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Mentee/Mentor 

Checklist 
  

We have discussed/reviewed the following 

topics (timeframes suggested):  

August/September/October 

Parent Communication  
 

☐ Back to School Night/Open House  

        ☐ Cedar Ceremony 

        ☐ Culture  

☐ Proactive parent contacts (positive first) 

       ☐ Celebrations/treats 

        ☐ Parent log in form 

☐ Parent Teacher Conferences  

        ☐ Scheduling  

        ☐ What is shared  

        ☐ Student handbook    

        ☐ Student dismissal procedures  

        ☐ Van or walk 

☐ Parent Organizations (PTA, parent volunteers)  

        ☐ Parent concerns 

        ☐ Classroom visits/visitor pass 

 

Curriculum  
 

☐ Review existing curriculum 

         ☐ Homework/make-up work 

☐ Location of materials/library 



☐ Review existing curriculum 

☐ Weekly Planning Guides 

☐ Multi-Culture Education 

☐ Go EduStar 

☐ Attendance/truancy 

☐ Grades  

☐ Curriculum planning and expectations  

☐ Deadlines for report cards and progress reports   

☐ Textbook use, policies, & procedures 

☐ Schedule/Specials 

☐ Classroom walk through with Mentor 

☐ Classroom responsibilities 

☐ Playground responsibilities 

 

 

Assessment  
☐ Measure of Academic Progress (MAP)  

☐ Nebraska State Accountability (NeSA-R,M,S,W)     

☐ AIMSweb  

☐ National Assessment of Educational     

    Progress (NAEP) 

☐ Curriculum Assessment 

 

 

District Information  
☐ Main office 

☐ Mail box 

☐ Leave slips 

☐ Incident reports 

☐ Maintenance requests 

☐ Technology requests/computer 

☐ Transportation requests 

 

☐ Kitchen/Lunchroom procedures 



☐ Field Trip  

☐ Substitute procedures, lesson plans, & substitute        

     folders  

☐ Email and computer use  

☐ Attire, including Jean day Fridays  

☐ Culture 

☐ UNEA 

☐ Evaluations/walk-throughs   

☐ School Alert (funeral, water, snow) 

☐ School Calendar 

☐ APL 

☐ Home liaison/home visits 

☐ Staff Handbook 

☐ US Flag/Pledge 

 

School Information  
☐ Extracurricular School /Duties/Responsibilities  

☐ Staff Meetings  

☐ Safety Drills/Safety Manual 

  ☐ Fire drills  

  ☐ Tornado drills  

  ☐ Emergency crisis procedures  

  ☐ Lock down/evacuation      

☐ Student behavior/ discipline (Go EduStar)  

☐ Referrals (office, SAT, MDT, IEP)  

☐ Orientation of the building 

☐ Staff and responsibilities  

☐ Advisory Groups 

☐ Restroom/planner/pass 

 

 

 

 



Professional Learning 

Communities (PLCs)  
☐ Meeting schedule  
 

Professional Learning  
☐ Teacher professional development opportunities  

☐ Work days/in-service 

☐ Safe schools online learning 

☐ Personal/Professional Goal 
 

 November/December  
 

Weather  
☐ Indoor recess procedures  

☐ Weather related school cancellation procedures  

☐ Early outs staff/students 

☐ Recess student attire 
 

End of Semester  
☐ Grades/Report Cards post 

☐ Planning for Second Semester  
  

Illness  
☐C all or speak with Admin  

☐ Excessive Absences  
   

Assessment  
☐ MAP  

☐ NeSA-W (Grades, 4, 8, 11)  

☐ AIMSweb 

☐ NAEP (National Assessment of Educational     

    Progress) 

☐ Data/Goal setting 



January/February/March  

 

Assessment  
☐ NeSA-W (Grades, 4, 8, 11)  

☐ NeSA-R,M (Grades 3-8, 11)  

☐ NeSA-S (Grades 5, 8, 11)  

☐ MAP 

☐ AIMSweb 

☐ NAEP (National Assessment of Educational     

    Progress) 

☐ Goal Setting 
 

☐ Classroom/time management 

☐ Student problems 
 

April/May  
 

Contract renewal  
☐ Notification of re-employment  
 

Year End Procedures  
☐ Budgets/ordering supplies  

☐ Classroom inventories  

☐ Final grades  

☐ Teacher checkout  

☐ Cumulative Folders  
  
We welcome your suggestions for other topics that new 

teachers may find helpful.  

  

_______________________________________ 

Mentee signature  

  

______________________________________ 

Mentor signature  
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 PROFESSIONAL REFERENCE FOR TEACHERS 
 

The Top 10 Things New Teachers Should Know 
by Catherine Wilcoxson, Ph.D. 

 

1. Don’t worry so much about doing the right thing. There is no one right way. 

You must determine what works best with your personality, your students, and 

school policies. It will help if you have read your school’s student handbook. The 

guidelines in the handbook will help you avoid some of the more obvious pitfalls 

and give you some insight into the culture of your new school. 

 

2. Relax. Get to know your students. Listen, empathize, and above all be patient. 

Your students are great people. Let them know that you care about them and their 

education. Also let the students know that you are not infallible—be comfortable 

enough with yourself that you can admit when you do not know an answer and that 

you are willing to learn with your students. Establish that “sense of presence” that 

conveys to students and anyone observing the classroom that you are confident, 

capable, organized, prepared, responsive to students’ needs, and able to make the 

class engaging for all students. Remember, stop worrying about yourself and what 

you are doing. Think about your students and enjoy working with them. 

