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PREFACE 

The Depew Union Free School District recognizes that quality professional development is 
valuable and important to improve instruction and learning. The district views it as essential 
to the full achievement of its mission… 

...Challenge and inspire students to achieve at the highest level and 
become responsible citizens… 

and to promote and assure ongoing development and growth of its professional staff. 

Section 100.2 of the Regulations of the Commissioner of Education requires that each 
school district create and implement a plan for professional development by September 1 
of each school year. This plan should “…describe how districts will provide all teachers with 
substantial professional development opportunities*.” 

The Depew Union Free School District Professional Development Plan is the result of 
facilitated work of various committees of teachers, administrators and community members 
(Comprehensive District Education Plan (CDEP), Instructional Leadership Teams (ILT) and 
Teachers on Special Assignment (TOSA). These committees considered current research 
and literature, as well as district teacher input in its development. The plan is intended to 
inform and direct professional development planning and implementation in the district. 

DISTRICT INFORMATION 

District Name: Depew Union Free School District 

BEDS Code: 140707030000 

Superintendent: Henry Stopinski, Ph.D. 

Address: 5201 S. Transit Road 
Depew, NY 14043 

Phone: 716-686-5000 Fax: 716-686-5101 

Years plan is effective: September 2021- June 30, 2026 

Number of School Buildings: 3 

Number of School-based 
professional Development teams: 0 
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PROFESSIONAL DEVELOPMENT TEAM MEMBERS 
2021-2022 

Joseph D’Amato, 
Director of Curriculum, Instruction and Personnel 

Instructional Leadership Team 
& 

Comprehensive District Education Plan 
Members 

Jeffrey Addesa Angela Janiga 
Sheri Barsottelli Kelly Jeffords 

Dana Besch Kelly Kacalski 
Charles Bonda Traci Kanick 

Kristen Cacciotti Kristen Kohl 
Eileen Cartonia Michelle Kudla 
Joseph Cena Heather Lovelace 
Marie Cierzo James Lupini 
Leo Cintron Salvatrice Maroney 

Raymond Cooper David Maroshick 
Jennifer Cordon Aaron Nolan 
Laura Donnelly Cheryl Pulaski 

Susan Ellis Lauren Richards 
Natasha Fatta Joanne Ryder 
Rebecca Fatta Robert Skoczylas 

Christine Ferreri Jill Snuszka 
Jaime Garver Dawn Thurnherr 

Mary Ellen Gianturco Jillian Tylenda 
Lynn Girdlestone Patrick Uhteg 
Jennifer Hatfield Joseph Ward 

Lisa Hyman 
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REQUIRED INFORMATION AS REQUESTED BY THE 
NEW YORK STATE EDUCATION DEPARTMENT 

PROFESSIONAL DEVELOPMENT TEAM 

If School teams are not represented on the district professional development team, 
describe how the District plan will ensure that the needs of schools in the district are met. 

Although not every school team in the district is represented on this Professional 
Development Team, this plan focuses on equitable access to Professional Development to 
meet individual staff needs, Professional Development goals, strategies, and activities for 
all professional staff, pre-kindergarten - adult, within the Depew Union Free School District 
will be provided. Professional development recommendations will be provided by the 
Comprehensive District Education Plan (CDEP), Instructional Leadership Team (ILT), 
Teachers on Special Assignment (TOSA), Administrative Leadership Team, school/site 
based school improvement teams, and department teams. All of these teams have the 
responsibility of focusing on student achievement through program improvement and 
curriculum alignment, ensuring accountability through clear communication and 
dissemination of information while promoting professional growth and development. 

In addition to the CDEP Team designing the plan, the ILT Team and Administrative 
Leadership Team were provided an opportunity to review a draft of the original Professional 
Development Plan. 

The Professional Development Team will continue to play an active role in the designing of 
professional development opportunities by assessing needs from sources such as teacher 
surveys and professional development feedback forms. 

On average, please identify the number of hours a teacher will be involved with 
professional development on an annual basis. This may include planning, delivery, 
application, and/or evaluation of professional development activities. 

In 2015-16, New York State added a new provision to the Education Law which requires 
that, beginning in school year 2016-17, all holders of teaching certificates, teaching 
assistant certificates, and educational leadership certificates which are valid for life 
(Permanent, Professional, and Teaching Assistant Level III) register with the Department 
every five years and that the holders of the Professional and Teaching Assistant Level III 
certificates complete one hundred hours of continuing teacher and leader education during 
the five-year registration period. These opportunities currently exist for all teachers 
choosing to participate. 

Teachers hired after September 1, 2004 will participate in New Teacher Orientation and the 
updated Teacher Mentor Plan. 

All staff will participate in mandatory training sessions annually. 
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EVALUATION OF THE DEPEW UNION FREE SCHOOL 
DISTRICT PROFESSIONAL DEVELOPMENT PLAN 

The Professional Development Team will align its evaluation practices to the 
performance indicators listed as part of Standard 10 of the NYS Professional 
Development Standards (see Appendix). Classroom instruction and teacher practice 
will be improved as a result of professional development activities aligned to: 

● New York State Learning standard 

● New York State Professional Development Standards 

● New York State Teaching standards 

The Professional Development Team will utilize multiple sources of information 
(Data analysis) as related to improving professional practice and student learning 
(Professional Development activities will be adjusted according to relevant data 
through the recommendations of the professional Development Team). Some 
examples of multiple sources of information include, but ar not limited to: 

● School/District Report Card Information 

● Assessment results (Formative and summative) 

● Demographic Factors 

● Examples of student work 

● Trend data from various data-Points 

● Workshop evaluations and need Assessment surveys 

● Study team research findings and scholarly research 

The Depew Union Free School District Professional Development facilitator will 
present the evaluation of the PDP to the Board of Education as part of the annual 
review process. 
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MISSION STATEMENT 

The mission of professional development in Depew is to promote and enhance 
professional excellence for the members of the educational community through a 

variety of opportunities designed to ensure successful learning for all students. 

