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I. Mentor Advisory Committee
Teachers

Ann Marie Hornung
Exceptional Education

Garth Merlino
Career and Technology

Elaine Rosina
Alternative Education
Joe Borgesi
Union President
Administrators
Doreen Cassachi
Exceptional Education
Melody Jason
Career and Technology
Debra Randall
Alternative Programs
Rosemary Conley
Instructional Services

Ex-Officio

Cheryl Fita
Project Coordinator
II. Mentor Requirements

Call for Mentors

In 2007, Erie 1 BOCES came to a new agreement with the EPEA concerning the Erie1 Mentor Program. Through this MOA the mentoring position is now a paid position. Anyone who wishes to be a mentor can now do so by completing and meeting the following requirements. This includes both past, current and those looking to become mentors. 

Initial requirements for mentoring

In order to be considered for mentoring the following need to be in place:

· You must be tenured

· You should have been employed by Erie 1 BOCES for a minimum of 5 years

· You must have received proper certification for your position (BS, MS etc.)

In addition the following need to be forwarded to the Teacher Center Office 

· A completed mentor application (obtainable at the Teacher Center)

· A letter of recommendation from your principal or immediate supervisor

· A letter of recommendation from a teaching/professional peer

Additional requirements

· To be considered for a mentoring position interested applicants need to attend a three day, 15 hour course.
· Returning mentors need to attend a 3-hour recertification course.

· Interested applicants will be part of an interview with Mentor Advisory Committee members and administrators regarding the responsibilities and expectations of the position. This will take place during the summer training. 

· Applicants must be willing to spend at least ten percent (10%) of their instructional time with their intern. 90 contact hours during year one and 45 hour in year two.
Transfer of class hours to CIP credit

Those people who apply for a mentoring position, take the fifteen hour class but are not paired with an intern may apply the fifteen hours towards their CIP credit. This incurs the additional fee payable to the Teacher Center. 
III. Mentoring Induction Model
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Our Views of the Mentor

What is a  Mentor?

“A  mentor is  a  professional  colleague  who  can  model  exemplary  instruction  in  an empathetic,  non-evaluative  and supportive  manner  in  response  to  the  needs  identified by the  intern.”

The New York  City  Mentor  Teacher  Internship  Program

MENTOR PROGRAM

“Not the sage on a stage, just a guide on the side.”

As Your Mentor:


“We will practice reflective teaching and interview each other.  Although  I  do  not  have  all  ‘the  answers,’  I  will  help  you frame  the  questions  that  will  lead  you  to  your  own  answers  and  questions.


I  will  share  with  you  and  demonstrate  what  I  have  learned  about  teaching.  I  will  treat  everything  that  transpires  in  our  mentoring  relationship  with  confidentiality,  within  the  reasonable  bounds  upon  which  we  have  agreed.


We will learn from and  with  each  other.”

Sincerely,

Your Mentor

(From Jon Saphier & Robert Gower,  The  Skillful  Teacher:  Building  Your  Teaching  Skills
IV. New Teachers’ Concerns

· Classroom  Discipline

· Motivating  Students

· Individual  Differences

· Assessing  Student  Work

· Relations  with  Parents

· Classroom  Organization

· Lack  of  Familiarity  with  Existing  Resources  (people  and  materials)

· Individual  Student  Problems

· District  Procedures  and  Policies

· Terminology

· Professional  Growth

V. Program Objectives
·    Mutually beneficial for teachers and administrators

·    Provide support network for new teachers 

·    Reduce isolation

·    Give immediate assistance

·    Provide encouragement and positive feedback

·    Demonstrate “best teaching practices”

·    Increase knowledge of the school culture

·    Retain new teachers

Completed in a non-evaluative atmosphere

VI. Participant Roles
I. Advisory Committee
· The Mentor Teacher Program has the following components:


♦
Advisory Committee


◦ 
Division Directors or designees


◦
Mentor Coordinator/Chairperson


◦
Teachers


♦
Mentors


♦
Interns

· Meeting time will be agreed upon between the coordinator, administrators and mentors.  Every attempt will be made to schedule intern/mentor meetings during non-student contact time. All compensation will be determined per contract language.