 

3. Teaching is hard work. It is much more work than you ever thought possible. It 

is essential that you are organized and use your time efficiently. Beginning 

teachers are generally surprised at the amount of time it takes to plan effectively. 

Determining objectives, deciding on activities, collecting materials, grading 

papers, and making informed decisions take a tremendous amount of time. And 

just when you think you have everything planned and organized, there is an 

unexpected fire drill, student assembly, or early dismissal that forces you to adjust 

your plans. It is essential that beginning teachers give themselves sufficient time to 

plan as well as learn to be flexible. Flexibility in time management is also essential 

to accommodate the diversity of students’ background knowledge and the manner 

in which they learn to process information. Successful teachers are willing to stop 

and reteach if necessary or to modify lesson plans if it becomes clear that more or 

less time is required. It will help if you thoroughly think through your day’s 

activities and objectives, keep careful records and notes, and prepare to explain and 

give common everyday examples. Don’t be afraid to ask for suggestions and 

opinions. Talk to colleagues. Most teachers are flattered that you asked. 

 



4. Standards cannot be ignored and should not be feared. There are pressures 

of test scores and state standards that must be met. Standardized tests are often 

used to determine school and district performance, allocate funds, and gain public 

approval. These test scores may even be published. Look at the standards as an aid 

to good teaching. Standards help you decide what to teach, support your decisions 

about what and how to teach, convince the public that you are familiar with the 

field of science teaching, and focus curriculum so that you do not spend too much 

time on a favorite subject and ignore important concepts that must be taught. To 

relieve your anxiety about standards, offer to serve on the committee that 

implements standards in your school. 

 

5. Write objectives that focus on student learning, not on today’s task. For 

example, “Build a model of a dam” is a task while “Simulate the principle of how 

dams work” is what you really want students to learn. Focus on what you really 

expect students to learn and to be able to do. Thinking about the criteria for student 

success before giving an assignment will help you determine your expectations. 

Critics will say this leads to grade inflation, but I disagree. Almost all students 

want to succeed. Clearly stating your expectations up front helps students to know 

what they need to do to be successful and helps to build student confidence in you 

as a fair teacher. Expectations need to be realistic and challenging for all students. 

Creating a list of expectations that provides for a range of abilities and skill levels 

can be difficult; however, students of all abilities must have the opportunity to 

succeed. Having clear expectations (objectives) will help you focus your lesson 

plan by allowing you to ask yourself, “How does this lesson or activity bring my 

students closer to meeting expectations?” 

 

6. Smile, and do so frequently. Forget the adage, “Don’t smile until Christmas.” 

Smiling and demonstrating a sense of humor will not compromise your authority. 

You may be the only adult who smiles or greets an individual student warmly 

today. You may never know the importance of those smiles or other expressions of 

caring. Remember, you do not know what has happened to your students before 

they entered your classroom. Maybe they have had a fight with their mom or dad 

or with a sister or brother before leaving for school; maybe they haven’t eaten; 

maybe they are feeling sick or have been teased in the hallway. Give them a break. 

Make them happy to be in your classroom everyday. Think about the difference in 

the following scenarios: A student has been absent from class for several days. As 

you greet students coming into the classroom, you might say in a stern and 

authoritarian voice “Tommy, you have been absent for three days. Your homework 

is in your folder. You have until Thursday to turn it in.” Or as you greet the 

student, you smile and say, “Tommy, I’m so glad to see you. I was beginning to be 



concerned. You have been gone for three days. Your homework is in your folder. 

Please pick it up and complete it by Thursday. You may ask me or your fellow 

students for help.” In both cases, you are the person in charge of the classroom. 

However, in one case, a positive classroom environment is established where a 

student feels important and cared for, while in the other, rules or procedure is more 

important than the child. Which classroom would you rather be in? 

 

7. Respect your students. Treat your students as intelligent humans beings. 

Avoid categorizing them as lazy, bright, unorganized, etc. Rather, look for each 

student’s unique qualities. Do not allow put-downs or sarcasm in your classroom. 

Show by example that every comment is valued and must be constructive or 

helpful to others. Students can be taught responsibility for their own actions by 

following your example. This means you should always be prepared, return papers 

promptly, and provide feedback that is quick, helpful, and thoughtful. Chances are 

that if you respect your students, they will respect you. 

 

8. Believe in your students even if they don’t believe in themselves. Treat 

students as valued members of society. Give them hope and confidence that they 

can develop as strong individuals. Giving students answers or taking over and 

doing an experiment or activity for them leads to learned helplessness. The 

students begin to feel incompetent and doubt their ability to succeed. It is also 

important that discipline is not perceived as being personal. The act is criticized, 

not the student who has erred in judgment. We are all learning acceptable modes of 

behavior. Help them learn. 

