Mentor Teacher/Protégé Checklist – Mid-School

Mentors:  Many of these activities may not apply to your and your protégé’s situation.  Please scratch through these. ©2008 Barry Sweeny www.teachermentors.com
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	    ACTIVITY/TOPICS
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	    Field Trip Procedures
	

	
	    Room Maintenance
	

	
	    Purchase Orders
	

	
	    Fund Raisers
	

	
	    P.D.P. (Professional Development Plan)
	

	MONTH
	ACTIVITY/TOPICS
	DATE/TIME

	August/September


	Orientation Program
	

	
	Protégé Needs Assessment
	

	
	Data Folders (Baldrige schools)
	

	
	Regular 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
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	Enrichment Classes
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	Fire Drills
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	Guidance Counselor
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	Mailboxes for Faculty/Telephone Privileges
	

	
	Plan book
	

	
	Permanents Records/C.U.M.’s location and check out procedures
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	Back-to-School Night
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	Protégé Needs Assessment Update
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	Academic Contracts
	

	
	Impact/Core Team Referrals
	

	
	Appropriate and Inappropriate Decor for Holidays at School
	

	
	Report Cards
	

	
	Other Topics Discussed:
	

	November
	Mid-terms/finals
	

	
	Other Topics Discussed:
	

	December
	Assess classroom management
	

	
	Other Topics Discussed:
	

	January
	Retention Policies
	

	
	Review of Report Card Procedures
	

	
	Parent/Student Led Conferences
	

	
	Other Topics Discussed:
	

	February
	Standardized Testing Procedures
	

	
	Revisit PDP
	

	
	Other Topics Discussed:
	

	March
	Testing
	

	
	Spring Break
	

	
	Other Topics Discussed:
	

	April
	Assess Classroom Management
	

	
	Letter of Intent
	

	
	Rehiring Procedures
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	May/June
	Review Field Trip Procedures
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	Individual Meetings
	

	
	Awards Assemblies
	

	
	Equipment Storage
	

	
	Inventory – Text Books, Furniture
	

	
	Assessing/Collecting Fines
	

	
	Field Day
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	Closing of Classroom
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