Depew believes that an educational community can only be as good as the personnel that it 
employs and that it is a shared responsibility to provide high quality ongoing professional 
development. The school district is responsible for helping staff members achieve the district 
mission and members of the school community have a responsibility to engage in comprehensive 
professional development. 

The vision of the Depew professional development plan is to support educators who: 

● are committed to students and their learning 
● know the subjects they teach and how to teach those subjects to students to maximize 

student learning 
● are responsible for managing and monitoring student learning 
● systematically think about their practice and learn from experience 
● are contributing members of the learning community 

These attributes are aligned with the core principles of the National Board for Professional 
Teaching Standards. 

EFFECTIVE PROFESSIONAL DEVELOPMENT 

● Begins with the commitment by the members of the school community to life-long learning 
● Maintains a differentiated approach to meet individual, department and grade level needs 

related to the teaching and learning process 
● Is data-driven based on student performance results (National Staff Development Standard) 
● Is timely and collaborative, using embedded professional learning and PLC’s 
● Provides time and school district financial and philosophical support 
● Follows a coherent, cohesive and comprehensive plan 
● Allows individuals to initiate their own professional development 
● Supports awareness activities, a blend of research and practice, time for follow-up, support 

groups and further investigation (National Staff Development Standard) 
● Includes research-based practices while also encouraging innovation, experimentation, and 

risk-taking (National Staff Development Standard) 
● Addresses a person’s self-image, self-concept, and stage of development through Social 

Emotional Learning opportunities 
● Balances the need for systemic initiatives as well as professional choice 
● Is inseparable from district improvement, the APPR process, is job-embedded and directly 

applicable to teaching and learning 

All professional development is in service to our students who are expected to graduate from our 
district as empowered learners who are: 

Educated individuals Aesthetically sensitive 
Responsible citizens Self-directed individuals 
Independent thinkers Enterprising individuals 
Lifetime learners Collaborative team members 
Effective Communicators Technologically literate 
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CONTINUOUS IMPROVEMENT 

Relationship of Professional Development to Continuous Improvement 

The Depew Union Free School District includes in its vision for systemic development the concept 
of continuous improvement. Continuous improvement is the overarching goal for professional 
development that must be the driving force for improved teaching and learning. This Professional 
Development Plan is designed to assure all teaching staff has the opportunity to strengthen and 
develop their pedagogical skills and content knowledge within a collaborative professional culture. 

The following district priorities have been the focus of our professional development and align with 
the four domains of the Danielson Framework for Teaching: 

Domain 1: Instruction: Technology Integration 
Response to Intervention 
Common Core Literacy 
Alignement NYS learning Standards 

Domain 2: Planning Curriculum Mapping 
Formative/summative assessments 

Domain 3: Environment Differentiation 
Cultural Responsiveness 
Supportive of Social Emotional needs 

Domain 4: Professional Responsibilities Professional Learning 
Communities 
Show evidence of lifelong learning 
Reflective practice 

PROFESSIONAL DEVELOPMENT GOALS/IMPLEMENTATION 

Relationship between Depew’s Professional Development Goals and 
New York State Learning Standards 

Each year the CDEP and ILT Committees define the professional development goals for the 
following year. Committee members base decisions upon general district goals set by the CDEP 
committee. Needs are identified through analysis of instructional program reviews and teacher 
surveys. 

For the 2021-22 school year: the priority is that all professional development facilitates our 
faculty’s growth in their ability to: 

● Align and implement curriculum to New York State/Common Core Learning Standards 
● Provide instruction, based on the Standards, that promotes meaningful learning in a safe 

environment 
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● Utilize technology in a one to one environment that enhances student engagement, problem 
solving, collaboration and critical thinking 

● Accurately assess student achievement of standards-based learning outcomes 
● Systematically think about and learn from their experiences, including opportunities for reflection 
● Be contributing members of our Professional Learning Community 
● Be responsive to students needs, both culturally and social emotionally 

Financial Resources to be used: 

● Local Budget - Curriculum Development 
Mentor Programs 
Summer and school year professional learning opportunities 
BOCES personnel 
Outside trainers 

● Federal Grants - Title I and IIA 
Literacy Training 

RANGE OF PROFESSIONAL DEVELOPMENT 
OPPORTUNITIES 

For the 2021-22 school year the District will focus professional development opportunities in the 
following areas through both K-12 District-wide staff development and embedded classroom 
learning experiences. The CDEP, ILT and TOSA committees will act in a lead role in the 
development, planning and execution of these opportunities for faculty and staff based on the needs 
of our students. A Curriculum task force, consisting of the Director for Curriculum, Instruction and 
Personnel and our Teachers on Special Assignment, will have a specific focus on providing a 
coaching and mentoring model to teachers. They will be essential in assessing the needs, 
prioritizing those needs and creating innovative solutions to help better assist teachers in their 
professional growth. The Curriculum task force will also provide facilitation to the Instructional 
Leadership Team that consist of 12 elementary and 23 secondary teachers (17 High School, 6 
Middle School) to provide guidance and further support in the implementation of these District 
initiatives. 