· Mentor Teacher Advisory Committee – Composition (determined by contract language)


♦
Advisory committee will consist of nine members: four administrators, four teachers and the Program Coordinator


♦
Advisory Committee members will commit for a one-year term


♦
Advisory Committee members may continue for additional years


♦
The committee will make recommendations for The Mentor Program

· Mentor Teacher Advisory Committee – Responsibilities


♦
Develop, monitor and evaluate the program


♦
Recruit and select mentors


♦
Match the mentors to all interns


♦
Collaborate with the administration on trainings for interns in the mentor teacher program and/or current staff


♦
Submit budget proposals(s) to administration


♦
Assess program effectiveness from the perspective of the mentors and interns

♦
Act as a mediator with conflict resolution

◦
Committee will consult with the Coordinator

◦
Committee will be the final arbitrator for any conflict resolution


♦
Oversee implementation of all aspects of the Mentor Teacher Program


♦
Determine any reassignments of mentors/interns


♦
Maintain records for seven years


♦
The mentor teacher advisory committee will assume any unfilled roles/responsibilities


♦
Utilize Executive Session as needed

II. Mentor

A.  CONFIDENTIALITY OF THE M/I INTERACTIONS

· No information obtained by the Mentor through interaction with the Intern will be made available to any person, nor shall it be used in the Intern’s evaluation process.

· The goal is to develop mutual trust and respect.

· Written evidence of meetings (logs, etc) will contain nothing except dates, sites, and generic description of what occurred

· The  role  of  the  Mentor  does  not limit  the  authority  of  school  administrators  or  supervisors  to  supervise  or  evaluate  the  performance  of  the Interns

B. Actions
· The  Mentor Acts  as  a  colleague  working  to  implement  a  smooth  transition  from  a  novice  teacher  to  a  competent  second  year  instructor.

· The  Mentor  will  observe  the  Intern model appropriate  instructional methods  & classroom  management 

· The  Mentor will  combine  positive  reinforcement  with  helpful  suggestions  

· The  Mentor  will guide the  Intern  in  an  understanding  of: the  intricacies  of  the  school  organization, lesson  planning,  record  keeping, and  classroom  management  

· Pedagogical  and  subject  matter  concerns

· NYS Standards

C. Outcomes
· Foster transition from novice teacher to competent second year instructor.

· Observe intern

· Model instructional methods and classroom management 

· Combine encouragement with helpful suggestions 

· Guide in the understanding of:

· School organization

· Lesson planning and record keeping

· Classroom management 

· Pedagogical and subject matter

· NYS Standards
III. Supervisor

· Responsibility for all instruction within their buildings.  

· Scheduling  of  classroom  visitations  and  other  related  activities

· Obtaining  and  identifying  replacement  teachers

· Provide  release  time

· Obtaining needed supplies, equipment, etc.

· Suggest areas of need.

· Ensure  the  selection  of  qualified  mentors

· Reduce  extracurricular  responsibilities

IV. Intern

· Attend  all  training  sessions  relevant  to  mentoring

· Request assistance proactively.

· Schedule  and  attend  sessions  with  the  mentor  to  review  observations

· Remain  open  and  responsive  to  feedback

· Observe  other  experienced  teachers

· Conduct  self-assessments

· Participate  in  the  evaluation  of  the  program

V. Coordinator

· Follow  up  to training

· Meet  with  pairs  at  a  selected  school  site

· Develop  alternative  strategies  to  deal  with  the  issues  identified  by  the  pairs

· On-going  training

· WEB  development

· Coordinates Program

· Heads Mentor Advisory Committee

VII. Mentor/ Internship  Process
I. Overall Expectations
· The  M/I  pair  assists  principals  and  supervisors  to  determine  visitation days  

· A  formal  meeting  occurs  in  October  for  training  and  informal  discussions.

· A  written  quarterly  log,  summarizing  the  conference/workday  are  submitted  to  the  coordinator 
· Evaluation  Procedures  (End  of  the  year  summary or  Mentor  Checklist)  is  submitted  to  the  coordinator (April).

II. Getting Started

· The  Mentor/Internship  Advisory  Committee: determines  the  Mentor/Intern  pairings  for  the  following  school  year.  
· All first  and  second  year  teachers/therapists,  including  long-term  substitutes  participate.
· Prior  to  opening  day,  all  new  hires  should  be  paired  with  a  Mentor

·  Adjustments  in  these  pairs  can  be  made  after  the  opening  day  of  school. 

