities

· Reflection and Goal Setting

· End of Year Evaluation

 Please distribute Quia link and provide assistance as necessary.

http://www.quia.com/sv/344184.html 

(Mentor Coordinator)

http://www.quia.com/sv/421408.html 

(Beginning Teacher- 0 years experience)

http://www.quia.com/sv/421377.html
 (Buddy)

http://www.quia.com/sv/421395.html
(New to Henrico with Experience)

http://www.quia.com/sv/421410.html
(Mentor)


	Beginning teachers 

(new hires, mentors and buddies may be invited to participate)

Facilitated by Mentor Coordinator
	Home School

	As you reflect on your work with beginning teachers and new hires, please add necessary topics to meet the needs of your staff.  Mentor Coordinators have a list of suggested topics.