 

9. Don’t isolate yourself. New teachers are often overwhelmed with the demands 

of their first teaching job, fear of failure, and uncertainty about the best course of 

action. Compounding this situation can be a feeling of isolation and the need to 

talk about work and the problems you have encountered. It is essential that 

beginning teachers become proactive in developing a support system. Often, 

experienced teachers become entrenched in a day-to-day routine and are so busy 

with their own concerns that they do not realize that a beginning teacher might 

need help or support. Take the initiative to develop personal and professional 

relationships in your school. If possible, establish a mentor relationship with an 

experienced teacher. A mentor relationship encourages you to cooperatively seek 

solutions, increases your awareness of alternatives, provides a sounding board to 

vent frustrations, and allows you to learn from the experiences of a colleague. 

 

10. It is not appropriate to teach the way we were taught. Chances are that 

your students are growing up in a world completely different from the one you 



grew up in. Technology, lifestyles, economics, and many other factors have 

created a different world than when you were in school. Students at this level are 

still curious, imaginative, enthusiastic, and talkative. The classroom environment 

tends to be very lively. However, as a first-year teacher, you may be surprised to 

learn that students are not as you remember yourself as a middle school student. 

Today’s students seem less motivated to learn and more interested in other things 

such as listening to music, going to the mall, or playing video games. You can 

capitalize on your students’ energy and enthusiasm by making connections 

between what you teach in the classroom and your students’ everyday lives. Before 

you can do this, you need to know what students’ lives are like outside the 

classroom. A good way to learn about your students is to allow them to choose 

their own topics for projects. This gives you the opportunity to see what your 

students are interested in and helps make the learning relevant. An added benefit is 

that when students are involved in deciding what to study and how to demonstrate 

their understanding, they develop a sense of ownership and generally try to exceed 

your expectations. In conclusion, effective teachers are constantly learning from 

their successes and failures. To be effective, teachers must look back on their 

practices and assess what works well, what doesn’t, and how they might improve 

as teachers. Keeping a journal is an excellent means of keeping track of your 

performance, and it can provide valuable information for your own professional 

development 
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What New Teachers Really Need  
Scott Mandel 

What first-year teachers say they need to survive on the job is often markedly 

different from what schools provide. 

 

Monica quit. One year of teaching was more than enough for her. She had looked 

forward to teaching for years and did quite well in all of her education preservice 

classes. But she couldn't take it anymore. When her principal questioned her 

decision, she told him it was the stress. He nodded, shook her hand, wished her 

luck, and led her to the door. 

 

However, it wasn't the kids. Monica related well to her students and truly enjoyed 

most of her classes. The stress was the result of everyday frustrations associated 

with her first year of teaching. No one seemed to understand what she was going 

through; no one was there to help her survive that first year. 

 

Sure, the district offered her special workshops designed for new teachers. They 

had impressive titles and dealt with what the district considered important subjects 

for a teacher to master, including “Aligning Your Curriculum to the State 

Standards” and “Analyzing Student Data to Achieve Proficiency on State Exams.” 

Monica dutifully went to all of these mandatory workshops. She took the handouts 

and placed them in the trunk of her car. Then she sat on her couch at home and 

tried to figure out the problems she really needed help with—how to set up her 

classroom for the first day, or how to teach five hours of material in three hours. 

Sadly, in the long run, Monica became another first-year teacher who didn't 

survive. It wasn't problems with the students that did her in; it wasn't the parents. It 

was the inadequacies of today's system of preparing and supporting new teachers. 

 

New Teacher Mentoring: A Crucial Support 
 

Regrettably, Monica's story is becoming commonplace. Since No Child Left 

Behind was enacted, school districts have felt forced to focus solely on testing. 

Virtually every statewide and districtwide curricular decision today is based on 



raising test scores. Consequently, nearly every education decision at the local 

school level involves “teaching to the standards.” This excessive focus on testing 

and standards has led to a lack of focus on the practical guidance and support that 

would help first-year teachers stay afloat. 

 

New teachers are not thinking about raising scores on the standardized test in May; 

they are more concerned about getting through fifth period tomorrow. First-year 

teachers have one basic goal in mind—survival. Experienced educators tend to 

forget what it was like when they were new to the classroom; they tend to get out 

of touch with what new teachers really need. And much of what new teachers need 

can only be provided through supportive interaction with veteran teachers. 

Help from a trained, caring mentor is a crucial ingredient in helping new teachers 

survive their first year. Yet teacher mentoring programs are being eliminated in 

many states because of budget shortfalls; in California, state-funded mentoring 

programs have been eliminated entirely. The Los Angeles school district used to 

assign one experienced classroom teacher trained in mentoring to meet with every 

two new teachers 10 hours a month each. With recent budget cuts, the district now 

assigns 1 teacher to meet with 30 new teachers in a group once a month. New 

teachers in this district are clearly not getting the individual attention they used to 

get. 

 

Even when mentor programs are well staffed, mentors can't help first-year teachers 

unless they understand and provide the kinds of information and support that new 

professionals really need. For mentoring to truly help new teachers, the agendas for 

mentoring sessions need to come more from the new teacher than from the mentor. 

A mentor is there to make the teacher's first year easier, not to teach the new 

professional how to teach or to push the school district's agenda. 

 

What New Teachers Want to Know 

 
During the last 15 years, as I have mentored new teachers and trained teacher 

mentors in Los Angeles schools, I asked approximately 50 other mentors about 

what kinds of help new teachers had requested, and what skills they had asked for 

help with. I also asked approximately 50 teachers in their second, third, or fourth 

year on the job what information and skills they had needed help with during their 

first year. 

