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Dear Mentoring Program Participants, 

As District 59’s Mentorship Program continues, we are providing information that will be helpful to you.  Our district has made a commitment to support our new teachers and mentors both personally and professionally. 

Research indicates that student achievement depends, in part, on constructing a school culture that fosters growth for students and staff.  Our district is committed to ensuring that every student achieves at a high academic level.  We are a learning community where teachers work collaboratively to provide the kind of support our students need to achieve academically. 

As members of the Mentoring Committee, we are looking forward to working with you in our Teacher Mentoring Program this year.  This will be an opportunity for mentors to be recognized for their skills as educators.  We hope this program provides the support that meets the challenges new teachers face.  Our goal is that we learn together and build important new relationships to strengthen our district. 

Sincerely, 

Members of the District 59 Mentoring Committee

Section One

Introduction

Community Consolidated School District 59

Elk Grove Township Schools

Teacher Mentoring Program

Rationale and Goals

The ultimate goal of the Teacher Mentoring Program, like all professional development programs, is to improve the quality of education for all students.  The District 59 Mentoring Program strives to support new teachers so that they acquire the knowledge, skills and values needed to be successful in their roles.  The increasing number of new teachers, the changing certification procedures, the increasing needs of students, and the demands of curriculum make the Mentoring Program an important part of the continuous improvement process.  Creating confident, independent, enthusiastic teachers will contribute to the success of the students and district. Specifically, the Mentoring Program is designed to achieve the following goals. 

· Personalize the transition to School District 59 by providing new teachers with meaningful, non-evaluative support. 

· Introduce new teachers to the culture of the school and district: core values, beliefs, expectations, and the role of the teacher. 

· Acknowledge outstanding teachers and provide an opportunity for them to reflect upon and share their talents and expertise.

· Strengthen overall school culture by creating greater collaboration, a focus on teaching, and improvement of teaching practices. 

· Retain new teachers and maintain their enthusiasm. 

Teacher Mentoring Program

Roles and Responsibilities of the Mentor 

First Year

Introduction

Thank you for agreeing to be a part of the Teacher Mentoring Program.  Your knowledge and expertise will help guide your mentee as he or she continues a teaching career in District 59.  The Teacher Mentoring Planning Committee has worked to create a program that will not only be beneficial to new teachers, but also rewarding to mentors as they help support beginning teachers.  First year teacher mentors will receive a stipend of $500 and 22 CPDU’s for successful participation.  Mentor teachers who are also taking part in the Mentor Training during the school year will receive additional CPDU’s for that program.  The responsibilities of the mentors are outlined below.  

· Attend the Mentor/Mentee in-service meeting in August. 

· If your mentee is new to the building, introduce him or her by giving a guided tour using the checklist provided in the handbook. 

· Guide your colleague through the daily operations of the school.

· Assist your mentee with preparations for the first day of school. 

· Meet regularly with the new teacher at scheduled times during the school year.  

· Use the mentoring checklists to guide your mentoring and be sensitive to mentee’s needs. 

· Review the materials in the Participant Handbook 

· Provided sustained support for the mentee.

· Participate in peer observations with the new teacher using release time provided (Three half-days for first year participants).  These peer observations will include information on the Danielson Framework and training will be provided.  Utilize three half-days prior to the end of April. 

· Be a role model in all aspects of professionalism. 

· Be a good listener. 

· Give feedback on the program so future improvements can be made. 

· Attend the celebration meeting with your mentee in January.

Other Suggested Activities

· Call your mentee to introduce yourself during the summer

· Take your mentee on a driving tour of the school neighborhood, perhaps pointing out the school attendance areas, community agencies, lunch spots, etc.

Teacher Mentoring Program

Roles and Responsibilities of the New Teacher 

Introduction

The staff of School District 59 welcomes you as a new teacher to the district!  In order to make your beginning years a success, the Teacher Mentoring Program will provide you with on-going support at the district and building levels.  Your responsibilities as a new teacher are outlined below.

Responsibilities of the Mentee

· Attend the New Teacher Network trainings and meetings (see notes below).

· Attend the Mentoring workshops in August. 

· Meet regularly with your mentor throughout the year. 

· Review all the materials in the Participant Handbook.

· Assist with the evaluation of the Teacher Mentoring Program so we can make future improvements. 

· Participate in peer observations with your mentor using release time provided (Three half-days for first year participants).  Utilize three half-days prior to the end of April.

· Contact your support group facilitator if you have ideas to offer for the New Teacher Network meetings.

· Attend the January Mentoring celebration with your mentor.

· Don’t be afraid to ask questions or seek feedback.

NTN (New Teacher Network)

Ongoing support for new teachers is provided through the New Teacher Network (NTN). The NTN provides a district coach who will meet with new teachers monthly.  Several NTN release days are also typically scheduled to provide additional district training.  New teachers will be hearing more about the New Teacher Network support.  

Layers of Support

Who to go to with questions….

Mentor

New Teacher Network Coach/Facilitator

Mentoring Committee Building Representative

Mentoring Program Coordinators

Administration

Building Principal(s)

District Program Coordinator

Teacher Mentoring Program

New Teacher Support Framework

	Year One
	Year Two
	Year Three
	Year Four

	Welcome packet, including professional book
	Possible assignment or continuation of individual mentor
	Completion of Individual Plan in which mentee is involved in one of these options:

1. Building Leadership Team

2. Master’s Degree Program

3. Personal Growth Series

4. Participation on a District Committee
	Participation in Mentor Training (optional)

	August New Teacher Workshops
	Release time half-day session (1) for mentor/mentee
	
	Preparation to serve as Mentor in future years 

	Assignment of an individual mentor from building/department
	Completion of Individual Plan in which mentee is involved in one of these options:

1. Building Leadership Team

2. Master’s Degree Program

3. Personal Growth Series
	
	

	New Teacher Network (NTN) meetings each month
	
	
	

	Joint mentor/mentee gathering
	
	
	

	Release time half-day sessions (3) for mentor/mentee for peer observations to be scheduled prior to the end of April. 
	
	
	


Section Two

Checklists

Teacher Mentoring Program

How Can You Support Your Mentee?