Research shows the most effective model to provide professional development is one where 
teachers learn in a cohort group, have the opportunity to try out what they are learning, and provide 
feedback to each other. The Professional Learning Community model embraces this mindset. 
Depew has implemented this framework with our TOSAS to support teachers and encourage them 
to evolve their overall instructional practice. This has resulted in a culture of teachers sharing best 
practice and learning from one another. 
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Depew’s TOSA leadership team for the 2021-22 school year is as follows: 

POSITION GOALS (copied from 2020-2021 postings) 

9-12 Creative 
Learning Ctr. 
/Innovation 
Coordinator/ 
Integrators 

Support teachers and students through Innovative practices to increase student 
achievement. In collaboration with the high school shared-decision team, they research and 
recommend upgrades to the high school library to become a 21st-century student-centered 
learning space. Once the center is fully operational, facilitate design projects that will utilize 
the school’s Innovation Center. This position will creatively provide students with 
21st-century skills (the 4 C’s of communication, collaboration, creativity, and critical thinking) 
while also aiding in the exploration of new technology. 

6-12 
Instructional 
Strategies 
coach 

To improve educational outcomes for ALL students, focusing on high impact instructional 
strategies and techniques that are aligned with District goals. This will include assisting 
newly hired teachers and teaching assistants, modeling practices, observing and reflecting, 
planning together with teachers, and co-teaching together with a classroom teacher to 
ensure accurate use of those strategies while ensuring that the strategy transfers over to 
success with students. 

K-12 
Technology 
Integrator/ 
Coach 

Provide high quality, ongoing job-embedded professional development for teachers, staff, 
and administrators to promote the use of technologies to support student achievement and 
increased engagement in the K-12 classroom. Collaborate with instructional and technical 
staff to support, manage, and optimize the use of instructional software and network 
resources to support quality teaching and learning. Assist with online assessment creation 
and data analysis to inform decisions to improve student learning. 

K-5 STEAM 
Coach 

The STEAM Coach will plan and coordinate all K-5 STEAM-related educational activities, 
including recommended purchases and planned use of tools and resources, professional 
development, and projects. This will result in a creative learning environment that will provide 
students a wide range of ways to learn and express themselves. 

K-5 Math 
Coach 

To facilitate professional development and the development of appropriate curriculum 
supports (including material, assessments, and work sample items) aligned to the current 
NY state standards in mathematics, to improve educational outcomes for all students. 

K-5 Leader in 
Me 

To empower elementary school students to model 21st-century leadership skills and achieve 
their full potential, while creating a sustainable school culture that values and embraces the 
whole school, whole community, whole child model. 

6-8 Leader in 
Me 

To empower middle school students to model 21st-century leadership skills and achieve their 
full potential, while creating a sustainable school culture that values and embraces the whole 
school, whole community, whole child model. 

9-12 Leader in 
Me 

To empower high school students to model 21st-century leadership skills and achieve their 
full potential, while creating a sustainable school culture that values and embraces the whole 
school, whole community, whole child model. 

9-12 
Work-Based 
Learning 
Coordinator 

The coordinator will facilitate connections with parents, business/industry, post-secondary 
institutions, and community organizations to ensure the delivery of career and workforce 
development services for job shadowing and internships for the Depew Finance Academy. 
In addition, coordination will be provided for special education students receiving a CDOS 
diploma in need of work-based learning activities. 

6-12 
STEAM/Innovat 
ion Center 

The primary focus of this position is to assist in the transformation of the high school library 
to an innovation center. This will be done through developing student activities in 
collaboration with the library staff, as well as training the staff to create and run activities 
independently. This position will also assist teachers in grades 6-12 to integrate STEAM 
learning into their classrooms through a variety of training. 
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THE PRIMARY AREAS OF THE PROFESSIONAL 
DEVELOPMENT PLAN 

Curriculum Design and Instructional Practice 

● District-Wide development and implementation of literacy in the content areas (K-12) 
● Implementation of Social Studies Framework and the Social Studies Practices (K-12) 
● Develop lessons that foster culturally responsive classroom practices and Social Emotional 

Learning 
● Develop K-12 aligned Math and Science Curriculum aligned with NYSSLS 
● Ongoing Lucy Calkins Reading and Writing Units of Study training (Grades K-8) and Kelly 

Gallagher’s 180 Days in grades 9-12. 

Technology Integration 

● Technology-focused staff development workshops to promote: 
o Further technology implementation in the classroom and increase capacity of 

technology utilization for teachers and students (Grades K-12) 
o Increase student engagement in lessons 

Data and Assessment 

● Planning and implementation of a Response to Intervention/Academic Intervention System 
plan at the Elementary and Secondary levels to regularly monitors data systems for the 
purpose of providing appropriate interventions and course of action for students 

● Continued focus of Data Team structure and continued support of the Data Inquiry Teams at 
each building through the District Teacher Leaders (Teachers on Special Assignment and 
Instructional Leadership Team. 

● Continued development of Schoology as a repository for administrators and teachers to 
glean performance data for the development of building-wide goals and targeted 
professional development. 