 

None of the first-year teachers said they wished they'd had more information on 

how to align the curriculum to state standards or on how to analyze standardized 



test scores. Rather, they wished that they'd had help with specific practical 

information and skills. The concerns of the new teachers fell within five broad 

areas:  

 

 Setting up the classroom and preparing for the first weeks of school 

 Covering the required curriculum without falling behind or losing student 

interest 

 Grading fairly 

 Dealing with parents 

 Maintaining personal sanity 

The Classroom and the First Weeks 

 
The information provided in the school handbook or in orientation meetings rarely 

goes far enough in addressing the myriad of questions that most new teachers have 

in their first weeks. The new teachers I interviewed most often mentioned such 

questions as, How do I arrange the physical classroom for the first week?  

What books and supplies do I need, and where can I get them? Do I have to buy 

them with my own money? What should I put on my bulletin boards? Do I leave 

them blank until I get student work? To whom do I go for help with discipline 

problems? How do I decide what to teach the first days and weeks of school? 

Should I give homework? When and how should I test students?  

Who is going to evaluate me—and how?  

 

When I mentored new teachers in our district, I suggested they keep a notepad with 

them at all times during their first few weeks and jot down every practical question 

that occurred to them. Even in the absence of a formal mentoring program, schools 

should at least assign a veteran teacher to each new teacher to answer practical 

questions like these throughout the year—and, ideally, to answer questions that the 

teacher doesn't yet know to ask. 

 

Covering the Curriculum 
As the school year progresses, new teachers' questions turn to the mechanics of 

everyday teaching—specifically, how to keep students interested and maintain 

control in their classes while still covering the required material. New teachers 

often sense that what they are doing is not working but don't know how to fix it. 

Teachers begin to notice that they are calling on the same students during each 

class discussion or that discussions are not as rich as they had hoped. By the third 



month of school, new teachers realize that they are already behind in teaching the 

curriculum. Feeling pressure to cover the required curriculum in any possible way, 

teachers may cut out creative ideas they had planned to try. Deleting creativity 

often leads to student boredom and discipline problems. 

 

Mentors should model curriculum planning and time management. I often share 

with new teachers two strategies for keeping up with required content material 

while keeping lessons interesting. First, I recommend combining several teaching 

goals in one lesson or assignment, even across disciplines. For example, if one of 

your language arts goals is to teach research paper writing, use one of your social 

studies topics for content. Second, teachers can use homework not only for review, 

but also to introduce new concepts. If you have four sections of a social studies 

text to cover, cover three in class and assign one as homework. Review the basic 

concepts in class the next day. 

 

Grading Fairly 

 
Many teachers I interviewed said that they wished they had had more guidance on 

grading during their first year. New teachers want to grade according to school 

policy, but still be fair to their students. They want the grades to be accurate, but 

not to hurt a student's self-esteem. And they don't want to have to spend hours 

figuring out grades. 

 

Efficient and fair grading, one of the most fundamental teacher tasks, is not a skill 

normally taught in education classes or new teacher workshops. Somehow, our 

education system seems to assume that new teachers already know effective 

grading techniques or can easily learn them on their own. But fair grading is 

complicated, as the following example shows:  

 

A new teacher gave five tests, each worth 100 points. She graded on a scale in 

which 90 or above = A, 80–89 = B, 70–79 = C, 60–69 = D, and below 60 = F. One 

student scored as follows: 95 (A), 85 (B), 30 (F), 80 (B-), 20 (F). With an A, two 

Bs, and two Fs, the student expected an overall grade of C. However, when the 

teacher numerically averaged the five grades, she came up with an average of 62, 

which figured out to a grade of D-. The teacher knew that this result was 

mathematically correct, but it somehow didn't seem fair to this student and she 

didn't know why. 

 



So they are not regularly stymied by grading dilemmas like this one, new teachers 

need explicit, practical training in grading techniques from professional 

development early in the school year or from a teacher mentor. The inexperienced 

teacher in this example did not realize that by using straight averages with grades, 

she unfairly weighted the Fs. If she converted all Fs below 50 to a straight 50 for 

averaging purposes, she could recalculate the student's test scores as 95 + 85 + 50 

+ 80 + 50 and divide the sum by 5. This would result in a grade of 72 or C-, a 

much fairer grade for this student. 

 

Dealing With Parents 

 
Many of the new teachers I interviewed said they had wanted more guidance for 

dealing with parents, especially at conference time. Professional development for 

new teachers should address this need early in the school year. Mentors might, for 

example, role-play possible parent meeting scenarios with new teachers. I also 

share with new teachers the following principles for dealing with parent 

conferences:  

 

Think of the parent as an ally, not an enemy (the golden rule of conferencing).  

Always begin the conference with a positive comment about the student.  

Insist on the presence of the student. When parents report to their child what the 

teacher said in the conference, the child may contradict or object to what was said; 

miscommunication and mistrust may result.  

 

Use positive statements when discussing the student's personal qualities. If you 

must make negative statements, make clear you are talking about the student's 

behavior, not his or her character.  

 

Be objective. Use numerical facts more than adjectives.  

 

Do not say anything you cannot defend objectively.  

 

Do not take verbal abuse. If you are not treated with respect, end the conference or 

send for assistance.  