·  The  goal  of  the  program  is  to  assign  pairs  within  the  first  two  weeks  of  hiring.
· Whenever  possible  an  induction  meeting(s)  will take  place  prior  to  the  beginning  of  school  to  explain  district  policies  and  procedures.
· The assigned mentor/intern pair meets with their supervisor.

· The  assigned  mentor/intern  pair  meets  with  the  coordinator  of  the  program  to:

· Discuss  Log  Completion  

· Plan  For  Success 

· End  of  the Year  Checklist

· The  mentor  visits  the  new  intern’s  classroom  to  begin  the  observation/consultant  process.
· All communication is confidential between the pairings.

· The mentor/intern pair meets to develop a PLAN FOR SUCCESS.

· The  PLAN  FOR  SUCCESS  is  sent  to  the  coordinator  of  the  program.

· The mentor/intern pair develops a meeting schedule.
III. Mentor/ Internship  Process

· The  M/I  pair  assists  principals  and  supervisors  to  determine  visitation  days  
· A  formal  meeting  occurs  in  October  for  training  and  informal  discussions.
· A  written  quarterly  log,  summarizing  the  conference/workday  are  submitted  to  the  coordinator 
· Evaluation  Procedures  (End  of  the  year  summary or  Mentor  Checklist)  is  submitted  to  the  coordinator (April).
IV. First Steps
· New teachers/staff members attend required induction training during orientation days that are  held during the summer.
· At  the  initial  meeting  of  each  mentor  and  intern  team,  the  participants  discuss  long  and  short  term  goals.
· In  late  September  the  mentor  begins  to  observe  the  intern.  The  mentor  may  also  model  lessons  in  particular  subject  areas  with  the  intern  observing.  
· Conferencing consists of Pre-Observation, Observation, and Post-Observation procedures.
· During  the  Pre-Observation  process  the  mentor  and  intern  informally  discuss  needs.

VIII. Activities

I. Shared Activities

· Classroom  modeling  by  the  mentor

· Classroom  observation  by  the  mentor  and/or  the  intern

· Conferencing

· Joint  Planning

· Preparation  and  gathering  of  materials  

· Research 

· Attendance  at  workshop,  conferences,  BOCES  programs (Essential  Elements  &  Differentiated  Instruction)

· Inter-visitations (observing  other  veteran  colleagues  at  different  sites)

II. Mentor Activities


· Demonstrate  lessons

· Observe  lessons  

· Conference  with  the  intern

· Conference  with  the  intern  and  the  replacement  teacher  regarding  the  plans  for  the  team

· Jointly  plan  and  suggest  topics (action  research)

· Assist  in  the  preparation  and  gathering  of  materials  for  instructional  purposes

· Develop  a  learning  experience  that  can  be  peer  reviewed 

· Attend  workshops
Forms
Time Line for Activities

JULY
•
Directors, supervisors, and the Board of Education appoint new teachers and/or therapists, school 
psychologists, or long term substitutes

•
Establishment of the Program Committee and the request for Mentor Position Applications

•
Program Committee meets to review new appointments

AUGUST


•
Selection Committee matches new teachers with a mentor based on established criteria

•
Three day mentor training conducted

•
M/I coordinator sends letters to mentors and their first year interns

•
Induction training of all new interns

•
Tour of teaching sites for new interns

•
New interns meet their mentors to discuss the self-evaluation process (Staff Development Days)

SEPTEMBER

•
Opening Day activities

•
Plan for Success developed

•
M/I team meets with supervisor/administrator

•
M/I pairs meet with M/I coordinator

•
Mentor observes Intern in teaching/therapeutic setting

•
Mentor newsletter distributed

•
M/I Advisory Committee develops October meeting agenda

•
Meeting Logs explained to the intern

•
M/I Checklist explained to the intern

•
Visitations by mentors and interns to other sites and conference attendance

OCTOBER

•
Required formal M/I training meeting for all staff members

•
Plan for Success sent to M/I coordinator with copies for the M/I pair

•
M/I coordinator has individual meetings with M/I teams

•
M/I pair meets monthly for at least one day (teachers) or ½ day (therapists) to discuss the or make changes to the Plan for Success, and/or conduct observations

•
Visitations by mentors and interns to other sites and conference attendance

 NOVEMBER
•
M/I Quarterly Logs sent to M/I coordinator with copies for the M/I pair