Social Emotional and Culturally Responsive Teaching and Learning 

● Develop an understanding amongst staff regarding classrooms that are responsive to all 
student needs 

● Assist teachers with developing strategies that are culturally responsive and responsive to 
emotional needs 

● Implement curricular changes regarding cultural sensitivity and social emotional learning 

Mentor Program for Administrators and Teachers 

● Plan and implement New Teacher and Administrator Training in the Danielson Framework 
● Implementation of the updated of Mentor Plan as approved in 2004-05 (pages 11-28) 

For the above training, the District will utilize in-District teacher experts, Erie 1 BOCES, Western 
New York Teacher Center as well as out of District consultants as providers. 
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The following is a list of potential contracted entities or individuals that will provide 
CTLE on behalf of the Depew Union Free School District: 

Curriculum Design and Instructional Practice 

● Depew Teachers on Special Assignment (TOSA) 
● Teachers College- Reading and Writing Units of Study 
● Jeanne Tribuzzi- Phonics, Reading and Writing Units of Study 
● Trainers from Teachers College on Reading and Writing Units of Study 
● Outside trainers on Math Instruction such as Greg Tang and Graham Fletcher 
● Kagan Publishing and Professional Development- Cooperative Learning Strategies 
● Zearn- K-5 Math Instruction 
● MyON online independent reading program 
● NewsELA online non-fiction reading 
● WNY Teacher Center 

Technology Integration 

● Schoology Training Team- Learning Management System 
● BOCES training on Instructional software 
● Training from software vendors such as ThinkTech, Edoctrina 

Data and Assessment 

● Renaissance Learning- ELA and Math; Response to Intervention 
● Aimsweb- Response to Intervention 
● MyOn- Independent Reading strategies 
● NewsEla - ELA, Social Studies and Science Critical Thinking Skills, Argumentation 

Professional development by both department and school occurs during faculty meetings and 
department meeting times. In addition release days are scheduled throughout the year for specific 
training aligned with District professional development goals. 

Required Activities (occur annually): 
● Four Superintendent’s conference days 
● Monthly faculty meetings 
● Biweekly grade level and team meetings grades K to 8 
● Professional learning team meetings 
● Release days provided to staff throughout the 2021-22 school year for teachers to draft, 

implement and refine curriculum for Reader’s/Writer’s Workshop (grade K-8), New York 
State Science Learning Standards, New York State Social Studies Standards, CCLS Math 
Standards, and Technology integration (See Appendix for sample Depew PD calendar) 

Mentor Program: 

● Summer training for Mentor Co-Coordinator, Mentor and Mentee 
● Three release days (scheduled by mentors) throughout school year 
● Mentoring Activities for Probationary Teachers- 2 fall and 2 spring workshops 
● Classroom Visitations – a minimum of one half day in the fall and spring 
● Regular Meetings with Mentor 
● Annual evaluation of mentor program 

12 



            

     

  

     

       

      

                

              

                

            

   
  
 

     
 

   
   

 
    

      
   

 
     

     
    

     
   
     

   
 

   
   

   

ESL Teachers: 
● For teachers with a professional certificate in the certificate title of English to speakers of 

other languages (all grades) a minimum of 50 percent of the required professional 
development clock hours (20 hours required per year) will be in language acquisition aligned 
with the core content area of instruction, including a focus on best practices for co-teaching 
strategies, and integrating language and content instruction for English language learners. 

Professional development by both department and school occurs during faculty meetings and 
department meeting times. It is important to note that the required activities below only qualify for 
CTLE credit if there is professional development around content, pedagogy or language acquisition. 
Teachers requiring CTLE credit will be required to ask for the appropriate certificate of completion. 
In addition release days are scheduled throughout the year for specific training aligned with District 
professional development goals. 

● A sample of an acceptable CTLE Certificate of Completion Form or an 
acknowledgement that you will use the NYSED form. Also, an acknowledgement that 
educators are aware that they must maintain personal records of their CTLE 
hours/activities. 

To be added to the plan: 

We will be using the following certificate when awarding CTLE credit. 

Directions to the teacher requesting CTLE hours: 

1. Please complete section 1 and 2 of this certificate for each event that you wish CTLE credit 
2. Turn the signed certificate into the Director of Curriculum and Instruction who will complete Section 

III. 
3. A copy of the completed certificate will be returned to the teacher for their personal record keeping. 

*Please note that teachers must keep their own personal records of CTLE hours. 

Additional Voluntary Activities: 

● Conferences/Workshops 
● After School Technology Workshops 
● Webinars on Schoology 
● Graduate Classes 
● Model Schools staff development at BOCES 
● Curriculum Development 
● WNY Teachers Center classes 
● Summer Professional Training workshops 
● Instructional Coaching 
● Book Studies and Study Groups 
● Participation in regional and local scoring of 

State assessments, assessing student 
portfolios 

● Planning/developing curriculum 
● Reviewing class performance data over time 

to make decisions about one’s own 
professional development, based on student 
outcomes 

● Collaborating on the development of new 
programs and instructional methods, 
including visitation to other classrooms and 
districts 

● NYS Master Teacher Program 
● BOCES Consortiums 
● State and National Conferences 
● NYSED facilitated projects, assessment 

development, scoring of assessments 
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● Action research projects (includes on-line 
research) 

● Study (collegial) group activities, structured 
guided reflection activities focused on student 
learning 

● Professional organizations 
● Service as an Instructional Leader, 

Coordinator or Committee Chairperson 
● Participation in PLT’s throughout the school 

year 

Current English Language Acquisition Requirements (below) 

Certificate Type % of 100 Clock Hour 
CTLE Requirement Devoted to 
Language Acquisition 

Can Exemption* from the Language 
Acquisition Requirement Apply? 

Professional Classroom Teacher other 
than English to Speakers of Other 
Languages, 

15% Exemption may apply. Exemption does 
not reduce the 100-clock hour CTLE 
requirement 

Professional School Leader 15% Exemption may apply. Exemption does 
not reduce the 100-clock hour CTLE 
requirement 

Level III Teaching Assistant 15%, Exemption may apply. Exemption does 
not reduce the 100-clock hour CTLE 
requirement 

Professional English to Speakers of 
Other Languages 

50% Exemption may apply. Exemption does 
not reduce the 100-clock hour CTLE 
requirement. 

