[bookmark: _GoBack]USD #365 Teacher-to-Teacher Mentoring Program

Team Activity - Due August 31st
New Professional: _______________________					Mentor: ________________________  

Please check off items as you cover them and note that not all of these will be applicable to your building / grade level.
People To Meet			Name/School/Phone #
· Procedures for leaving school		
· School safety plan		
· Repair procedures			
· Passes 
· Teacher handbook			
· Office procedures			
· Attendance procedures (copy machine, in-district mail, e-mail, and print center…)
· Fire and tornado drills
· Requisitioning of supplies/club account	
· Personal/professional leave
· School hours				
· Playground rules
· School calendar				
· Office referrals				
· Students with identified special educational or health need
· Requisition for busses/field trips	
· Master Contract				
· Confidential records/cum folders
· Faculty parking procedure		
· AV equipment
· Office Intervention			
· Portfolio/folders	
· Sub plan/coordinator		
· Dress code
· Report card/grading system		
· Student assessment	
· School and district policies regarding holidays and inclement weather	
· Mandatory Reporter of Child Abuse
	

(continued on back)

· Mentor			__________________________________
· Nurse			__________________________________
· School administrator(s)		__________________________________
· At-risk student personnel		__________________________________
· Secretarial and office staff		__________________________________
· Department/team personnel		__________________________________
· Grade level teammates		__________________________________
· Media specialist(s)		_________________________________
· Custodian(s)			__________________________________
· Technology coordinator		__________________________________
· Counselor(s)			__________________________________
· KNEA representative		__________________________________
· Paraprofessional staff		__________________________________
· Pro. Mentor Program Coordinator  	__________________________________
· Other			 __________________________________
THINGS TO DO:
· Find room(s) and tour building		
· Prepare a letter to families for orientation
· Develop/review daily schedule		
· Mark calendar with key dates
· Prepare bulletin boards				
· Locate curriculum guides
· Locate supplies				
· Review class lists
· Gather texts and materials		
· Prepare seating arrangement 
· Develop discipline plan
· Set up grading procedures and grade book (check school grading policies)
· Outline classroom procedures
· Read all handbooks			
· Review bus procedures
· Review assigned duties and responsibilities for each duty
· Prepare lesson plans
· Review student assignment notebook
· Other					

FIND OUT ABOUT:
· Student handbook			
· Substitute finder system	
· Lunch routine				
· Guidance referrals	



Additional specifics (not all may be applicable to your building or for this time of year.)

	Setting Up Your Classroom
	· Desks & chairs
· Bulletin Boards
· Books
· Library (in class)
· Computers
· Audio/Visual – overhead/screen, etc. (make sure they are working)
· Fish tank
· Centers
	· Rules
· Student friendly & welcoming
· Labels
· Teacher supplies
· Student supplies
· Clean up kit for emergencies
· NCA Information Posted
· Cleaning supplies

	Classroom Management
	· Desk setup
· Rules for behaviors/expectation
· Rules for discipline
· Schedules
· Handing in assignments
· Deadlines for assignments
· Respect of others
· Seating chart
· Lunch count/attendance procedures
· Fire/Tornado drill procedures
	· What will you absolutely not tolerate?  Make it known.
· Rules for water, food gum, beverages
· Daily expectations
· Textbooks
· How will you handle the “snipers” in the room?
· Transitioning from one topic to the next
· Diffusing situations
· Plan for when things go wrong
· Parent letters – discipline

	Procedures & Rules
	· Time Schedules
· District calendar/admin calendar/duty schedule, etc.
· Dress code
· Lunch policies
· Behavior policies
· Attendance/tardies
· Library / computer lab usage
· Special events in the building
· Assemblies – how are they handled?
· Calling for a substitute
· Seminar

	· Getting work to an absent student
· Use of hall passes
· Turning in end of quarter grades
· Playground rules
· Hallway expectations
· Emergency procedures
· Before/after school rules
· Getting additional supplies
· Assistance to/from PTO
· Posting grades
· Lesson plans
· Grading papers
· Transportation requests
· Leave requests

	Policies
	· Office referrals
· Field trips – parent permission/transportation/etc.
· Contract – start/stop times; extra duty
· Faculty workday & in-service expectations
· Dress code
· Staff computer use – personal vs. district email

	· Negotiated agreement
· Technology
· After hour work requirements
· Building codes/keys for after hour work
· Student handbook with policies
· Purchase orders
· Administrative evaluations

	Grading & Grade Books
	· How to use PowerSchool
· How are you going to give grades – by pts. or %?
· What is graded?
· Who is going to grade (lab assts., students, you – usually a combination)?
· How is work going to be collected & returned?
· What are you going to do if work isn’t completed or turned in?
· End of term procedures

	· Setting up reports
· Midterm issues
· Printing substitute lists (attendance)
· Making grade adjustments if needed for students with special needs
· Offer extra credit or not?
· How will you handle cheating?
· Late assignments (accept or not; reduction in grade)
· Progress reports










Discussion Prompts for Weekly/Bi-weekly Meetings
Discuss by August 31st


Please discuss and answer these questions together.  
Please show (or send) ONE completed sheet to your coordinator at the August meeting.  
You may have the mentee fill in their answers and then discuss them together.

1. What are three main things that you would like your students to know about the kind of teacher you are (or hope to be)?  How will you get those across?





2. List a few ways that you can begin to establish unconditional personal regard for each student from day 1?  What first day of school ice breaker activities would you like to try?





3. How will you begin to form communications with the parents/guardians of your students?  What resources does your school have to aid you in this process?






4. Teaching is a business.  What are the characteristics of a professional in this business (how they dress, interact with colleagues/students/parents/staff/admin.)? 






5. What were the duties assigned to you this year?  How are you juggling those responsibilities? 






6. In what ways do you reduce stress? 
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