(Some Suggestions)

Assistance Before School Starts
Student Needs

____ Moving-in assistance




____ Special needs students

____ Community tour





____ Student motivation

____ School layout





____ Classroom management

____ Set-up classroom




____ Discipline procedures

____ Bulletin board suggestions



____ Positive reinforcement

____ Introductions to colleagues and support staff

____ Special programs in building

Orientation






Reflection & Professional Dialogue

____ Opening day





____ Reflection and self-analysis

____ Schedules





____ Coaching and feedback

____ Lesson plans





____ Setting goals

____ Room environment




____ Sharing philosophies





____ Obtaining supplies

____ Other support personnel

____ Special programs

Practical Information/Procedures
PREPARE FOR YOUR ROLE
____ Ordering materials




Know about:

____ Assessment





____ Peer observation

____ Grading/record keeping




____ Stress management

____ Goal Sharing/Portfolio Conferences




____ Communication skills

____ Parent communication




____ Time management

____ Parent orientation

____ Open house





Develop supportive attitudes by:

____ Substitutes





____ Reflecting on when you were helped

____ School culture/protocols



____ Establishing trust and rapport









____ Recognizing personal chemistry and 

Instructional Support





philosophies
____ Resource materials

____ Unit and lesson planning

____ Teaching strategies

____ Curriculum planning

____ Evaluation procedures

Teacher Mentoring Program

CHECKLIST FOR THE FIRST DAYS OF SCHOOL

(Some items apply to elementary, some to junior high, and some to both.)

____ Make bulletin board decisions; where to post announcements, calendar, menus, etc.

____ Make signs for the room

____ Make student name tags for desks or have the students make their own

____ Find out schedules for lunch, P.E., Fine Arts, library

____ Consider calling the students/parents or sending an introduction letter BEFORE school starts 

____ Obtain supplies


____ lesson plan book or template


____ attendance materials


____ office supplies


____ art supplies 

____ Prepare packet for students to take home the first day. Include class procedures, note to parents,

         homework policy, etc. the first day of school

____ Check to see which students may be going to special classes

____ Get textbooks, if needed

____ Set up a folder for a substitute to use in case of emergency

____ Define your grading scale and record keeping plans

____ Prepare your homework/assignment policy

____ Define your expectations for class procedures and management  

____ Write lesson plans for the first day and week

____ Make sure you have planned plenty of “community building” activities to do with your class

____ Duplicate materials for the first few days

____ Prepare class lists and artifact/portfolio folders

____ Gather appropriate supplementary materials

____ Consider ordering book bags from the local library

____ Get bus list from the office

____ Locate permanent record files

____ Talk with your mentor about anything specific to the building

Teacher Mentoring Program

Monthly Calendar of Suggested Activities and Ideas

AUGUST

____ Call your mentee over the summer

____ Take mentee on a tour of the building, if he or she is new to the building

____ Introduce mentee to other staff, if he or she is new to the building

____ Have coffee or lunch away from the building

____ Attend a social gathering or meet in a social setting

____ Review emergency procedures (fire, tornado, etc.)

____ Demonstrate how to access voice mail, e-mail, and building keypad

____ Familiarize your mentee with administrative personnel and functions

____ Explain LRC procedures

____ Share building lunch and recess procedures

____ Review the daily schedule (PE, Fine Arts, special activities)

____ Review plans for the first day and week

____ Be accessible during the first day and week of school

____ Draft a cover letter to go along with the parent questionnaire (The Nature of My Child)

____ Review the district calendar for the year

____ Consider parent newsletters that can go home during the year

____ Discuss and locate the Focus of Study and I Can Statements

____ Review use of sick days and personal business days and how to request

____ Remind each other about turning in pre approvals for Graduate Coursework

____ Prepare for Aimsweb-DIBELS-MAP testing

“Some people go into teaching because it is a job. Some people go into teaching to make a difference.”

– Harry Wong

MEETING LOG FOR AUGUST

DATE


TIME


TOPICS DISCUSSED


INITIALS

Teacher Mentoring Program

MY OWN NOTES, IDEAS, AND TIPS

Student’s name: ______________________________

Parent/Guardian name: _________________________

The Nature of My Child

Parent or Guardian:

Please mark an “x” on the line to show the spot best describing your child’s nature.  The midpoint of the scale is the “*”.  There are no “right” or “wrong” answers. 

outgoing

__________________ * _________________ 
reserved

talkative

__________________ * _________________
quiet

prefers to play









prefers to with others

__________________ * _________________play alone

studies/learns best








studies/learns

with others

__________________ * ________________best alone

highly self 









could use

confident

__________________ * ________________more self 

confidence

likes trying 









finds change

new things

__________________ * _________________hard

(please complete the other side)

Please complete the following sections about your child:

· Reading Habits

___________________________________________________________________

· Attitude Toward School

___________________________________________________________________

· Training or learning opportunities outside school

___________________________________________________________________

· Hobbies, special interests, talents or skills

___________________________________________________________________

· Positive characteristics

___________________________________________________________________

· Favorite school activities/subjects

___________________________________________________________________

· Goals for your child

___________________________________________________________________

· Any other comments

___________________________________________________________________

Thank you for taking the time to describe your child.  Please return in a sealed envelope.  All information will be kept confidential. 

