Mentor Teacher/Protégé Checklist – Elementary

Mentors:  Many of these activities may not apply to your and your protégé’s situation.   Please scratch through these.
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	August/September
	ACTIVITY/TOPICS
	DATE/TIME

	
	Orientation Program
	

	
	Protégé Needs Assessment
	

	
	Data Folders (Baldrige Schools)
	

	
	Attendance and First Week Attendance
	

	
	Faculty Handbook
	

	
	Student Handbook
	

	
	Equipment
	

	
	Text Books
	

	
	E.P.S.S.
	

	
	Safe Schools Plan
	

	
	Copy Machines
	

	
	Curriculum, Standards/Benchmarks
	

	
	Discipline Code
	

	
	Duty Schedules
	

	
	Emergency Procedures
	

	
	Enrichment Classes
	

	
	Faculty Facilities
	

	
	Field Trip Procedure
	

	
	Fire Drills
	

	
	Grade Book/Grading Procedures
	

	
	Guidance Counselor
	

	
	Seating Arrangements
	

	
	Substitute Plans
	

	
	1st Week Lesson Plans
	

	
	Grading Software
	

	
	Student Progress Reports
	

	
	I.E.P.’s/Inclusion/Modifications/Accomodations
	

	
	Library Schedule
	

	
	Mailboxes for Faculty/Telephone Privileges
	

	
	Plan book
	

	
	Permanents Records/C.U.M.’s location and check-out procedures
	

	
	Policy for Student leaving Prior to Dismissal
	

	
	Reading Group Assignments
	

	
	Reading Records
	

	
	Resource Materials
	

	
	Room Preparation
	

	
	Specialist Duties
	

	
	Staff Developments
	

	
	Student Assemblies
	

	
	Student Publications
	

	
	Instructional Calendars
	

	
	Cultural Diversity
	

	
	Required Pre-assessments
	

	
	Evaluation Procedure
	

	
	Back-to-School Night
	

	
	Medical Alert Lists
	

	
	Paperwork and Forms Sent to Parents Including:  Student Insurance, Free Lunch, Health Survey, Emergency Cards, Fluoride
	

	
	Schedule Meetings
	

	
	Parent Communications/Conferences
	

	
	Report Cards – grade collection, etc.
	

	
	Grading Procedures
	

	
	Protégé Needs Assessment Update
	

	
	Other Topics Discussed:
	

	October
	Snow Days and Delays
	

	
	Staff Development Days
	

	
	Sponsored Events for Students and/or Families
	

	
	Schedule Protégé Observations
	

	
	Academic Contracts
	

	
	Impact/Core Team Referrals
	

	
	Appropriate and Inappropriate Decor for Holidays at School
	

	
	Mid-terms/finals
	

	
	Other Topics Discussed:
	

	November
	Review Permanent Records
	

	
	Other Topics Discussed:
	

	December
	Retention Policies
	

	
	Other Topics discussed:
	

	January
	Review of Report Card Procedures
	

	
	Parent/Student Led Conferences
	

	
	Standardized Testing Procedures
	

	
	Other Topics Discussed:
	

	February
	Testing
	

	
	Other Topics Discussed:
	

	March
	Spring Break
	

	
	Assess Classroom Management
	

	
	Other Topics Discussed:
	

	April
	Review/Update Permanent Records/C.U.M.’s
	

	
	Letter of Intent
	

	
	Rehiring Procedures
	

	
	Review Field Trip Procedures
	

	
	Other Topics Discussed:
	

	May/June
	Awards
	

	
	Individual Meetings
	

	
	Awards Assemblies
	

	
	Equipment Storage
	

	
	Inventory – Text Books, Furniture
	

	
	Assessing/Collecting Fines
	

	
	Field Day
	

	
	Final Grade Averages
	

	
	Permanent Record/C.U.M.’s Procedure
	

	
	Closing of Classroom
	

	
	Other Topics Discussed:
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