Professional Bilingual Extension 
Annotation 

50% Exemption may apply. Exemption does 
not reduce the 100-clock hour CTLE 
requirement 

Permanent Classroom Teacher other 
than English to Speakers of Other 
Languages 

Permanent certificate holders 
are NOT subject to CTLE 
requirements 

n/a 

Permanent School Leader Permanent certificate holders 
are NOT subject to CTLE 
requirements 

n/a 

Permanent English to Speakers of Other 
Languages 

Permanent certificate holders 
are NOT subject to CTLE 
requirements 

n/a 

Permanent Bilingual Extension 
Annotation 

Permanent certificate holders 
are NOT subject to CTLE 
requirements 

n/a 

Permanent Pupil Services (PPS) such as 
School Attendance Teachers/School 
Counselors/School Psychologists/School 
Social Workers/School Dental Hygiene 
Teachers and School Nurse Teachers 

Permanent certificate holders 
are NOT subject to CTLE 
requirements 

n/a 

Permanent Bilingual Education 
(PPS/Admin) Extension 

Permanent certificate holders 
are NOT subject to CTLE 
requirements 

n/a 
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PROFESSIONAL DEVELOPMENT EVALUATION PROCESS 

The following process will be used for planning professional development. All proposed PD 
opportunities will be measured against the Professional Development Rubric from NYSED website. 

1. Review student achievement data to determine areas of need (NYS Assessment, ESSA, 
Internal measures) 

2. Individuals asked to complete survey online (each spring), to plan for summer learning, 
focused on needs, readiness and comfort with tools/strategies. Surveys returned to TOSA 
and ILT committees for review and then shared with all staff 

3. Utilizing the survey data, the team will develop the following year’s Professional 
Development Plan and offerings to teachers. 

4. The Professional Development Team (CDEP, TOSAS and ILT) revises the Professional 
Development Plan based upon the input of teachers. 

● Recommendations are reviewed with the CDEP committee. 
5. Professional Learning facilitators will run a confidential post-session evaluation and 

complete a personal reflection on each course title they taught. (Sample in Appendix) 
Reflections will be reviewed annually by professional Learning Team 

ADMINISTRATORS ASSOCIATION’S MENTORING PROGRAM 

Rationale: The purpose of the mentoring program is to provide new Depew Administrator’s 
Association (DAA) members in the probationary period of their development an opportunity to be 
mentored by an experienced and tenured building level administrator. The duration of the program 
is planned for one year, with the option to continue beyond that year with the approval of the 
Superintendent of Schools. 

Administrative mentor program: The District will use a Learner-Centered model for 
administrative mentoring, as it is professional in nature, evolutionary and dynamic, reciprocal, 
embodies shared responsibilities and full participation of the mentor and mentee. Given that new 
administrators come in with a wealth of teaching experience, they are focusing on enhancing their 
leadership attributes and skills to help them in their new position. There are many mentorship 
groupings that may be employed: traditional, critical friends, primary, secondary, peer/co-mentoring, 
book study groups, lifelong mentors and mentor mosaics. The District can elect to employ a 
combination of many models or a single model based on the new-hire’s needs. 

The District will also consider providing a limited mentor experience to an DAA member for 
assuming a new leadership role within the district. The administrator should provide his/her request 
and rationale, in writing, to the Superintendent of Schools for consideration. The Superintendent of 
Schools will be informed of the proposed mentor selection by the DAA President prior to formalizing 
the assignment. The Superintendent may provide insight on the mentor pairing, however, the final 
decision on the appointment rests with the association president. 

General outline: The mentor and probationary administrator will create a monthly meeting 
schedule, which has them meeting throughout the year. 

• Mentors receive a stipend described in the DAA contract. 

• Mentoring is non-evaluative. 

• Mentoring encourages self-reflection. 

15 



          

                

          

              

             
             

           

    

 

        

    
 

    
 

      
 

 
 

 

         
 

      
 

     
 

    
 

            
 

           

• The mentor-mentee relationship is confidential and collegial in nature. 

• Mentors will visit their interns at least twice during the year to observe the mentee 

leading and/or facilitating a staff meeting, parent meeting, or other group. 

• Mentors are expected to cover all of the topics listed on the checklist. 

Reassignment of Mentors: During the course of the mentor relationship there may be a need to 
reassign a mentor. The process of reassignment will be conducted by the DAA president. 

The process will begin with the mentee completing a needs assessment, which will drive the 
mentor-mentee creation of the planning guide. Throughout the year meetings and topics will be 
captured in the log. The final piece is a reflection being completed by the mentee and reviewed 
with the administrative mentor. The necessary documents are in the Appendix. 

Administrative Mentor-Mentee Meeting Topics-These may vary based on the probationary 
administrators prior experience and placement. 

● Culture and History of the District and Community- Using conversation and travel the mentor 
will lead the probationary administrator through a presentation of the unique characteristics 
and locations of the school district and the community-at-large. 

● Establishing a positive working relationship with the building’s parent organizations. 
Emphasis will be placed on understanding the “culture” and how he/she can best assimilate 
into the Depew UFSD . 

● Scheduling- Mentors will discuss the importance of scheduling and the practical elements of 
designing an effective building/program schedule. 

● New Teacher Orientation- Non-tenured administrators will work cooperatively with mentors 
to create a building level orientation program for new teachers that is practical, informative, 
valuable and supportive of the district’s orientation. 

