Mentor Training

Japan District 

Mentor responsibilities could include:

· Share information on:

· School’s Teacher Handbook

· School policies:  Communication, discipline, substitutes, etc.

· Curricular textbooks and materials

· DoDDS standards, curriculum

· School improvement plan for the school

· School-Home Partnership

· SAC, PTA, etc.

· Forms and documents such as: Leave and Earning statements, LQA, applications for leave, requests for substitutes, requests for orders, insurance (secretary would be a good source for this)

· Protocol for communication

· Procedures and practices with computers, email, computer labs, etc. (ET/AT would be good resources for this)

· Help teachers get materials

· Provide a tour of the school

· Introduce new teachers to key staff (secretary, supply, nurse, CSC chair, ET, AT, etc.)

· Work closely with administration to insure a successful mentor program

· Facilitate large group meetings on topics of issue

· Facilitate and/or meet one on one with individual new teachers in an informal setting on a regular basis

· Work with administration to solicit a  mentor for each new teacher on the staff

· Coordinate activities with sponsors and/or Meeter-Greeter (at the local level)

· Follow up on mentors and mentees and insure the process continues throughout the year

· Share expertise regarding discipline, classroom management, curriculum, routines, etc.

· Available to observe and provide feedback on lessons

· Available to model lessons

Ideas worth Sharing

· Invite units from the base to come in and talk: housing, TMO, Red Cross, Hospital (This could be done after the duty day or on a Saturday)

· Invite the secretary to talk about different forms: LES, TDY, Insurance

· Provide copies of all the forms used at the school

· Request early return to duty to meet and prepare your room so that you will be available to work with new teachers during orientation

· Meet as a complex and/or by elementary/MS, HS with new teachers and administrators

· MS/HS faces the possible problem of mentoring out of a subject area; in this case the mentor could provide a list of contacts with each subject area as well as the curriculum contacts at the DSO

· An agenda might include:

· Meet with administration

· Conduct monthly meetings with guest speakers

· Arrange for Early Return for mentor/s

· Develop a questionnaire for the new teachers to find out their needs and wants

· Develop several different lines of communication including email and interactive journals

· Provide time for new teachers to “vent”

· Delay pairing new teachers and mentors up to two weeks and then ask the new teachers to identify one or two teachers they feel comfortable with or would like to work with.  The “veteran” teachers could then be contacted to find out if they would be willing to mentor

· Possible topics for monthly meetings:

· Parent-Teacher conferences

· Open house

· Teacher evaluations

· Portfolios

· Newsletters

· Referrals:  Special Ed., ESL, SWEP

· Substitute folders

· TerraNova testing procedures

· School events

· Mid-quarter progress reports

· Report cards

· WinSchool

· Outlook

· Eclass grades

· Policies and procedures

· Housing

· TMO: RAT travel, travel vouchers

· Secretary: Pay, TQSA, LQA

· Working with holidays

· Cultural awareness

· Learning about acronyms

· Hospital: Insurance, medical care

· How to use volunteers

· Family Service Center

· MWR

· Curriculum and content specialists at the school 

· Guest speakers:

· Family advocacy

· EDIS

· Health and Wellness

· Teachers for classes on the base

