Mentoring Program

Planning Guide

To Be Completed by Mentor and Mentee
In an effort to stage and support the Mentee’s learning over time, we offer the following framework for developing an individualized plan that fits the needs of the mentor, mentee and the classrooms.
	Activity
	Date:


Mentoring Program

Planning Guide
	Activity
	Date:



	August (before the students arrive at school)
	

	1. Meet, welcome your mentee, discuss mentoring relationship   

     
	

	2. Share your main goals for your students with your mentee


	

	3. Co-plan the first few days


	

	4. Help mentee set up classroom (Checklist)


	

	5. Introduce mentee to faculty, staff, parents


	

	6. Set schedule for meeting times (once a week)


	

	7. Plan routines, classroom norms, procedures for assessment, grading, marking periods, and interim reports 


	

	8. Review curriculum for first six weeks


	

	10.    Other:


	

	September

	

	1. Share classroom management strategies (e.g. procedures, routines, materials management, group work, etc.)
	

	2. Mentee observes in the Mentor’s classroom (once) 
      Mentor observes mentee (once)

Focus: Creating and Maintaining an Effective Environment for Student Learning

	

	3. Mentor reviews school’s teacher evaluation procedures with mentee 


	

	4. Plans Back-to-School Night

	

	5. Check calendar for special events


	

	6. Other


	


	October

	

	1. Mentor and Mentee co-teach in Mentee’s class   

	

	2. Mentor co-plans, observes and discusses a lesson in Mentee’s classroom.


	

	3. Review procedures for grading, marking periods, interim reports

	

	4. Check calendar for special events


	

	5. Discuss communication with families -- Parent conferences


	

	6. Other:


	


	November/December
	

	1. Continue observation and conference cycle 

2. Videotape a lesson and follow-up conference


	

	3. Check calendar for special events


	

	4. Revisit management structures – reflect on effectiveness – discuss modifications


	


	5. Report cards


	

	6. Other


	


	January/February
	

	1. Mentor and Mentee co-teach in Mentee’s class  

	

	2. Mentor co-plans, observes and discusses a lesson in Mentee’s classroom.


	

	3. Mentee observes in Mentor’s classroom


	

	4. Mentor analyzes student work with mentee


	


	5. Check calendar for special events.


	

	6. Other:


	


	March - May
	

	1. Mentee, with the guidance of the Mentor, chooses to work in depth on some aspect of her/his teaching.


	

	2. Mentor continues to confer, observe, give feedback to Mentee.


	

	3. Other:


	

	May/June
	

	1. Mentor continues to confer, observe, give feedback to Mentee.

	                                                                                                                                                                            

	2. Report Cards/student files


	

	3. Closing down the classroom/storing materials
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