● Shared Decision Making- An overview of the SDM process will be presented. New 
administrators will need to participate in the SDM training provided by the school district. 
Opening a School- Elements necessary for a “smooth” opening of school will be shared with 
new administrators. 

● Forming Positive Parent/Guardian Partnerships- The essential elements of promoting 
effective and lasting partnerships with parents/guardians will be explored. Mentors will 
impress on probationary administrators the importance to fostering these relationships and 
demonstrate the benefits afforded to students through these working relationships. 

● Design of an Evening Program- Mentors will share the components related to planning an 
evening program, such as an Open House. 

● Conferencing- Strategies for planning and conducting effective and efficient conferences will 
be discussed. A distinction between parent/guardian, student, faculty/staff, and business 
meetings will be presented and referenced. 

● School Safety- Understanding the importance and necessity of promoting and maintaining a 
safe environment will be the focus of this discussion. District and building safety protocols 
will be presented along with important points of consideration for new administrators through 
the use of different scenarios. 

● Teacher/Staff Observation and Evaluation- Elements of effective evaluative practices will be 
presented by the mentor. Utilizing the appropriate contractual procedures in the observation 
process will be stressed. Understanding this component of the administrator’s 
responsibilities is crucial to creating a results driven atmosphere in a school building. 

● APPR/APE-Annual performance documents will be presented. Mentors and probationary 
administrators will discuss strategies for effectively recording the performance of teaching 
and support staff with the confines of our evaluative procedures and protocols. 
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● BEDS- Coordination of the BEDS data and the responsibilities of the building administrator 
will be discussed. 

● Budget Development- Discussions related to the development of a building budget and 
district budget will occur between the probationary administrator and mentor. Procedures 
and protocols will be highlighted. 

● Team- The importance of promoting a team atmosphere with all administrators will be 
focused on. Scenarios and real-life situations the issues that can threaten a “team first” 
approach will be reviewed and discussed. 

● Parent Involvement- Mentors will share ideas and methods for ensuring appropriate 
parent/guardian involvement at the building level. 

● Student Behavior/Discipline- District policies, procedures, Code of Conduct and processes 
will be shared. Again, scenarios will be used to illustrate certain elements of our program. 

● Personal Health/Stress Relief- The importance of staying healthy and managing stress will 
be stressed. Mentors and probationary administrators will engage in conversations centered 
on a variety of activities that administrators can pursue in order to cope with the “stress of 
the job.” 

● Calendar- Time and task management strategies and practices will be presented. 
● Professional Development- The mentor shall emphasize that the responsibility for 

professional development rests with the “professional”. Understanding the essential 
elements of developing professionally as a building administrator is stressed throughout the 
mentorprogram. Visitations and observations of administrative colleagues, both in and out of 
district, will be promoted. Professional organizations (SAANYS, ASCD, NASSP, NAESP) will 
be identified and discussed. 

● Reflective Practices- As an essential element of effective professional development, 
reflection as a tool for growth will be the center of this discussion. Journaling will be stressed 
as will other strategies for reflection. 

● Professional Development Program (PDP) – Train new administrators in the use and 
function of the district’s software database for tracking and recording professional 
development activities of the professional staff. 

● Hiring Process- Interviewing and reference checks will be the focus of this component of the 
program. Interview questioning techniques and the dos and don’ts of interviewing will be 
emphasized. 

● Student Management Systems/District Website- The mentor will work with the Director of 
Technology to secure training for the probationary administrator using PowerSchool, Data 
Warehouse and any other management system that is utilized by the administration. 

● Navigation of the district’s website will also be emphasized (see appendix for policies to be 
covered). 

● Communication- Through discussion and role plays the mentor will provide the non-tenured 
teacher with experiences and an understanding of the protocols of effective communication. 

● Education Law- Mentors will explore legal issues in education with probationary 
administrators. Participants will be encouraged to attend the Educational Law Conference. 

● Methods of inquiry when dealing with legal issues will be addressed. 
● Meetings- Designing and managing effective meeting agendas will be discussed. 

Procedures and strategies that can be implemented to maintain an efficient and productive 
meeting provide a foundation for this topic. 

● Union Issues- Non-tenured administrators will understand the complexity of the work 
environment, regarding the different employee associations. Tactics, tendencies and 
strategies will be presented for consideration. Copies of the DTEA, Depew CSEA and DTO 
contracts will be provided. 

● Curriculum Mapping/Data Analysis- Mentors will present the various uses of data derived 
from the mapping process and the relationship between assessment results and classroom 
instruction. Creation and design of curriculum development and revision projects will be 
discussed. Specific attention will be paid to procedural elements of the processes. 
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● Student Support Services- Special Education, Academic Intervention Services, and RTI will 
be presented. Time will be spent with the Executive Director of Pupil Services to share 
information regarding student support services. 

● Co-curricular Program- Discussion will focus on the creation and maintenance of a quality 
comprehensive co-curricular program. 

● Politics- The politics of education, as related to a building administrator will be discussed. 
Local, state and national issues and their potential impact will form the basis of this topic. 

● The Press- Mentors will present the probationary administrators with effective procedures to 
follow when dealing with the press. The district’s protocol concerning communications with 
the Press will be presented. 

● VADIR-Documenting and reporting of the data required for submitting the Violence and 
Destructive Incident Report will be the focus of this session. 

● Professionalism/Confidentiality- The ethical treatment of information will be stressed. 
Mentors will use examples to illustrate the need for confidentiality when dealing with certain 
types of personnel issues. Additionally, mentors and probationary administrators will 
participate in role plays to create real-life situations for them to work out and learn from. 