Teacher Mentoring Program

Monthly Calendar of Suggested Activities and Ideas

SEPTEMBER

____ Help prepare sub folder or template for making sub plans

____ Review field trip procedures & forms

____ Review personnel forms (personal day, sick day, etc.)

____ Discuss personal/professional goal forms

____ Set up a schedule for regular meetings 

____ Write an occasional note of support

____ Have a pep talk with your mentee who may feel overwhelmed

____ Teach your mentee how to set up portfolios

____ Discuss parent communication methods, timelines, and record keeping

____ “Drop in” to touch base and answer questions

____ Plan together for Parent Orientation or Open House Night (create an outline)

____ Help your mentee set up a schedule for Goal Sharing Conferences and goal sharing expectations

____ Review the District 59 Web Page

____ Consider attending a PTO/PTA meeting together

____ Organize a year long calendar of grade level responsibilities (i.e.: testing, report cards)

____ Discuss classroom volunteers

____ Discuss Book Club order procedures (Troll, Scholastic, etc)

____ Review progress notice reports (junior high)

____ Explain “camp” experience, if applicable (junior high)

____ Discuss creating a web page at your school

____ Discuss fall testing procedures and help analyze results (DIBELS, Aimsweb, MAP, Cogats)

____ Review the school calendar events on Google Calendar

“A major attribute of a profession is that there is a systematic enculturation of its new members.” – Jon Saphier

MEETING LOG FOR SEPTEMBER

DATE


TIME


TOPICS DISCUSSED


INITIALS

Teacher Mentoring Program

MY OWN NOTES, IDEAS, AND TIPS

Teacher Mentoring Program

Monthly Calendar of Suggested Activities and Ideas

OCTOBER

____ Revisit classroom management and discipline

____ Set up a time for the mentee to visit your classroom

____ Continue to share events and ask questions during your regular meetings and document in the log

____ Review teacher evaluation procedures

____ Talk about recent formal and informal observations, review the feedback together, and reflect on the           feedback

____ Ask probing questions that allow the new teacher to reflect and analyze

____ Accentuate the positive

____ Consider when might be a good time for a half day release time – 1st Reminder
____ Review Halloween procedures and meet with room parents

____ Prepare for Goal Sharing Conferences 

____ Look at lesson plans with your mentee, discussing organization, planning and pacing

____ Discuss instructional strategies such as cooperative learning and flexible grouping

____ Plan interventions for individual students as needed

____ Explain student referral procedures

____ Review student portfolio expectations

____ Review student progress in preparation for report cards (junior high and elementary)

____ Make sure your mentee knows the schedule for ISAT or other standardized testing

Every one of us is both a student and a teacher.  We are at our best when we each teach ourselves what we need to learn. – Harry and Rosemary Wong

MEETING LOG FOR OCTOBER

DATE


TIME


TOPICS DISCUSSED


INITIALS

Teacher Mentoring Program

MY OWN NOTES, IDEAS, AND TIPS

Teacher Mentoring Program

Monthly Calendar of Suggested Activities and Ideas

NOVEMBER

____ Continue reflective discussions on a regular basis

____ Consider that disillusionment may be setting in for new teachers

____ Set up a time to go out for breakfast or lunch

____ Begin preparing student report cards (elementary)

____ Share bulletin board ideas

____ Discuss holiday celebration protocols

____ Discuss indoor recess procedures

____ Discuss ISAT testing and preparations

____ Explore additional professional development opportunities

____ Continue to observe each other periodically

____ Help the mentee prepare for formal observations/portfolio

____ Schedule the half day release time if needed – 2nd Reminder
____ Bring your mentee along to a district committee meeting

The only limitations are those you place on yourself and those you allow other people to place on you. -  Jean Driscoll

MEETING LOG FOR NOVEMBER

DATE


TIME


TOPICS DISCUSSED


INITIALS

Teacher Mentoring Program

MY OWN NOTES, IDEAS, AND TIPS

Teacher Mentoring Program

Monthly Calendar of Suggested Activities and Ideas

DECEMBER/JANUARY

____ Attend the January Mentoring celebration together

____ Be extra sensitive to the stress of the holidays 

____ Discuss school traditions and district policies regarding holiday events and activities

____ Continue to meet regularly, even during this often hectic time of year and document on log sheet

____ Offer words of encouragement and support

____ Make sure your mentee is aware of any staff social gatherings or activities

____ Share bad weather and school closing procedures

____ Discuss a detailed plan for dealing with the week before and after the holiday break

____ Encourage the mentee to keep up-to-date on artifact/portfolio folders

____ Make plans for additional classroom observations or release time planning – 3rd Reminder
____ Review experiences from the first half of the year: highlights, struggles, goals

____ Enroll in a course or workshop with your mentee

____ Continue ISAT preparations

____ Prepare report cards (junior high and kindergarten)

____ Prepare for ACCESS Testing (for ELL only)

____ Prepare for Aimsweb & DIBELS testing (elementary)

“Learning is an individual activity but not a solitary one.  It is more effective when it takes place within a supportive community of learners.”  –  Harry and Rosemary Wong

MEETING LOG FOR DEC./JAN.

DATE


TIME


TOPICS DISCUSSED


INITIALS

Teacher Mentoring Program

MY OWN NOTES, IDEAS, AND TIPS

Teacher Mentoring Program

Monthly Calendar of Suggested Activities and Ideas

FEBRUARY

____ Plan activities for the second half of the year 

____ Discuss pacing

____ Share literature, research readings and professional journals

____ Review instructional strategies such as cooperative learning, flexible grouping, and guided reading

____ Take time to congratulate and celebrate with the mentee

____ Discuss timelines and deadlines that come up before spring break

____ Discuss Valentine’s Day Party procedures (i.e.; class lists) and talk to room parents

____ Continue ISAT preparations

____ Discuss procedures for pre-approval of graduate courses

“THE THREE AREs

Teachers ARE important. Teachers ARE influential. Teachers ARE able to make a difference.” – Helen Morsink

MEETING LOG FOR FEBRUARY

DATE


TIME


TOPICS DISCUSSED


INITIALS

Teacher Mentoring Program

MY OWN NOTES, IDEAS, AND TIPS

Teacher Mentoring Program

Monthly Calendar of Suggested Activities and Ideas

MARCH/APRIL

____ Begin to discuss and prepare for Portfolio Sharing Conferences

____ Make sure your mentee knows the spring break schedule

____ Discuss reteaching and reinforcing academic and behavior expectations right after spring break

____ Plan for possible changes in student behavior after spring break

____ Be sensitive to your mentee’s job situation for next year

____ Prepare student report cards (junior high and elementary)

____ Continue ISAT preparations

____ Assist with the evaluation of the Teacher Mentoring Program by completing the online survey

“If you touch a rock, you touch the past.  If you touch a flower, you touch the present.  If you touch a child, you touch the future.”