 

Maintaining Personal Sanity 

 
One of the central concerns of new teachers is dealing with the daily stress of the 

job. New teachers need to learn how to deal with their stress as much as they need 



to learn how to teach. Otherwise, they burn out and leave the profession. Notice 

how many new teachers you see in your school's teacher lunchroom during breaks. 

Instead of taking breaks, new teachers often are in their rooms, trying to keep their 

heads above water with grading, planning, and paperwork. Working in the 

classroom without a break ultimately leads to physical and mental exhaustion. 

A supportive mentoring relationship can ease stress, and mentors should help new 

teachers learn to reduce anxiety. I share the following strategies for alleviating 

stress with every new teacher:  

 

Prepare well for your lessons.  

 

Keep your grading and paperwork up-to-date, even if you must do so before school 

or on a weekend. Allowing paperwork to accumulate is a great source of stress.  

Seek advice from experienced teachers. You will learn that your classroom 

problems are not unique, and that others have successfully resolved similar 

problems.  

 

Make a list (realistically short) of what you hope to accomplish in a day or 

throughout the week. There is great mental satisfaction in crossing off items.  

 

Avoid becoming isolated. Socialize with your colleagues, talking about non-school 

subjects, every day.  

 

Accept your mistakes as learning experiences. New teachers who never fail in their 

lessons are the ones who never try anything new.  

 

Practical and Ongoing Teacher Prep 

 
Ideally, new teachers should be taught some of these practical “survival skills” in 

their teacher preparation programs. Teacher education courses should address new 

teachers' concerns and give preservice teachers strategies for finding the answers to 

these kinds of questions on their first teaching assignment. Too many new teachers 

are being thrust into classrooms with minimal practical teaching knowledge or 

even actual student teaching experience. This is especially true in accelerated 

credential programs. 

 

After new teachers begin teaching, their schools should continue the process of 

helping them meet practical classroom challenges. In addition to mentors, schools 

might provide monthly professional development workshops on timely issues: for 



example, a workshop on conducting a positive parent conference in the weeks 

before conferencing or a session on how to figure out grades before the first report 

cards are due. The content of professional development workshops must derive 

from the expressed needs of new teachers themselves. 

 

New teachers' needs differ markedly from those of more experienced teachers. 

Keeping the status quo will only result in continued new teacher attrition. We must 

provide new teachers with the kind of information they most need to make it 

through their first year. Otherwise, we will continue to lose the Monicas of our 

profession. 

 
Scott Mandel teaches English, history, and musical theater at Pacoima Middle 

School in Pacoima, California; 818-970-7445; mandel@pacificnet.net. He is 

author of The New-Teacher Toolbox: Proven Tips and Strategies for a Great First 

Year (Zephyr Press, 2003). 
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Mentoring is a Unique Opportunity 

Mentoring is not training, social chit-chat, or supervision. It is a unique 

relationship that takes participants out of their day-to-day activities to plan for their 

future and strategize how they will achieve their goals.  

There are several factors which can take a typical relationship and turn it into a 

mentoring relationship, for example:  

 Mentoring relationships focus on the needs of the mentee. 

 Mentoring relationships take advantage of those moments when a mentee 

has an immediate need and the mentor is there to assist. 

 Mentors share their personal insight based on experience; such pertinent 

real-life experience is rarely written down and would be difficult to find in a 

book or on the Internet.  

 Mentoring requires going the extra mile for someone else; therefore, it's 

important that mentees be ready and willing to express their appreciation. 

The goal of the mentoring program is to help you identify your professional goals 

and a strategy for achieving them. The benefits of mentoring vary across 

relationships but often include: 

 

• More confidence in yourself and your career goals; 

• An expanded professional network; and 

• Increased inter-personal skills. 

 

What makes a mentoring relationship successful? 
 

There is no single model for a successful mentoring relationship, as it depends on 

the individuals involved in the relationship. However, there are some key elements 

that contribute to a successful relationship: 

 

• Honesty between the mentor and mentee; 

• A firm commitment to the relationship both in terms of time and effort; 

• Follow through on the part of both the mentor and the mentee 

• Adherence to any confidentiality agreements made by the mentor and the mentee. 

 



Role of the Mentor 

Understanding your role and responsibilities within the mentor/mentee relationship 

will better enable you to reach all of your desired goals. 

As a mentor, your primary role is to provide guidance and support to your mentee 

based on his or her unique developmental needs. At different points in the 

relationship, you will take on some or all of the following roles: 

Coach/Advisor 

 Give advice and guidance, share ideas, and provide feedback 

 Share information on "unwritten rules for success" within 

environment/organization 

Source of Encouragement/Support 

 Act as sounding board for ideas/concerns about school/career choices; 

provide insights into possible opportunities 

 Provide support on personal issues if appropriate 

Resource Person 

 Identify resources to help mentee enhance personal development and career 

growth 

 Expand the mentee's network of contacts 

Champion 

 Serve as advocate for mentee whenever opportunity presents itself 

 Seek opportunities for increased visibility for mentee 

Devil's Advocate 

 When appropriate, play devil's advocate to help mentee think through 

important decisions and strategies 

The success of the mentoring relationship depends on the time and commitment invested in the 

relationship.  A strong mentoring relationship helps mentees adjust to and succeed in the work 

environment. When solid communication and commitment are established between employees 

and the work organization, the incidences of employee dissatisfaction and turnover may be 

reduced. 