● Ethics, Honesty & Integrity- The importance of ethical behavior will be stressed. Situations 
will be presented to demonstrate the danger of acting unethically. Mentors will utilize 
authentic and real examples to show the damage unethical behavior can have on an 
organization. 

● Research- The importance of staying current will be emphasized. Utilizing professional 
journals, websites and other resources will be presented as being critical for administrators. 
Time tested practices will be shared for discussion. 

● Instructional Leadership- Leading a building as the most influential educator should be every 
building level administrator’s goal. Through focused discussion based on relevant research 
and practical applications, the mentor and probationary administrator will develop an 
understanding of the challenges and rewards of assuming the role of a true instructional 
leader. 

● Creating a Professional Learning Community- How to promote and maintain a PLC at the 
building level. The mentor will share the characteristics of an effective PLC and the 
resources necessary to sustain a professional learning community which will foster a 
common goal of increased student achievement. 

● Assessments- Planning, scheduling, implementing and rating of large scale examinations 
will be the focus of these sessions. 

● Closing the School Year- Essential elements of a successful school closing will be outlined. 
● Difficult Faculty/Staff- How to manage and work with teachers and support staff who are 

considered difficult will be the focus of this component of the program. Discussions between 
the non-tenured administrator, other Depew Administrators and the mentor, will focus on 
this issue. 

● Employee Investigation and Discipline- Understanding the role and responsibility of the 
building administrator in the staff disciplinary process will be the focus of this component. 
Employee due process rights and effective questioning and investigative strategies will be 
discussed between the mentor and probationary administrator. 

Administrative Book study: Mentors will facilitate a book study based on the area in which the 
mentee is working, when practical. Based on the needs this can be changed to topics, such as: 
school culture, data analysis, cultural responsiveness, leadership. The purpose of the book study is 
for all the mentor-mentee relationships to develop as well as foster deeper understanding on 
aspects of being a school administrator. 
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Required Paperwork for Administrators Association’s Mentoring Program 

Attachment 1: Needs Assessment 

Use the following survey in initial discussions in the mentoring relationship and to develop the mentorship 
plan. 

Directions: For each of the items below, choose the response that most closely indicates your level of need for 
assistance or desire for improvement. 

A. Little or no need for assistance in this area 
B. Some need for assistance in this area 
C. Moderate need for assistance in this area D. High need for assistance in this area 

D. Very high need for assistance in this area 

1. ______ Evaluating-staff 

2. ______ Facilitating/conducting group meetings 

3. ______ Designing and implementing a data-based improvement process 

4. ______ Developing and monitoring a school budget 

5. ______ Organizing and conducting parent—teacher conferences 

6. ______ Establishing a schedule for students and staff 

7. ______ Being aware of issues related to school law 

8. ______ Managing custodial, office staff and other support staff 

9. ______ Establishing a positive relationship with other administrators 

10. ______ Determining who is who in a school/district 

11. ______ Relating effectively to board members and central office personnel 

12. ______ Balancing district professional values and personal values 

13. ______ Understanding how the principalship affects personal lives 

14. ______ Developing interpersonal networking skills 

15. ______ Encouraging involvement by all parties in the educational system 

16. ______ Developing positive relationships with other organizations 

17. ______ Enhancing awareness of organizational culture 

18. ______ Being aware of why one was selected for a leadership role 

19. ______ Portraying a sense of self-confidence on the job 

20. ______ Having a vision and knowing how to achieve organizational goals 

21. ______ Demonstrating a desire to make a significant difference in the lives of students 

22. ______ Being aware of one's biases, strengths and weaknesses 
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______________________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

23. ______ Understanding and seeing that change is ongoing, and that it results in a continually 

changing vision of the principalship. 

24. ______ Assessing responsibilities in terms of the "real role" of the principalship. 

25. ______ Developing instructional leadership strategies 

—Adapted from John Daresh 's Beginning Principal 's Critical Skills Survey 

Attachment 2: Planning Guide 
Goals 

1. What do we want to achieve? 

Strategies 

2. How will we achieve our goals? 

Resources 

3. What do we need to achieve our goals? 

Evaluation 

4. How are we doing? 

Next Steps 

5. Where to next? 
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______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

Attachment 3: Reflection 

1. (If continuing with the relationship from year to year): What did I/we accomplish last year as a 

result of our mentoring relationship? 

2. What were the successes I/we shared/experienced? 

3. What were the challenges I/we confronted? 

4. How can I/we build on the successes? 

5. How can I/we deal with the challenges? 

6. Where do I/we want to go next? 
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TEACHER MENTOR PROGRAM HANDBOOK 

BACKGROUND 

The New York State Department of Education requires all school districts to implement a Mentor -
New Hire Program by September 2004. 

MISSION STATEMENT 

The Mentoring Program will give systematic support for new hires to develop teaching practices, learn 
professional responsibilities, and positively affect student learning. 

GOALS 

● Improve student achievement 
● Improve teaching performance including classroom environment, instruction, planning, 

lesson design and professional growth responsibilities 
● Convey to the new hire the school culture 
● Provide the new hire with a means for support 
● Encourage continuous staff development 
● Assist the new hire in a timely manner 
● Demonstrate/model effective teaching practices 
● Cultivate goals through a self-reflective environment 
● Monitor the program for continuous improvement 

QUALIFICATIONS OF A MENTOR 

The desired qualities of a mentor should include a professional who is tenured and permanently or 
professionally certified. Mentors must be knowledgeable of subject matter and New York State 
Learning Standards. The mentor will advise and observe a new hire with an understanding that 
different teaching styles, strategies and methods exist. Also, the mentor will be a source of information 
regarding professional resources, the District, and the community.  Mentors must be willing to invest 
time with a new hire, which will improve their own skills as leaders in education. Candidates should 
be friendly, approachable, resourceful, and maintain confidentiality.  All mentors must complete an 
application, mentor training and commit to one full school year. 