MEETING LOG FOR MARCH/APRIL

DATE


TIME


TOPICS DISCUSSED


INITIALS

Teacher Mentoring Program

MY OWN NOTES, IDEAS, AND TIPS

Teacher Mentoring Program

Monthly Calendar of Suggested Activities and Ideas

MAY/JUNE

____ Prepare report cards (junior high and elementary)

____ Discuss end of the year events and traditions 

____ Consider closure activities with the students

____ Discuss end of the year timelines and checklists

____ Review cum folder and portfolio maintenance

____ Discuss room check out 

____ Make sure your mentee is aware of student grouping procedures

____ Review the schedule of summer professional development activities

____ Celebrate the completion of the school year

____ Process and reflect upon the year’s experiences

____ Offer tips for packing, if needed

____ Prepare for Aimsweb-DIBELS-MAP testing (elementary)

With desire and commitment the leader builds a fire inside that causes others to glow brightly.  No matter what the odds, the leader knows that nay task can be accomplished. 

MEETING LOG FOR MAY/JUNE

DATE


TIME


TOPICS DISCUSSED


INITIALS

Teacher Mentoring Program

MY OWN NOTES, IDEAS, AND TIPS

Teacher Mentoring Program

ELL Program Forms and Procedures

All District 59 forms are available online via the District 59 website  www

HYPERLINK "http://www.ccsd59.org".

HYPERLINK "http://www.ccsd59.org"ccsd

HYPERLINK "http://www.ccsd59.org"59.

HYPERLINK "http://www.ccsd59.org"org.  The ELL forms are under Instruction. Ask your building ELL Liaison for assistance if you need help locating the information.

Forms to be completed at the beginning of the year

· Parent Notification of Enrollment for Years 1-3 (I-25 or I-26)

· Continued Placement in the ELL Program Beyond Three Years (I-27)

Forms to be completed middle/end of the year

· ELL Student Level of Service Excel Spreadsheet

· ELL Student Status 

· ELL End of Year Procedures Checklist

Instructions on what belongs in the student cumulative file and portfolio are distributed each spring. 

Forms for Mainstreaming & Exiting 

· Review Building Mainstreaming Plan

· Official Exit from ELL Program Form (I-30)

· ELL Program Waiver Information (I-24) (Completed if parents deny or withdraw service)

· Skyward Form for Students Exiting the ELL Program (I-32) (Only for Students Withdrawn)

Teacher Mentoring Program

Checklist for ELSP Staff 

All Special Education forms are available online.  Please check to make sure the forms you are using are the most recent. 

** This list is only a guide-there are many other responsibilities specific to each child’s needs that also may be needed.
August/September

· Review files to learn about the students, and to check to see that all pieces of information are there (IEP, reports from previous year)

· Check IEP for related services and minutes

· Check IEP for Mainstreaming, turn in Mainstreaming request form, prepare for meeting

· Set classroom schedule using mainstream schedule for special

· Meet with therapists to set individual therapy and group therapy times

· Check Annual Review dates for all of your students

· Complete SP10B and file in Team File and share with all staff that is responsible for your students

· Prepare for Aimsweb and DIBELS and Benchmark testing if appropriate

October

· Meet with mainstream teachers as necessary

· Begin self-advocacy process for 4th and 5th grade students

· Make sure students are included with their mainstream classes for Picture Day

· Discuss procedures for Parent Conferences with mentor

November/December

· First Quarter and Trimester end. Prepare progress reports to be turned in by deadline date (will be announced)

· Update IEP’s- Elementary and Junior High

· Meet with mainstream teachers as necessary

· Finalize student participation in Holiday Parties (December)

· Meet with mainstream teachers as necessary

· Second Quarter ends for Junior High- report cards due on deadline date (will be announced)

· Update IEP’s – Junior High

January

· Begin to prepare for Junior High and High School Transition meetings

· Begin to work on student I-plans for transition meetings

· Meet with mainstream teachers as necessary

· Prepare for Aimsweb and DIBELS Benchmark testing

February

· Meet with mainstream teachers as necessary

· Start preparing for Annual Reviews

March

· 3rd-8th grade IAA and ISAT testing

· Second Trimester ends for elementary students. Progress Reports due on deadline date (will be announced)

· Update IEP’s – Elementary

· Annual Reviews as per schedule.  Send parent input form with invitation

April

· Annual Reviews as per schedule.  Send parent input with invitation

May

· Annual Reviews as per schedule.  Send parent input with invitation

· Prepare for Aimsweb and DIBELS  Benchmark testing

June

· Third Trimester ends for elementary and Fourth Quarter ends for Junior High. Progress Reports due on deadline date (will be announced) 

· Update IEP’s- Elementary and Junior High

· Update Team File- Fill out cover and put new divider in for coming year.  Make sure file is in order by date, most recent date on top

· Send 5th grade team files to Junior High

September - June

· Continue to provide direct/consultative services to the student in accordance with the IEP

· Oversee the supervision of any teaching assistants assigned to support the student. Share IEP goals, accommodations and modifications with them

· Send out Parent/Guardian Notification of Conference (SP7) with Parent Input Form (SP 1 & 2) and prepare paperwork for all IEP meetings

· Maintain the student’s “yellow “building special education team file in accordance with district guidelines

Teacher Mentoring Program

Checklist for SLP Staff 

**This checklist is only a guide- there are many other responsibilities specific to each child’s needs that also may be needed.

August/September

· Set up classroom (room arrangement)

· Learn how to access inner mail, telephone messages, e-mail and Ed Service Paperwork, and HR forms

· Review yellow team files to learn about the students on your caseload, check to see that all pieces of information are there (IEP, reports from previous year, etc.) everything should be in chronological order

· Check IEP for speech services and minutes & other related services minutes

· Determine ISAT/IAA accommodations & let teachers know about them (for S/L only students)

· Ask principal about Special Services Team meeting schedule and responsibilities

· Make a list of re-evaluation and annual review dates; share this information with all related service members that are involved with the student

· Meet with any related service members; (OT’s, PT’s, Social Workers, LBS etc.) to set up therapy times.

