SAMPLE:  Special Education Mentor Monthly Checklist

Schedule of Mentoring Responsibilities


At least two weeks prior to school beginning, if possible


  Phone call to make informal contact

Week prior to school (two partial days), if possible


  Get acquainted


  Tour of building


  Review building procedures


  Inventory of room and supplies


  Review curriculum concerns


  Schedule mentoring meetings


  Other (please specify)


 First day of school


  Informal check-in

Other Meetings


  Share procedures and tips for Open House

  Prepare lesson plans


  Set up grade book and review grading requirements


  Review attendance procedures

  Discuss parent contact


  Review and anticipate building and classroom procedures


  Discuss homework policies and rationale

 
  Conference on: clarifications/questions/problems/grouping issues/materials/classroom


  management


  Review IEPs and Student Information Form procedure

  Review IST procedures and CSE process

  Complete BEDS form together


  Other (please specify)          
SAMPLE:  Special Education Mentor Monthly Checklist

Schedule of Mentoring Responsibilities



  Review procedures for substitutes (calling in, plans, etc.)


  Review IEP progress reports

  Prepare for progress reports

  Check on curriculum pacing


  Review Curriculum Map for 2nd quarter


  Distribute and review necessary units


  Other (please specify)



  Prepare reports for  Report Cards


  Share time-management strategies


  Other (please specify)



  Prepare for Progress Reports

  Discuss January  (ELA) testing schedules


  Review pacing and curricular progress


  Set up testing schedule for Special Education


  Review for midterms

  Celebrate success


  Other (please specify)
SAMPLE:  Special Education Mentor Monthly Checklist

Schedule of Mentoring Responsibilities



  Review and prepare for midterms

  Prepare reports for Report Cards

  Prepare supply orders

  Clarify schedules, recordkeeping, reporting, etc.


  Review Annual Review procedures

  Other (please specify)



  Discuss March testing schedules


  Clarify/share information regarding final evaluations, schedules


  (spring break, student testing, Annual Reviews, etc.)


  Share and discuss necessary units


  Other (please specify)



  Assist with Progress Reports

  Prepare for IEP testing


  Discuss April (science) testing schedule

  Review Curriculum Map for 4th quarter


  Share and discuss necessary units


  Other (please specify)

SAMPLE:  Special Education Mentor Monthly Checklist

Schedule of Mentoring Responsibilities



  Assist with reports for Report Cards


  Prepare for Annual Reviews

  Other (please specify)



  Assist with Progress Reports

  Review end-of-year tests


  Review end-of-year testing schedule and prepare for student accommodations

  Discuss review classes

  Assist in analyzing student performance data and exploring cause-effect relationships


  Other (please specify)


  Assist with end-of-year record keeping and other end-of-year activities


  Assist with reports for Report Cards


  Assist with preparation of room for summer

  Celebrate successes


  Other (please specify)
AUGUST			Phase: Anticipation		Concerns: Self





SEPTEMBER		Phase: Anticipation			Concerns: Self


				Moving towards survival	





OCTOBER			Phase: Survival			Concerns: Self





NOVEMBER		Phase: Disillusionment		Concerns: Task


									        (Management)





DECEMBER		Phase: Disillusionment		Concerns: Task


									        (Management)





JANUARY			Phase: Disillusionment		Concerns: Task


									      (Management)


And while there are innumerable ways in which your graduate school decisions can affect your professional life, there are some that are more important than others.


Make sure you'll be happy in the work environment typical of the field in which you'd like to work 


Understand what the financial compensation will be, and how much work and time will be required of you in order to succeed 


Be aware of the geographical centers-of-gravity of your field, and ask yourself if you're willing to move in order to make the most of your professional life 


There are no broad-spectrum right or wrong answers to these issues. In fact, the best solutions to any of these problems are profoundly personal. And as long as you understand that, and as along as you're able to make decisions wisely, you'll be just fine.


In fact, you'll be more than fine. You'll be successful.


									        (Management)





FEBRUARY		Phase: Rejuvenation			Concerns: Impact


And while there are innumerable ways in which your graduate school decisions can affect your professional life, there are some that are more important than others.


Make sure you'll be happy in the work environment typical of the field in which you'd like to work 


Understand what the financial compensation will be, and how much work and time will be required of you in order to succeed 


Be aware of the geographical centers-of-gravity of your field, and ask yourself if you're willing to move in order to make the most of your professional life 


There are no broad-spectrum right or wrong answers to these issues. In fact, the best solutions to any of these problems are profoundly personal. And as long as you understand that, and as along as you're able to make decisions wisely, you'll be just fine.


In fact, you'll be more than fine. You'll be successful.


									        (Management)





MARCH			Phase: Rejuvenation			Concerns: Impact


And while there are innumerable ways in which your graduate school decisions can affect your professional life, there are some that are more important than others.


Make sure you'll be happy in the work environment typical of the field in which you'd like to work 


Understand what the financial compensation will be, and how much work and time will be required of you in order to succeed 


Be aware of the geographical centers-of-gravity of your field, and ask yourself if you're willing to move in order to make the most of your professional life 


There are no broad-spectrum right or wrong answers to these issues. In fact, the best solutions to any of these problems are profoundly personal. And as long as you understand that, and as along as you're able to make decisions wisely, you'll be just fine.


In fact, you'll be more than fine. You'll be successful.


									        (Management)





APRIL			Phase: Rejuvenation			Concerns: Impact


				moving to reflection	





MAY				Phase: Reflection			Concerns: Impact


And while there are innumerable ways in which your graduate school decisions can affect your professional life, there are some that are more important than others.


Make sure you'll be happy in the work environment typical of the field in which you'd like to work 


Understand what the financial compensation will be, and how much work and time will be required of you in order to succeed 


Be aware of the geographical centers-of-gravity of your field, and ask yourself if you're willing to move in order to make the most of your professional life 


There are no broad-spectrum right or wrong answers to these issues. In fact, the best solutions to any of these problems are profoundly personal. And as long as you understand that, and as along as you're able to make decisions wisely, you'll be just fine.


In fact, you'll be more than fine. You'll be successful.


									        (Management)





JUNE			Phase: Anticipation			Concerns: Impact


And while there are innumerable ways in which your graduate school decisions can affect your professional life, there are some that are more important than others.


Make sure you'll be happy in the work environment typical of the field in which you'd like to work 


Understand what the financial compensation will be, and how much work and time will be required of you in order to succeed 


Be aware of the geographical centers-of-gravity of your field, and ask yourself if you're willing to move in order to make the most of your professional life 


There are no broad-spectrum right or wrong answers to these issues. In fact, the best solutions to any of these problems are profoundly personal. And as long as you understand that, and as along as you're able to make decisions wisely, you'll be just fine.


In fact, you'll be more than fine. You'll be successful.


									        (Management)








