Beginning Teacher__________________________

School__________________________

May/June BT/Mentor Timeline Activities

Submit by June 10, 2012
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.
· Discuss with BT all procedures required at the school level to “check-out” for the summer. If possible, obtain the check-out sheet early from the principal to begin going over with BT before things are actually due.
· The BT’s final observation must be completed prior to May 18, 2012.  Help BT prepare for this observation and communicate with principal to insure this deadline is kept.
· PDP end-of-year review is due to be completed by May 18, 2012.  
· Summary evaluation for BT is due to be completed by the principal by May 18, 2012.   Review the summary with the BT, providing guidance as they reflect on their professional goals.

· Provide final assistance in making sure BT understands and is prepared for all that is involved with EOC and EOG testing.
· Review procedures for completing student cumulative records, including order of all information, where to sign, what to record, what documents to add, purge, etc.

· Offer strategies to remain focused throughout the remainder of the school year.
· Mentor should begin completing own required paperwork in order to better provide assistance to BT.
· Assist BT in identifying materials he/she may need for next year and make suggestions and plans as to how they can be obtained or created.
· Graduations, award assemblies, concerts, and other year-end activities become the focus for students during this time of year.  Suggest to BT that while they need to continue to engage students in meaningful learning activities, they should also take into consideration the number of events taking place outside of school time.
· Discuss completing grades and following school procedures for report cards.
· Check on BT to insure that all administrative items are turned in to time.  This includes materials due to grade chairs, school administration, central office personnel, etc.

· Review all past mentor timelines and reflect together on the BT’s professional growth this school year.
· Review all year end materials that are due to Nancy Dillman and insure BT turns in all required documentation by June 12, 2012.
· Celebrate a successful school year!
Use the back of this sheet to provide a comprehensive reflection for the entire school year.
_______________________________

______________________________

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