· Get copies of classroom schedules

· Collaborate with general education teacher(s) and related services staff, and any teaching assistants, regarding delivery of services

· Schedule small group, individual and co-teaching times as appropriate for each student in collaboration with General Education Teachers

· Complete SP10B, distribute and  review SP10A and B with all teachers that service the student. (PE, Fine Arts, Library, etc.) as well as related services, have all teacher sign SP 10 B and send up to Educational Services

· Make sure needed equipment, assistive technologies, and services are provided as outlined in the     student’s IEP

· If this is your CFY year, meet with CFY supervisor and fill out ASHA paperwork and set up times for observation

October

· Coordinate with classroom teacher, as needed, for goals setting conferences

· Junior High 1st Quarter report cards and IEP benchmark updates

· Learn how to write up an educational evaluation report

November/December

· First quarter and trimester end 

· Update IEP’s and insert copies into report cards 

· Observe mentor teaching groups

January

· Begin to prepare for Junior High and High School transition meetings by contacting Jr. High SLPs, and/or District 214 SLPs

· Junior High 2nd Quarter report cards and IEP benchmark updates

February

· Start preparing for Annual Reviews

March

· 3rd- 8th grade IAA and ISAT testing

· Second trimester ends for elementary students.  Updated Benchmarks due on

· deadline date (will be announced)

· Update IEP’s- Elementary

· Annual Reviews as per schedule.  Send parent input form with invitation for ones

you are case manager

April

· Annual Reviews as per schedule.  Send parent input form with invitation for ones you are case manager 

May

· Annual Reviews as per schedule.  Send parent input form with invitation for ones you are case manager 

June

· Third trimester ends for elementary and fourth quarter ends for Junior Highs 

· Benchmark due on deadline date (will be announced)

· Update IEP’s- Elementary and Junior High

· Update Team file

· Talk to SLPs that will be getting your students for the following year

September - June

· Continue to provide direct/consultative services to the student in accordance with 
the IEP.

· Send out Parent/Guardian Notification of Conference (SP7) with Parent Rights (SP1& 2) and prepare paperwork for all IEP meetings.

· Maintain the student’s “yellow” building special education team file in accordance with district guidelines.

Teacher Mentoring Program

Special Education Program Forms and Procedures 

for Social Workers

All District 59 forms are now available online via the District 59 website.  www

HYPERLINK "http://www.ccsd59.org".

HYPERLINK "http://www.ccsd59.org"ccsd

HYPERLINK "http://www.ccsd59.org"59.

HYPERLINK "http://www.ccsd59.org"org.  The Resource Handbook has the steps to follow (Page 11)

Student Record forms/Handbook to familiarize self with

· Counseling Permission (SR 19) - for non IEP students

· Homeless ID (SR 15) & Homeless Guidelines 

· DCFS/Police Interview (SR 18)

· Report of Suspected Child Abuse (SR 17)

· Authorization to Exchange Information (SP 98)

· Parent Conference Summary (SR 16)

· Problem Solving Forms (SR 34 A, B, C)

· FBA/BIP for Regular Education students (SR 22, SR 23) 

Special Education forms to familiarize self with

· Goal Forms (SP 15 E)

· Functional Behavior Assessment (SP 15 J)

· Behavioral Intervention Plan (SP 15 K)

· Report of Suspected Child Abuse (SR 17)

· Parent Rights (SP 1)

· Behavioral Procedures (SP 2)

· Domain (SP 3 & 4) 

August/September

· Set up office (i.e. Room arrangement, bulletin boards)

· Learn how to access inner mail, telephone messages, and e-mail

· Introduce yourself to your staff and inform them of how to reach you and the dates you are in the building. 

· Review yellow team files to determine workload, SW minutes & goals (will indicate if there are SW services on outside front cover of file)

· Read the district RtI Handbook to achieve an understanding of the RtI process in District 59 and your roll as the social worker in this process

· Ask principal about Special Services Team meeting schedule and responsibilities

· Establish schedule (get copies of classroom schedules and check with classroom teachers for best times)

· Make sure your schedule doesn’t overlap with Tier II and III groups, LBS, SLP, OT, PT schedule

· Learn about your role in the school wide behavior system (PBIS or otherwise) and familiarize yourself with SWIS data system.

· Review social/emotional learning standards and use mentor to apply standards to IEP goals as needed throughout the year.

September/October

· Work with LBS to schedule meetings with parents for students with BIP to update BIP for current school year & behaviors

November/December

· Update IEP benchmarks and send home with report cards and other goal updates

· Consider needs of families for holiday assistance

· Establish holiday assistance plan

March/April

· Update IEP benchmarks and send home with report cards and other goal updates

· Attend relevant 5th grade transition meetings for students with SW minutes

May

· Begin summer termination process with students on caseload and assist families with summer activities/camp assistance as needed. 

· Attend relevant preschool transition meetings (preschool/elementary staff only)

June

· Update IEP benchmarks and send home with report cards and other goal updates

Teacher Mentoring Program

Checklist for LBS Staff 

**This checklist is only a guide; there are many other responsibilities specific to each child’s needs that also may be needed.

 August/September
· Set up classroom (room arrangement & bulletin boards)

· Learn how to access inter-office mail, telephone messages, and e-mail

· Review yellow team files to learn about the students on your caseload; check to see that all pieces of information are there (IEP, reports from previous year, etc.) everything should be in chronological order

· Check IEP for related services and minutes

· Determine ISAT/IAA accommodations

· Ask principal about Special Services Team meeting schedule and responsibilities

· Make a list of re-evaluation and annual review dates- share this information with all related service members that are involved with the student

· Meet with any related service members, (SLP, OT, PT, SW, etc.) to set therapy times

· Get copies of classroom schedules

· Collaborate with general education teacher(s) and related services staff, and any teaching assistants, regarding the design, delivery, and evaluation of instruction for the student

· Schedule small group, individual and co-teaching times as appropriate for each student in collaboration with general education teachers

· Complete SP10B and distribute and discuss SP10A and B with all teachers that service the student (PE, Fine Arts, LRC, etc.) as well as related services

· Make sure needed equipment, assistive technologies, and services are provided as outline in the student’s IEP

· Familiarize yourself with the general education curriculum and resource curriculum  


October
· Coordinate with classroom teacher for goals setting conferences.