 

It’s an Honor to be a Mentor 

What is mentoring?  Through a balance of offering positive support, creating 

collaboration, and facilitating vision, mentoring cultivates learning-focused 

relationships with a primary purpose of developing novice teachers into skilled, 

reflective practitioners. 

 

Program Goals:  

      1.   To promote excellence in teaching as described in the Nebraska  

            Teaching Standards 

      2.   To enhance student achievement 

      3.   To build a positive supporting environment for beginning educators 

      4.   To increase the retention of promising beginning educators 

      5.   To promote the personal and professional well-being of educators 

      6.   To support continuous improvement and growth of beginning educators       

            and mentors. 

 

The mentor’s role is to develop a learning-focused relationship that balances 

offering positive support, creating collaboration, and facilitating a 

professional vision.  This occurs through coaching, collaborating, and 

consulting.  One of the primary roles of a mentor is to develop reflective 

practitioners.  This is an extension of the natural, obvious supports a teacher 

needs when they are new to education.   Mentor-beginning educator engage in 

learning-focused interactions.  Of course, mentors help with things like 

getting to know where things are and what to do, but most importantly, they 

support professional learning.   Educators engage in learning projects centered 

on the Nebraska Teaching Standards to develop the knowledge and skills to 

obtain their standard license AND to become a high quality teacher. 

 

 

 

 

 



Mentor Expectations 

 To meet 1 hour every professional development Friday (large group) 

 Also meet at least 10 minutes per week (individually) 

Support Learning Project implementation 

 Support the Teacher in timely completion of the checklist. 

 Engage teachers in the development of knowledge and skills with the teaching 

standards 

 Make an on-going commitment of time to support this new professional—a 

minimum of 13 hours per semester, which includes structured and unstructured 

times. 

Apply effective mentoring practices 

 Rotate between coaching, collaborating, and consulting  

 Initiate open-ended communication by using facilitated conversations for 

planning, problem-solving, and reflecting to guide the mentee. 

Demonstrate professional leadership 

 Maintain professional confidentiality. 

 Meet deadlines and requirements. 

 Help beginning educator network with other educators. 

Communication 

 Maintain frequent communication. 

 Schedule collaborative times for connecting with mentee and engaging in 

learning-focused conversations. 

 Truly connect with mentee beyond an occasional e-mail check-in. 

 

 

Red Flags 

Be mindful of these pitfalls to quality mentoring… 

 Focused largely on day to day survival as a teacher 

 Just focused on acclimating a teacher to a building 

 Just being a helper 

 Primary communication is meeting at Connections meeting and asking mentee 

“How are you doing?”  “Do you need anything?”  “Be sure you let me know if 

you need anything?” 

 Expecting that mentee’s will contact you when they want/need support 

 Wanting mentee to do everything the way you do it 

 Treating mentee as a student teacher not as a colleague 

 Injecting your opinions on performance 

 Giving unsolicited advice  



 Always problem solving for the mentee not with the mentee 

 

 

Mentor-Collaboration Log: 

 

 Mentors may find it valuable to take notes of their conversations with 

mentee’s—to keep track of the focus of conversation, next steps, etc. 

 

WHAT KINDS OF ACTIVITIES & TIME COMMITMENT ARE 

REQUIRED?   

Mentors are required to meet frequently and regularly with their beginning 

educator.  Mentors will receive a $100 gift card for a year of mentoring after 

completing and submitting log sheet and checklist.  This stipend compensates the 

mentor for the additional time outside of contract time that is required as part of the 

mentoring program.  Mentors will be expected to complete a log of their mentoring 

contact hours.  This log will be provided and will need to be submitted before 

stipends are issued. 

 

 

 

 

 



Ten Tips for a Successful Mentor/Mentee 

Relationship 
 

A successful mentor/mentee relationship should be fulfilling and beneficial for all 

involved. Utilize these ten tips for a more effective and productive relationship: 

1. Keep communications open. 
Mentee: Be up front. Let your mentor know what your goals are and what 

you hope to take away from the program. 

Mentor: Help your mentee set realistic expectations. Also, if you know you 

will be unavailable because of business or personal travel, let them know. 

 

2. Offer support. 
Mentee: Remember that your mentor is there for you, but is only a guide. 

Mentor: Encourage communication and participation. Help create a solid 

plan of action. 

 

3. Define expectations. 
Mentee:  Review your goals. Make sure your mentor knows what to expect 

from you. 

Mentor: Help set up a system to measure achievement. 

 

4. Maintain contact. 
Mentee: Be polite and courteous. Keep up with your e-mails and ask 

questions. 

Mentor: Respond to your e-mails. Answer questions and provide advice, 

resources and guidance when appropriate. 

 

5. Be honest. 
Mentee: Let your mentor know if you don’t understand something or have a 

differing opinion. 

Mentor: Be truthful in your evaluations, but also be tactful. 

 

6. Actively participate. 
Mentee: Listen. Ask if you can observe your mentor’s practice if he/she is 

local. 

Mentor: Engage in your own learning while you are mentoring, collaborate 

on projects, ask questions and experiment. 



7. Be innovative and creative. 
Mentee: Offer ideas on what activities and exercises you can do together. 

Mentor: Share your ideas, give advice and be a resource for new ideas. 