•
M/I Checklist discussed by pair
•
M/I Advisory Committee reviews training

•
Required staff meeting of all new interns with the M/I coordinator as needed

•
M/I coordinator has individual meetings with M/I teams

•
M/I pair meets monthly for at least one day (teachers) or ½ day (therapists) to discuss or make changes to the Plan for Success and/or conduct observations

•
Mentor updates distributed

•
Visitations by mentors and interns to other sites and conference attendance

DECEMBER
•
Program Committee meetings; progress report issued by the coordinator

•
Initial work plans of the mentor/intern team to be discussed with the coordinator

•
M/I Checklist discussed by pair

•
M/I pair meets and discuss pre-observation, observation, and post-observation data

•
Joint and/or separate training seminars and workshops for mentors and interns to be scheduled as appropriate

•
Visitations by mentors and interns to other sites and conference attendance

JANUARY
•
M/I Advisory Committee meet to review the first half of the school year

•
M/I Quarterly Logs sent to M/I coordinator

•
M/I coordinator has individual meetings with M/I team as needed

•
M/I Checklist discussed by pair

•
M/I pair meet to continue the self-assessment process and to make any changes made in the Plan for Success

•
Visitations by mentors and interns to other sites and conference attendance

FEBRUARY
•
Required staff meeting for all interns with the M/I coordinator as needed

•
Visitations by mentors and interns to other sites and conference attendance

•
M/I coordinator has individual meetings with M/I pairs

•
M/I Checklist discussed by M/I pair

•
Needs Assessment

•
Mentor update

MARCH
•
Meeting of program committee and coordinator; progress report given

•
State required mid-year reports completed by the coordinator and submitted to the advisory committee; report reviewed and forwarded to Albany

•
M/I coordinator meets with individual pairs

•
M/I Checklist reviewed by M/I team

•
M/I pair meet to review progress on Plan for Success; set new goals if necessary, share relevant materials, and develop student materials for the learning experience

•
Joint and/or separate training seminars and workshops for mentors and interns to be scheduled as appropriate

•
Visitations by mentors and interns to other sites and conference attendance

•
Quarterly Logs sent to M/I coordinator

APRIL
•
M/I Advisory Committee meets

•
Required Staff meeting for all interns with the M/I coordinator

•
M/I coordinator meets with individual teams

•
M/I team review progress on Plan for Success and continue the self-assessment process (pre-observation, observation, post-observation)

•
Joint and/or separate training seminars and workshops for mentors and interns to be scheduled as appropriate

•
Visitations by mentors and interns to other sites and conference attendance

MAY
•
M/I coordinator meets with individual teams

•
M/I coordinator Checklist reviewed by the M/I pair

•
M/I team continue the self-assessment process

•
Mentor Update

•
Visitations by mentors and interns to other sites and conference attendance

JUNE

•
Distribution and collection of mentor-intern questionnaires and self-assessment documents; self-assessment documents completed

•
M/I pair meets to complete: logs, checklist, plan for success, and end of the year report

•
M/I coordinator meets with individual teams

•
M/I Checklist sent to the M/I coordinator

•
M/I End of the Year Report sent to the M/I coordinator

•
Quarterly Logs sent to M/I coordinator

•
Any changes in the Plan for Success are sent to the M/I coordinator

•
Intern written assessment of the mentor submitted

•
End of the Year Awards Meeting

•
Final program evaluation submitted to SED

•
Visitations by mentors and interns to other sites and conference attendance

Board of Cooperative Educational Services
First Supervisory District

APPLICATON TO SERVE AS MENTOR
The mentor is a teacher who demonstrates professionalism, possesses expertise in content and methodology, and has a caring attitude toward his/her colleagues.  The mentor serves as a counselor, advisor, and friend.

Name: __________________________________________ School Phone: ___________________

Building: ________________________________________ Home Phone: ___________________

Home Address: ___________________________________________________________________

Years Experience in Teaching _________
Subject/Grade Level ____________________________

Degrees and Majors: _______________________________________________________________

_________________________________________________________________________________

Specialized Training: Please list areas in which you have expertise to share with an intern.  Include curriculum specializations as well as teaching models and strategies, courses/seminars taken, etc.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Teaching Experience: _______________________



________________

_________________________________________________________________________________

References: List two educators who will attest to your professional expertise. At lease one must have supervisory experience with you.

