
MENTOR GUIDELINES 

These guidelines were written as policy for all mentors of all beginning teachers who are 
contracted for a minimum of one-half time in the Maryville R-II School District.  Beginning 
teachers are assigned mentors for their first two years of teaching in accordance with guidelines 
from the State of Missouri. 

I. Guidelines 
 
A.  According to the Department of Elementary and Secondary Education, the mentor is 

to serve as a coach, role model and helper – not evaluator. 
 

B. The mentor shall be assigned by the principal or director of his/her respective school. 
 

C. When at all possible, the mentor shall have had five years of teaching experience and 
be willing to participate in mentoring activities. 

 
D. When at all possible, the mentor should be teaching the same grade level/subject area 

and be certificated in the same grade level/area as the beginning teacher.   
 

E. The mentor for a full-time FIRST YEAR teacher shall serve as a guide for the 
beginning teacher for one year, which shall include a minimum of 90 hours of 
observation and counseling.  The mentor for a part-time FIRST YEAR teacher shall 
serve as a guide for that teacher for a number of hours in proportion to the beginning 
teacher’s contracted time.  (For example, a 4/7 teacher will be mentored for 4/7 of 90 
hours, or 51 hours.)  Time spent in observation and counseling will be documented in 
a logbook maintained by the mentor.  At the end of mentorship, this logbook shall be 
forwarded to the superintendent’s office for inclusion in the mentored teacher’s 
permanent file. 

 
The mentor for a full-time SECOND YEAR teacher shall serve as a guide for the 
teacher for one year, which shall include a minimum of 45 hours of observation and 
counseling.  Time spent in observation and counseling will be documented in a 
logbook maintained by the mentor.  At the end of mentorship, this logbook shall be 
forwarded to the superintendent’s office for inclusion in the mentored teacher’s 
permanent file. 
 

F. The mentor should be provided in-service for mentoring.  Mentor training will be 
coordinated through the Professional Development Committee. 
 

G. The mentor for a full-time FIRST YEAR teacher shall be compensated for this 
assignment in the amount of $1,000 per year, in addition to the mentor’s regularly 
contracted salary.  The mentor for a part-time FIRST YEAR teacher shall be 
compensated in proportion to the beginning teacher’s contracted time.  (For example, 
the mentor for a 4/7 teacher shall be compensated 4/7 of $1,000, or $571.) 

 



The mentor for a full-time SECOND YEAR teacher shall be compensated for this 
assignment in the amount of $500 per year, in addition to the mentor’s regularly 
contracted salary.  
 

H.  The mentor should discuss mentoring activities with the building administrator. 
 
1. Confidentiality is essential between the mentor and the beginning teacher. 
2. All video tapes, notes, recordings, etc., shall be the property of the beginning 

teacher. 
 

I. The mentor for a full-time FIRST YEAR teacher may be released from his/her 
classroom up to 4 school days, to be taken in ½ day segments, in order to observe the 
beginning teacher in his/her classroom.  The mentor for a part-time FIRST YEAR 
teacher may be released from his/her classroom up to 2 school days, to be taken in ½ 
day segments, in order to observe the beginning teacher in his/her classroom. 
 
The mentor for a full-time SECOND YEAR teacher may be released from his/her 
classroom up to 2 school days, to be taken in ½ day segments, in order to observe the 
beginning teacher in his/her classroom. 
 

J.  The beginning teacher is encouraged to observe master teachers in the classroom.  
The full-time FIRST YEAR teacher may be released from his/her classroom up to 4 
school days in order to observe colleagues in other classrooms.  The part-time FIRST 
YEAR teacher may be released from his/her classroom up to 2 school days in order 
to observe colleagues in other classrooms. 
 
The full-time SECOND YEAR teacher may be released from his/her classroom up to 
2 school days in order to observe colleagues in other classrooms. 
 

K.  When possible, the mentor will be released from scheduled before or after school 
duties, in order to be available for consultation when needed. 

II. Duties 

A.  The mentor should receive training in these areas: 
1.  The role and responsibilities of all members of the new teacher’s professional 

development team, including the new teacher, the mentor teacher, the supervisor 
(typically the building administrator) and the higher education representative. 

2. The role and responsibilities of the district’s professional development committee. 
3. Techniques of coaching and counseling peers. 
4. The format and content of the new teacher’s professional development plan. 
5. Use of teacher evaluation (including the fourth-year college assessment) to help 

the beginning teacher draw on areas of strength. 
6. Resources (people and publications) available to beginning teachers at the district, 

higher education, regional, state and national levels. 
7. Techniques of classroom observation. 
8. Current theory and models of instruction and classroom management. 



 
B. The mentor shall assist the building administrator and the new teacher in developing 

the new teacher’s professional development plan, including certification upgrade 
form PC-I to PC-II. 

 
C. The mentor will meet with the beginning teacher before the school year begins, to 

review the professional development plan and formulate specific classroom 
management procedures. 

 
D. Before the first day of school, the mentor will provide the beginning teacher with 

curriculum guides, previous teacher files, and other materials that may be used in the 
specific discipline of his/her assignment. 
 

E. The mentor may assist the beginning teacher in understanding and meeting 
expectations after the Performance-Based Teacher Evaluation conferences. 
 

F. The mentor and administrator may make arrangements for the beginning teacher to be 
released from the classroom to observe colleagues in the teaching process.  This 
release should be scheduled at times and in settings most beneficial to strengthening 
the beginning teacher’s skill. 

 
G. At the end of the school year, the mentor will review the professional development 

plan with the beginning teacher. 

 

 

  



MENTOR EXPECTATIONS 

For contact hours that are to be documented in the log, it is expected that the mentor will meet 
with the beginning teacher in a professional setting. 

In addition, it is expected that the mentor will meet with the beginning teacher once a month to: 

• Answer questions and provide information 
• Listen to concerns and help solve problems 
• Advise, support and encourage 

Suggesting topics for the monthly meetings are: 

 August – Professional development plans, classroom management 
September – Teacher evaluation, open house, teacher/principal observations 
October – Keeping records, progress reports, preparing for student/parent conferences, 
documentation 
November – Conferences:  How did they go?  Activities outside the classroom 
December – Student concerns: What do I do?  Support teams, documentation of concerns 
January – Aligning assessments to curriculum, MAP, Terra Nova 
February – Instructional strategies for all students, active participation 
March – Assessments, testing strategies, preparing for testing 
April – Evaluate PD plan, professional development, professional responsibility, research 
May – Evaluation of the year, goals for next year, completion of the year 

It is encouraged to schedule some share time at the end of each of these meetings so that the 
beginning teacher can ask questions and discuss any problems. 