· Learn how to administer and score CBM and enter data onto Aimsweb

· Learn how to administer and score WJ-R

· Begin to integrate ISAT strategies and practices into lessons

· Prepare progress reports with general education teachers

· Junior High 1st Quarter report cards and IEP updates  


November/December
· First quarter and trimester end

· Update IEPs and insert copies into report cards and yellow file

· Observe mentor teaching groups

· Learn how to write up an educational evaluation report  


January
· Begin to prepare for Junior High and High School transition meetings

· Junior High 2nd Quarter report cards and IEP updates  

February/March/April

· Annual reviews as per schedule by IEP team (update and close out goals)

· In March - report cards and update IEPs (Junior High and Elementary)

· Coordinate ISAT accommodations with building leadership 

· Prepare with general education teachers for Portfolio Sharing. 


June
· Report Cards and update IEPs (Junior High and Elementary)

· Update team file

· Yellow team files for students transitioning/moving are given to the school secretary  


September – June
· Continue to provide direct/consultative services to the student in accordance with the IEP

· Schedule meetings of the IEP team to problem-solve and plan for the student’s ongoing needs

· Facilitate communication between the IEP members, of which the parents/guardians are members

· Participate in development and implementation of problem solving and intervention strategies for non-special education students

· Utilize the Parent Input for IEP development (SP43) form to obtain parent input into the development of the IEP

· Monitor reevaluation and annual review timeline, scheduling IEP team meetings, as appropriate.

· Coordinate IEP progress monitoring and reporting to parents in accordance with district requirements

· Educational testing for reevaluations as needed

· Oversee the supervision of any teaching assistants assigned to support the student

· Send out Parent/Guardian Notification of Conference (SP7) with Parent Rights (SP1 &2) and prepare paperwork for all IEP meetings

· Maintain the student’s “yellow” building special education team file in accordance with district      guidelines    

Teacher Mentoring Program

Checklist for Early Childhood Staff 

August

· Discuss Creative Curriculum and classroom arrangement/schedule; prepare visuals for 

          centers and classroom schedule

· Review Illinois Early Learning Standards & Creative Curriculum Gold Assessment    

· Discuss role of classroom assistants in EC Program; teacher responsibility for supervision

· Discuss Case Manager role and responsibilities for Special Education students

· Review class lists and student classifications (Typical, At-Risk, Special Education 

· or At-Risk/Special Education)

· Review Special Education Team files; review current IEP for goals, related services and 

· minutes per month/week 

· Check Annual Review and Re-evaluation dates for Special Education students 

· Create working file for each student; case manager may have a copy of student IEP; related services may have a copy of goal sheets only

· Meet with related services therapists to discuss provision of services (integrated, pull-out) and scheduling (groups, individuals)

· Prepare materials for EC Family Day (orientation meeting)

September

· Discuss Preschool Screening process; second Wednesday afternoon Sept., Oct., Nov., Jan., Feb., March

· Discuss Early Intervention Transition process and schedule (Ridge EC teachers and Diagnostic Team only)

· Review team meeting schedule and Problem-Solving model

· Complete SP10B for all Special Education students (copy to Team File, original to Ed. Services)

· Set up data collection system for IEP goals of Special Education students; begin data collection and note when each students’ updates are due

· Begin data collection for individual portfolios and Creative Curriculum Gold Assessment for all students enrolled in program

· Discuss Individual Growth and Development Indicators (IGDIs) testing procedures for Picture Naming, Rhyming and Alliteration subtests and schedule of subtest administration

· Observe a general education Kindergarten classroom

October

· Discuss procedures for Parent Conferences and Home Visits; review Home Visit report form SR16

· Discuss Annual Review procedures and paperwork to be completed (all forms available online)

· Meet with related services therapists to discuss IEP students

· Continue data collection for IEPs, Creative Curriculum Gold Assessment and portfolios

· Administer IGDIs Picture Naming subtest to all EC students not in a functional curriculum, and Rhyming subtest to all 4 yr. old EC students not in a functional program

· Complete Creative Curriculum Gold Assessment Fall ratings; collaborate with related services therapists for language, motor, cognitive, & social emotional areas

November

· Meet with related services therapists to discuss IEP students

· Discuss IEP update procedures; give copy of cover letter to accompany updated goal sheets

· Administer IGDIs Picture Naming subtest to all EC students not in a functional curriculum, and Rhyming subtest to all 4 yr. old EC students not in a functional program

· Continue data collection for IEPs, Creative Curriculum Checklist and portfolios

· Observe mentor using Peer Coaching model

December

· Finalize Holiday Party with other EC staff members and/or room parents

· Meet with related services therapists to discuss IEP students

· Continue data collection for IEPs, Creative Curriculum Gold Assessment and portfolios

· Observe mentee using Peer Coaching model

January

· Meet with related services therapists to discuss IEP students

· Continue data collection for IEPs, Creative Curriculum checklist and portfolios

· Administer IGDIs Picture Naming subtest to all EC students not in a functional curriculum, and Rhyming subtest to all 4 yr. old EC students not in a functional program

· Complete Creative Curriculum Checklist Winter ratings; collaborate with related services therapists for Language and Motor areas

· Schedule observation of ELS and LOP programs with Early Childhood Coordinator

February

· Meet with related services therapists to discuss IEP students

· Continue data collection for IEPs, Creative Curriculum Gold Assessment and portfolios

· Administer IGDIs Picture Naming subtest to all EC students not in a functional curriculum, and Rhyming subtest to all 4 yr. old EC students not in a functional program

· Discuss Extended School Year services; complete Extended School Year Criteria for Special Education students who may be eligible for ESY services

March

· Discuss Kindergarten Transition procedures for Special Education and At-Risk students; review paperwork to be completed

· Meet with related services therapists to discuss IEP students

· Continue data collection for IEPs, Creative Curriculum Gold Assessment and portfolios

· Administer IGDIs Picture Naming subtest to all EC students not in a functional curriculum, and Rhyming subtest to all 4 yr. old EC students not in a functional program

April

· Prepare for Kindergarten Transition meetings; complete required paperwork

· Participate in Spring Portfolio Sharing Conferences or Home Visits 

· Meet with related services therapists to discuss IEP students

· Home school Student Service Teams and Kindergarten teachers observe Special Education and At-Risk students

· Continue data collection for IEPs, Creative Curriculum Gold Assessment and portfolios

· Administer IGDIs Picture Naming subtest to all EC students not in a functional curriculum, and Rhyming subtest to all 4 yr. old EC students not in a functional program

· Complete Creative Curriculum Gold Assessment Spring ratings; collaborate with related services therapists for language, motor, cognitive, & social emotional areas.