1. _______________________________________________________________________________


Name




Address




Phone

2. _______________________________________________________________________________


Name




Address




Phone

District Committee Participation: list committees that you have chaired or participated and length of time served in each.

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Erie 1 Mentor/Intern Program

Intern’s Plan for Success
Intern: _____________________________________  Mentor: ______________________________

Date Prepared: ______________________________   Updates: _____________________________

□
This applies to year 1   
  □
This applies to year 2 

GOALS for __________________________________ (school year)

OBJECTIVES (to accomplish stated goals)
ACTIVITIES (relate each activity to specific objective)

TIMELINE (approximate months in which these activities will occur)

EVALUATION OF PROGRESS
Formative (on-going)

Summative (end of year)

Definition (summary)

Copies:
1- Mentor
2- Intern
3- Mentor Coordinator
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Erie 1 Mentor/Intern Program










Mentor/Intern Pair: _____________________________________________________________________

Site: _________________________________________________________________________________

MEETINGS

Activity








Dates
Initial Contact with Intern





___________________



Meeting with Supervisor





___________________

Meeting with M/I Coordinator




___________________

Initial Classroom Visitations





___________________

Observations/Visitations





___________________

PAPERWORK SUBMISSIONS
Activity







___________________

Intern’s Plan for Success 





___________________

Updated Intern’s Plan (year 2)




___________________

Quarterly Logs - November 10th 




___________________

January 28th







___________________

April 1st







___________________

June 10th 







___________________

End of the Year Report





___________________

M/I Checklist







___________________

SUBJECT AREA COVERED
ACTIVITY








DATES
Programming









NYS Learning Standard






___________________
Performance Indicators






___________________
Activities related to the Standards




___________________
Adapting the Curriculum





___________________
Assessment
Regents Examinations






___________________
RCT’s








___________________
NYS Testing (4th/8th)






___________________
Standardized (Norm Reference) Testing




___________________
Diagnostic Testing






___________________
Authentic Assessment






___________________
Portfolio Development






___________________
Rubrics








___________________
DBQ








___________________
Teacher-Made Assessment





___________________
Effective Instruction

Classroom Responsibilities





___________________
Teach to the Objective






___________________
Task Analysis







___________________

Monitor & Adjust Learning





___________________
Use the Principles of Learning 





___________________

Anticipatory Set






___________________
Active Participation






___________________
Closure








___________________
Motivation







___________________
Teaching for Meaning






___________________
Modeling







___________________
Reinforcement







___________________
Transfer of Training






___________________
ACTIVITY








DATES
Classroom Management
Home/School Note 






___________________
Rules, Routines, Reinforcements, Consequences



___________________
Behavioral Contracting (Applied Behavioral Analysis)


___________________
Cooperative Discipline






___________________
Reality Therapy






___________________

Social Skills Training






___________________

Planning/Paperwork
Plan Book







___________________

Lesson Planning






___________________

IEP-CSE Procedures (as needed)




___________________

Teacher Handbook






___________________

Divisional Needs Discussed





___________________

Application Forms

eForms

Conference requests





___________________

Absence







___________________

Travel/mileage






___________________

Conference reimbursement




___________________

Claim form for reimbursement




___________________

Career improvement





___________________

Course registration





___________________

Claim for stipend






___________________

Contractual Concerns

Dental/vision







___________________

Medical







___________________

CIP Process (Call Teacher Center if instructions are needed)
___________________

Bereavement







___________________

Transfers







___________________

Teacher Evaluation






___________________

ACTIVITY









DATES
Staff Development Opportunities
WNY Teacher Center







___________________

Teacher Effectiveness Training





___________________

District Staff Development






___________________

Mentor/Intern Training






___________________

Additional Opportunities

Visitation Arranged ____________________________________

___________________

Location _____________________________________________

___________________

Visitation Arranged ____________________________________

___________________

Location _____________________________________________

___________________

Conference Suggested

Title _________________________________________________

___________________

Title _________________________________________________

___________________

Title _________________________________________________

___________________

Completion of Learning Experience





___________________

Presentation before the “Critical Friends” Peer Review Committee

___________________

Signature of Mentor ______________________________________________________________

Date: __________________________________________

Signature of Intern ________________________________________________________________

Date: __________________________________________

Copies

1-Mentor
2-Intern 
3-Mentor Coordinator
Mentor/Intern Checklist
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