Chicago Teaching Partners

Collective Wisdom: A Mentor Guide Developed by Mentors

Orientation to Our School

What to explain about

· How the school is organized

· Office Procedures

· Payroll

· _____________________________

What’s where?

	What You’ll Need
	Where To Find It

	
	

	
	

	
	

	
	

	
	

	
	


Who’s who?

The new teacher will need to know different persons in the school.  Encourage them to complete their own directory.  Start with the Top Ten.

	Person
	Position
	What Support this Person Provides
	How to Contact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


When do we meet?

Set up a time to meet with your FACE teacher.  Schedule two hours after school, preferably one at the beginning of the week, one toward the end of the week.  Schedule one period to meet during the week.

When we’ll meet. 
_____________________   


_____________________

_____________________


If your school has more than one FACE teacher, you could arrange that the group meets for one hour and then the other hour is for individual meeting.

If you or the FACE teacher are absent on a day of a meeting, either  reschedule that session or arrange for someone else to provide that hour’s mentoring.

Focus of the Month
Each month choose one focus for your mentorship.  You can choose it in advance and then adjust based on the individual needs of the teacher. 

	Month
	Focus
	Resources to Use

	February
	
	

	March
	
	

	April
	
	

	May
	
	

	June
	
	


Reporting Responsibly

You will report each week’s progress through an on-line system that you will be able to access.  You will receive log-in information to complete that reporting.  The first month’s reports will be done with paper that you fax.

Weekly Mentoring Report

Fax to 773-325-4321 each week.

Complete this form at the end of each meeting.  

Name of Mentor: _________________________   School: ______________________

Name of FACE teacher: _____________________Week of: _____________________

	When We Meet
	What We Discussed
	Outcomes

	
	
	

	
	
	

	
	
	


This week’s most important progress:

Any questions or concerns:

How do I

(Make notes of items you want to share with the FACE teacher in each category.)

Fill in the forms?

Co-teach?

Communicate with Parents?