May

· Participate in Kindergarten Transition meetings; send completed paperwork to Ed. Services, Instruction Dept. and home schools as applies to individual students

· Meet with related services therapists to discuss IEP students

· Continue data collection for IEPs, Creative Curriculum Gold Assessment and portfolios

· Submit IGDI data for School Improvement Plan (SIP) goal reports as required by individual schools

· Discuss and complete State of Illinois At Risk grant year-end report for each classroom

· Provide final summary to parents; original to Educational Services (if Special Ed) or in Blue File (if At-Risk) or cum file (if typical)

· Discuss Field Day and End of Year Celebration traditions at individual schools 

· Participate in EC Program meeting to discuss student needs for coming year and develop classlists

 June

· Case Managers review and prepare Team Files to be sent to Kindergarten sites

Section Three

Additional Information

Additional Helpful Checklists from the book 

The First-Year Teacher’s Checklist 
by Julia G. Thompson

WHAT IS EXPECTED OF YOU

Although expectations vary from school to school, here is a list of some of the expectations that other teachers, your students, your supervisors, and the parents or guardians of your students will have of you as you begin your new career. You will be expected to:

· Design instruction that appeals to the various learning modalities of your students 

· Use state standards to inform instruction 

· Demonstrate knowledge of your students' development, skills, abilities, and aptitudes

· Help students establish and achieve learning goals

· Understand how students learn and use that knowledge to reach your students

· Differentiate instruction so that the individual needs of all learners are met

· Use sound judgment about which teaching practices are suitable for your students

· Establish a positive relationship with every student

· Treat all students with dignity and respect regardless of factors such as ethnicity or gender

· Use a variety of methods to motivate students to perform well in school both academically and behaviorally

· Use technology to enhance your instructional practices

· Establish a safe and productive classroom environment 

· Use techniques that minimize the loss of time on task when disruptions occur

· Provide a risk-free and supportive learning environment

· Administer appropriate assessments to determine student mastery levels

· Assume responsibility for your own professional growth

· Work collaboratively with colleagues for the benefit of all staff members and students

MASTER THESE IMPORTANT WORKPLACE SKILLS

· Use school resources wisely. For example, you should turn off lights, keep track of textbooks, use the heating and air conditioning systems efficiently, and save paper.

· Share the photocopier courteously. Don't make others wait while you copy hundreds of handouts.

· Clean up after yourself.

· If you borrow something from another teacher, return it promptly and in good condition.

· Cultivate good telephone and e-mail manners.

· Develop exemplary rime management skills. Use a planning calendar and a list of prioritized chores on a daily basis.

· Learn to use educational software and technological resources efficiently.

· Create a well-organized workspace. Be sure to leave your desk clean at the end of the day.

· Be meticulous about keeping Paperwork organized and up to date.

· Keep a file of ideas for lessons, activities, and other strategies that you would like to try.

· Arrive at school a little ear\y, and leave a little late.

· Look ahead! Plan your lessons and activities far enough in advance that you don't have to scramble to carry them out'

· Learn to manage stress and the pressures of each day.

· Be flexible when your plans don't work out or when interruptions disrupt a lesson.

· Learn the art of taking control of your time. Volunteer for activities you can manage well, and politely decline those that you can't.

· Resist the urge to complain. Remaining cheerful under stress is an invaluable workplace skill.

MANAGE YOUR TIME WISELY WITH THESE STRATEGIES

· Create an electronic "To-Do List" template that shows routine chores. Print it, and use it to prioritize and schedule your work.

· Create routines to make your workdays predictable and manageable.

· Ask your colleagues for suggestions when you create lesson plans. They may have plans, worksheets, activities, or other ideas to share with you.

· Research on the Internet for lesson ideas, worksheets, and other helpful time-savers.

· Do a task right the first time so that you don't have to redo it.

· If you can, share a time-consuming task with colleagues, you will save time, learn from their experience, and have fun, too.

· Write down things you will need to remember.

· Plan how you will use your planning time at school. If you don't plan, those brief moments will slip away.

· Avoid the impulse to aimlessly chat with colleagues instead of working productively in your spare time at school.

· Break a large task into smaller, manageable ones.

· Learn to schedule your most challenging work at the times of day when your energy is high.

· Use small blocks of time. You can accomplish a lot in just a few minutes.

· If you don't understand something, ask.

· If you need help, ask.

· Keep your work area uncluttered, and organized so that you don't have to search for misplaced items.

· Don't overextend yourself.

· No matter how busy you are, take a moment to enjoy your students.

GUIDELINES TO HELP YOU DEVELOP PRODUCTIVE RELATIONSHIPS 

WITH MENTORS

Veterans as well as new teachers report that a positive relationship between mentor and mentee benefits both parties. Once you learn how to meet your day-to-day responsibilities, the conversation between you and your mentor can explore topics that result in shared professional growth.

· A worthwhile mentor-mentee relationship requires time and thoughtful effort from both participants in order to mature.

· The mentor and mentee should commit to working together in a businesslike manner.

· At the beginning of the year, your focus should be on such basics as school policies and procedures, how to obtain supplies, and how to get the year off to a good start.

· After you are settled into your school routine, the conversations you have with your mentor should be about how to set and achieve your goals for academics and for classroom management.

· Both parties in the relationship should be willing to share ideas, listen, learn, and grow.

· A sense of mutual trust is necessary for full collaboration. Both of you should handle sensitive issues in a discreet and diplomatic manner.

· A lack of common planning time is often an issue for mentors and their mentees. Consider as many different approaches as you can to deal with this problem. Sometimes a quick phone call or e-mail is all that is necessary.