 

8. Get to know each other. 
Mentee and Mentor: Remember that people come from diverse backgrounds 

and experiences. Get to know each other on an individual basis. 

 

9. Be reliable and consistent. 
Mentee and Mentor: The more consistent you are, the more you will be 

trusted. 

 

10. Stay positive! 
Mentee: Remember that your mentor is offering feedback and not criticizing. 

Mentor: Recognize the work the mentee has done and the progress made. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Mentor Communications Skill Guide 

Create the best mentor/mentee relationship possible. Here are some practical 

suggestions to help enhance your communication skills. 

Encourage Feedback 

 Tell mentees that you want feedback. Encourage them to give you both 

good and bad news. Welcome disagreement on issues. Then, thank them for 

providing the information. 

 Identify areas in which you want feedback. Do communicate your desire 

for feedback on areas that can help your own communication style. 

 Consider scheduling feedback sessions. It is easier to prevent mistakes or 

problems. 

 Use statements to encourage feedback. Statements such as “Tell me more 

about that,” or questions that can't be answered with yes or no will better 

foster a real conversation. 

Provide Constructive Feedback 

 Relax. Remember your highest intentions are to bring out the best in your 

mentees. Making an effort to relax will make a positive difference in the 

tone of your meeting. Be respectful. 

 Share your intentions. Remind your mentee that your feedback is NOT to 

tell them what they are doing wrong.  Instead, you are trying to bring out the 

best in them. 

 Clarify your expectations. Unvoiced expectations create problems when it’s 

time to provide feedback. Be clear. 

 Ask questions. When providing feedback, do not always assume that your 

Mentee understands or agrees with everything you have said. 

 See the positive as well as the negative. Remind your mentee of what their 

strengths are. 

Listen Up! 

 Prepare to listen. Effective listening requires preparation. Put aside papers, 

books, and other materials that may distract you. Make sure your mentee has 

your full attention. 

 Pay attention. Give your Mentee your undivided attention. 



 Show that you are listening. Especially if you are meeting over the phone, 

encourage your mentee to continue with small verbal comments like 

“Sounds good,” “Go on,” or even “Uh huh.” 

 Reflect on what has been said. Sometimes personal biases and beliefs can 

distort what we hear. As a listener, your role is to understand what is being 

said.   

Promote Consensus 

 Clarify the discussion. Make sure that the activity is understandable, orderly 

and focused on one issue at a time. 

 Remain open to different views. Good Mentors often learn from their 

mentees. Also, mentors can serve as models for the behavior of others by not 

being over-opinionated. 

 Remember there is no “I” in team. Try to promote yourselves as a team. 

Talk about what we hope to accomplish and how we can work together to 

achieve our objectives. 

Reduce Misunderstanding 

 Think before you speak. If you rehearse your thoughts, and it doesn’t sound 

right, don’t say it. 

 Speak up. Voice something when you do not understand something. 

 Be clear. Keep your message as simple as possible. 

 Don’t assume. Unless you say something, you usually cannot be entirely 

sure the other person knows what you're thinking or feeling. 

 

 

 

 

 

 

 



 

 

 

 

Mentees 
 

 

 

 

 

 



Mentees  

 

What makes a mentoring relationship successful? 
 

There is no single model for a successful mentoring relationship, as it depends on 

the individuals involved in the relationship. However, there are some key elements 

that contribute to a successful relationship: 

 

• Honesty between the mentor and mentee; 

• A firm commitment to the relationship both in terms of time and effort; 

• Follow through on the part of both the mentor and the mentee 

• Adherence to any confidentiality agreements made by the mentor and the mentee. 

 

Career Development - Mentee Guide 

The goal of the mentoring program is to help you identify your professional goals 

and a strategy for achieving them. The benefits of mentoring vary across 

relationships but often include: 

 

  Increased career opportunities; 

  More confidence in yourself and your career goals; 

  An expanded professional network; and 

  Increased inter-personal skills. 

 

Helping Your Mentor Help You 

There are several ways you can assist your mentor in building a productive 

relationship.  

 Be willing and able to let your mentor know what you need. 

 Be clear with your needs; don't beat around the bush--your mentor's time is 

valuable. 

 Feel comfortable with your mentor.  

 Trust your mentor and be willing to be open with him or her.  

 Be ready and willing to develop and change yourself. 



What does a mentee do? 
 

Mentees work with their mentors to identify realistic career goals and increase 

their understanding of how to prosper in a competitive work environment.  

 

To maximize the benefits of a mentoring relationship, a mentee should: 

  Prepare for meetings with his or her mentor; 

  Focus on specific goals or issues; 

  Listen and be receptive to constructive criticism; 

  Be flexible; and 

  Be proactive – touch base regularly with his or her mentor and seek out        

 advice when needed. 

 

 

 

 

 

 

 

 

 

 

 

 



Role of the Mentee 

Understanding your role and responsibilities within the mentor/mentee relationship 

will better enable you to reach all of your desired goals. 

