




Beginning Teacher__________________________


School___________________________

August/September BT/Mentor Timeline Activities

Submit by September 30, 3011
Directions:  Mentors and beginning teachers are to meet and complete all applicable items in any order.  Check the box when completed, sign and date form as indicated and give to assistant principal to sign and forward to Nancy Dillman at Central Services.
· Focus on reviewing the Professional Notebook and the Professional Development Plan (PDP).  PDPs need to be completed by September 30, 2011.
· Work with principal to provide orientation at the school level.
· Explain Clinton City Schools’ Beginning Teacher Support Program.  Discuss what the beginning teacher (BT) can expect from their mentor during the school year as well as what is expected from the BT in the supportive relationship.
· Locate any keys needed: building, classroom, desk, filing cabinet.
· Explain procedure for obtaining needed classroom supplies and materials.
· Explain policies regarding distributing medication to students, what to do if student becomes ill, and utilization of school nurse.
· Review Annual leave/sick leave/personal leave/optional workdays.
· Discuss the North Carolina Standard Course of Study, appropriate pacing guides and scope/sequence, location of teacher editions to textbooks.
· Discuss cumulative folders (requirements, location, interpretation of data, etc.  

· Review school’s teacher handbook, making sure BT understands procedures specific to school (fire drills, lesson plan requirements, sign-in and out sheets, ID badges, annual and sick leave procedures, committee assignments, extra-duty assignments, permission forms to show movies, field trip procedures, etc.

· Review basic school rules to include policies such as arrival times on workdays and teacher dress code .
· Explain to BT procedures for use of copy machines, laminator, etc.

· Review forms and/or procedures for administrative tasks such as attendance, discipline referrals, hall passes, nurse referrals and accident reports.
· Discuss school/district (NC Wise) policies and procedures regarding grading and appropriate documentation.  Share ways of assessing and assigning grades to student work.
· Review the Teacher Evaluation Instrument.
· Visit BT’s classroom and “unofficially” observe for 20 minutes.  Provide feedback that will assist BT in being prepared for classroom observations.
· Assist BT during the first month by sharing tips on conducting parent conferences, writing report card comments, documenting anecdotal notes.
· Discuss “homework” philosophies and specific school procedures relating to the amount given, coordinating with team members and other teachers, etc.

· Share “systems” that work such as organizing grade book, establishing filing system, assigning and keeping up with homework, developing and implementing discipline plan, incorporating Individualized Education Plans (IEPs), working through administrative procedures, and discussing grade level expectations.
· Discuss how to work and communicate with parents on a regular basis.  Encourage BT to make frequent positive parent contacts and maintain a log of documentation.
· Set up a substitute folder.  Include the following:

· Seating chart

· Class roster

· Copy of lesson plan with detailed instructions

· Appropriate activity sheets and materials to accompany plans

· Emergency lesson plans

· Other items as required by principal

· Share information about the legal liabilities associated with teaching.
· Address use of email and internet policies.
· Provide overview of available technology at school and district level.
· Discuss Clinton City Schools’ Volunteer Policy and discuss procedures.
· Ensure the BT has been made aware of school procedures if they are hired after the start of the year.
· Establish set time for mentor and BT to meet.
· Ensure that BT has a completed copy of mentor timeline.
· Discuss the supportive role of the Reading Specialist.
· Explain Early Release Days for Professional Development.
· For BEP teachers, discuss procedures and specific expectations.
· Become acquainted with the Common Core Standards.
· Explain the requirements for completing NC Falcon.
Use this space to provide any additional information that was discussed, to elaborate on any situations that have arisen, reflections, or to request special assistance from Nancy Dillman.

_______________________________


______________________________

Beginning Teacher’s Legal Name



Mentor’s Legal Name

________________________________


______________________________

Beginning Teacher’s Signature     Date                   
   
Mentor’s Signature                 Date
(Signature indicates activities checked have been conducted)
__________________________________________
Assistant Principal’s Signature          Date