· Successful meetings with a mentor require that you have a clear idea of your needs, that you are prepared, and that you stay focused on professional instead of personal concerns.

· One of your most important roles in a mentor-mentee relationship is to solicit constructive feedback on your teaching performance. 

· Be open-minded when your mentor offers suggestions for improvement.

TIPS ON ESTABLISHING PRODUCTIVE SCHOOL-HOME RELATIONSHIPS

· Teachers, not parents, should assume responsibility for communication. 

· Be the first to reach out, and continue to keep the lines of communication open all year long.

· Keep the families of your students informed about classroom business through a combination of methods. Notes, Web pages, e-mail, phone calls, newsletters, and conferences are all good ways to keep in touch.

· Your students' parents or guardians will expect to be kept informed about topics such as these:

· Class policies, rules, and consequences

· Field trips and guest speakers

· Homework and major assignments

· Grading concerns

· Reading lists

· Positive things about their children

· Tests and other assessments

· Beginning-of-the-year information about necessary supplies, required texts, schedules, and other details

· Immediately call a parent or guardian if a child is hurt or ill. 

· Make sure that parents or guardians know how to help their child be successful. Provide a syllabus, grade papers carefully, and be available to answer questions.

· Communicate early about problems. When you do, you are doing your part to keep the problem manageable and sending the message that you are cooperative.

· Comply with reasonable requests from parents whenever possible. Send home assignments when a child is ill, for example.

· Even if you develop a friendly relationship with a parent, you still must conduct yourself professionally; your first concern must be the child's welfare.

HOW TO MAKE CONSTRUCTIVE HOME CONTACTS

Phone Calls

· Lay the groundwork for a good relationship with parents and guardians by making positive phone calls during the first few days of school.

· When a parent leaves a message, return the call as soon as you can.

· When you call a parent, take time to prepare what you are going to say so that you can speak with confidence.

· Find a time and place to call in which you will not be interrupted.

· If you are calling about a problem, be sure to cool off before calling. Your anger will not solve the problem. 

· When you call parents at work, begin by asking if they have time to talk. This courteous inquiry allows them to arrange for privacy.

· When calling a parent about a difficulty, always begin with a positive comment about their child and then calmly state your concern. Ask for the parent's support, and express your desire to work together with the parent.

· Listen carefully when parents speak. Take notes to ensure that you understand their concerns and that you both share the same point of view about the problem.

· Document the conversation.

Notes and E-Mails

· Take a businesslike and friendly tone. Use a respectful greeting and closing.

· Don't go into great detail if there is a problem. Make a phone call instead.

· Write neatly, or type. Proofread carefully.

· If you are sending a message with a student, unobtrusively place the note in an envelope for the child to take home. Ask that the message be signed and returned.

HOW TO HANDLE CONFLICTS WITH PARENTS OR GUARDIANS

· Set the table for success in conflict resolution early in the year by developing positive relationships with the parents or guardians of your students. You can avoid many conflicts if you spend time developing a good working relationship early.

· Strive to prevent or minimize conflicts by following these suggestions:

· Create strong relationships with students. 

· Follow school rules, policies, and procedures.

· Use common sense.

· Contact parents about problems while problems are still small.

· Keep documentation about problems up to date.

· When there is a conflict, remember that your purpose is not to voice negative emotions but rather to solve the problem.

· In a confrontation, allow parents to speak first. Listen quietly until they finish saying what they need to say. Only then should you present your point of view.

· Calmly and respectfully state your point of view. Be factual, precise, and tactful.

· Make it clear to parents that you want what's best for their child.

· Be as flexible, accommodating, and open-minded as you can be.

· Don't lose your temper. You will accomplish nothing except appearing unprofessional.

· Document the contact, being careful to give a detailed account that you can refer to later.

· Do not allow parents to be abusive. Contact an administrator for help.

· If you believe that the issue is not resolved, inform an administrator before the angry parents do.

PREVENT MISBEHAVIOR WITH THESE COMMON SENSE STRATEGIES

· Greet students at the door, to make sure they know what they must do to accomplish the opening exercise.

· Motivate students to work instead of misbehave by differentiating learning activities to appeal to various learning styles.

· Provide structured exercises at the close of class instead of allowing free time.

· When you introduce a new activity, be sure to thoroughly explain not just the work but also the behavior you expect.

· Create opportunities for success at the start of a unit of study so that students will be motivated to continue.

· Make sure your students know that you like being with them and have confidence in their ability to accomplish what you ask them to do.

· Learn to say no in a calm, pleasant, straightforward way.

· Break up long lessons into small increments of time so that students will be able to remain focused.

· Allow plenty of practice opportunities so that students will gain confidence and stay on task.

· Refer to students' long-term and short-term goals so students have a purpose for working.

· Build reading success strategies into every lesson. When students read well, they begin a cycle of success that engenders good behavior along the way.

· Catch them being good. Praise students when they behave well if you want their good behavior to continue.

· Be strict. There is nothing wrong with being a strict teacher.

· There is everything wrong with being a mean teacher.

AVOID THESE DISCIPLINE MISTAKES

Although it is not always easy to know what to do to prevent discipline problems, some mistakes are clear-cut. Good teachers don't 

· State the rules of the class in negative instead of positive language

· React to a problem without pausing to consider the cause

· Give up on difficult students

· Begin giving instructions before they have everyone's attention

· Punish a group for the misbehaviors of some

· Allow disagreeable students to sleep because they are not bothering anyone when they are asleep

· Lose their temper

· Allow a student to be rude to them or to classmates

· Assign consequences that are not suitable for the misconduct

· Threaten, nag, cajole, or shout

· Have low expectations for student success

· Arrange classroom furniture and equipment awkwardly, causing traffic flow problems

· Play favorites by allowing some students to be an exception to class rules

· Embarrass a student in front of the class

· Wait until behavior has become serious before calling a student's parents or asking for help from ocher supportive adults

· Make it difficult for students to be successful by neglecting to use state-mandated guidelines to organize instruction

· Enforce class rules inconsistently

· Allow free time

· Rush to send students to the office too quickly

· Refuse to enforce school rules and policies that they don't care for
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