As a mentee, you will play many different roles during the course of your 

mentoring relationship. The following are some important roles for you to keep in 

mind: 

Driver of Relationship 

 Identify the skills, knowledge, and/or goals that you want to achieve and 

communicate them to your mentor 

 Bring up new topics that are important to you at any point and give feedback 

to your mentor 

Development Planner 

 Maintain a mentoring plan and work with your mentor to set up goals, 

developmental activities, and time frames 

Resource Partner 

 Work with your mentor to seek resources for learning; identify people and 

information that might be helpful 

Teacher 

 Look for opportunities to give back to your mentor; share any information 

that you think might be valuable 

Continuous Learner 

 Take full advantage of this opportunity to learn 

 

 

 



          Being Open to Feedback and Coaching 
 

Mentees should want and expect continuous feedback and coaching from their mentors to enable 

professional growth. Participation in the program provides opportunities to receive confidential 

one-to-one guidance, feedback, and coaching to improve performance and support the 

achievement of professional goals. Also, regular feedback sessions help mentees to transfer 

newly acquired knowledge and skills to the workplace. 

 

Ten Tips for a Successful Mentor/Mentee 

Relationship 

A successful mentor/mentee relationship should be fulfilling and beneficial for all 

involved. Utilize these ten tips for a more effective and productive relationship: 

1. Keep communications open. 
Mentee: Be up front. Let your mentor know what your goals are and what 

you hope to take away from the program. 

Mentor: Help your mentee set realistic expectations. Also, if you know you 

will be unavailable because of business or personal travel, let them know. 

 

2. Offer support. 
Mentee: Remember that your mentor is there for you, but is only a guide. 

Mentor: Encourage communication and participation. Help create a solid 

plan of action. 

 

3. Define expectations. 

Mentee:  Review your goals. Make sure your mentor knows what to expect 

from you. 

Mentor: Help set up a system to measure achievement. 

 

4. Maintain contact. 
Mentee: Be polite and courteous. Keep up with your e-mails and ask 

questions. 

Mentor: Respond to your e-mails. Answer questions and provide advice, 

resources and guidance when appropriate. 

 

5. Be honest. 
Mentee: Let your mentor know if you don’t understand something or have a 

differing opinion. 

Mentor: Be truthful in your evaluations, but also be tactful. 



6. Actively participate. 
Mentee: Listen. Ask if you can observe your mentor’s practice if he/she is 

local. 

Mentor: Engage in your own learning while you are mentoring, collaborate 

on projects, ask questions and experiment. 

 

7. Be innovative and creative. 
Mentee: Offer ideas on what activities and exercises you can do together. 

Mentor: Share your ideas, give advice and be a resource for new ideas. 

 

8. Get to know each other. 
Mentee and Mentor: Remember that people come from diverse backgrounds 

and experiences. Get to know each other on an individual basis. 

 

9. Be reliable and consistent. 
Mentee and Mentor: The more consistent you are, the more you will be 

trusted. 

 

10. Stay positive! 
Mentee: Remember that your mentor is offering feedback and not criticizing. 

Mentor: Recognize the work the mentee has done and the progress made. 

 

 

 

 

 

 

 

 

 

 



Mentee Communications Skills Guide 

Create the best mentor/mentee relationship possible. Here are some practical 

suggestions to help enhance your communication skills. 

Encourage Feedback 

 Tell your mentor that you want feedback. Encourage them to give you both 

good and bad news. Then, thank them for providing such information. 

 Identify areas in which you want feedback. Do communicate your desire 

for feedback on issues and areas that you feel are your weak points. 

 Use statements to encourage feedback. Statements such as “Tell me more 

about that,” or questions that cannot be answered yes or no will help you 

receive clarification. 

Don’t Be Afraid to Ask 

 Ask when lost. When you’re lost, ask more insightful questions.  Don’t just 

look for answers. 

 Ask to identify issues. Questions can be used to solve problems. For 

example, you might ask about problems your Mentor experienced and how 

he/she resolved those issues. 

 Ask for information. Questions can also be used for clarification. For 

example, you can ask your Mentor what he/she meant about XYZ. 

 Inquire, don’t interrogate. Thoughtful questions are a powerful tool for 

learning! As with any other communication tool, be aware of your own 

intention for asking the question (e.g. learning more versus attacking 

someone else's idea), as well as the tone of your voice and word choice. 

Listen Up! 

 Prepare to listen. Effective listening requires preparation. Put aside papers, 

books and other materials that may distract you. Make sure your mentor has 

your full attention. 

 Pay attention. Give your Mentor your undivided attention. 

 Show that you are listening. Especially if you are meeting over the phone, 

encourage your Mentor to continue with small verbal comments like 

“Sounds good,” “Go on,” or even “Uh huh.” 



 Reflect on what has been said. Sometimes personal biases and beliefs can 

distort what we hear. As a listener, your role is to understand what is being 

said. 

Promote Consensus 

 Remain open to different views. While you may not always agree with your 

Mentor, try seeing things from their perspective. If you still disagree with 

something, let him/her know. 

 Remember there is no “I” in team. Talk about what we hope to accomplish 

and how we can work together to achieve our objectives. Do not emphasize 

what I want done. 

Reduce Misunderstanding 

 Think before you speak. If you rehearse your thoughts, and it doesn’t sound 

right, don’t say it. 

 Speak up. Voice something when you do not understand something. 

 Be clear. Keep your message as simple as possible. 

 Don’t assume. Unless you say something, you usually cannot be entirely 

sure the other person knows what you're thinking or feeling. 
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