CONFIDENTIALITY STATEMENT 

The purpose of the mentoring program is to increase the skills of professionals in order to improve 
student achievement in accordance with state learning standards. 

As part of the Mentoring process, the building administrator and/or mentor and/or the new hire 
(first year probationary appointment or full-year leave replacement in the Depew Union Free School 
District) will have conversations and information sharing sessions. The defined unit of confidentiality 
is the building administrator, mentor and new hire. It is realized that it might not always be practical 
for this unit to meet together and some conversations might occur informally between building 
administrator and mentor or building administrator and new hire. It is agreed that this in no way 
diminishes the duties or the suggestions for improvement a building administrator might give during 
the evaluation process. 
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All evaluative observations of the new hire will be the responsibility of the building administrator and 
the appropriate director in the Annual Professional Performance Review.  Through the APPR process, 
the new hire, the director, and the building administrator can interact as appropriate regarding 
concerns resulting from the evaluative process. The mentor has the responsibility to report situations 
that constitute health or safety problems for the children. In this extreme case, the mentor should 
contact the building administrator immediately.  As previously stated, the mentor functions in a 
non-evaluative position. 

ROLES AND RESPONSIBILITIES OF THE PRINCIPAL 

The roles and responsibilities of the principal may vary by setting. These responsibilities may be 
shared with the assistant principal. The responsibilities include: 

● Establishing a school culture. This culture should be built on collegiality and support 
collaboration amongst new hires and veteran staff. 

● Ensuring reasonable working conditions for the new hire. This may include schedule 
modifications; i.e. limiting assigned duties. 

● Facilitating the relationship between the mentor and new hire. 
● Participating in the new hire orientation program. 
● Conducting formal evaluations of the new hire. The principal should ensure that the new hire 

is informed early in the year about the District’s evaluation procedures and job performance 
targets. 

● Participating in the mentor selection process. The matching of mentors and new hires will 
take place using the selection criteria developed in the District’s mentoring program. 

● Notifying District Office and Mentor Coordinator if a mentoring vacancy arises during the 
school year.  The District Office will post the mentor position to be filled in a timely manner. 
The Building Selection Committee will reconvene to fill the open position. 

● Submitting an evaluation of the program. 
● Attend mentor training. 

ROLES AND RESPONSIBILITIES OF THE MENTOR COORDINATOR 

The mentor coordinator oversees all components of the mentoring program within the District. The 
responsibilities include: 

● Assisting in the mentoring selection process. 
● Providing support for the mentor. 

❏ The Mentor Coordinator will use the guidelines set forth in the roles and 
responsibilities of the mentor to provide support for the District mentors that they are 
overseeing. 

❏ Act as a consultant in mentoring matters 
● Facilitating and coordinating all mentor committee meetings. 

❏ The Mentor Coordinator will: 
➢ provide training on the District APPR per the handbook guidelines 
➢ assist with planning and implementing New Teacher Orientation (August before 

school starts) 
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➢ schedule and facilitate three (3) group meetings per year for the District mentors 

to discuss progress of the program and answer any questions regarding the 
mentoring program 

➢ meet with mentor pairs a minimum of twice a year 
➢ coordinate technology training for mentors with K-12 Technology Integrator 

TOSA 
➢ facilitate Mentor/Mentee book study (recommended: The Inspirational 

Teacher, but another can be used.) 
★ use a schoology discussion in the Mentor group for this activity 

➢ oversee mentor’s portfolio development 
➢ coordinate with District Administration portfolio tenure presentations 
➢ ensure statements of completion and all mentor forms are submitted in 

Schoology group (mid-year program evaluations, end-of-year program 
evaluations, log sheets, and completion of program forms). 

● Ensuring scheduled observations occur between the mentor and new hire. 

❏ The Mentor Coordinator should regularly check the log sheet kept by the mentor to 
help ensure a successful program. 

● Attending Board of Education meetings when appropriate and to present agenda items 
concerning the mentoring program to the Superintendent of Schools at least one week prior to 
the Board of Education meeting. 

ROLES AND RESPONSIBILITIES OF THE MENTOR 

The mentor is to be a supportive informational resource person to the new hire. In no way should the 
mentor's job be considered that of an evaluator.  The responsibilities include: 

➢ Ensuring a strong start to the new school year. Mentors can help new hires launch into a 

productive year by making sure they know where to obtain all needed materials and are 
familiar with routines and schedules. 

➢ Providing professional support. This includes, but is not limited to: 

● Peer observation of and conferencing with new hire 
● Support of educational practices pertinent to professional areas (ex. NYS standards, 

curriculum, services, record keeping, etc.) 
● Refining various educational strategies related to their position 
● Addressing issues regarding classroom management (if applicable) and communicating 

effectively with parents 
● Recognizing and addressing multiple learning styles and individual student needs 
● Informing new hire of policies and procedures within the District or building relating to 

their professional practice 
● Assisting in setting and meeting realistic goals and reevaluating these goals as 

necessary 
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● Answering questions relating to professional issues and being able to seek additional 
assistance from other sources in the school community 

● Assisting the new hire in creating a portfolio 

➢ Providing personal support. This includes encouragement and introducing the new hire to 

other staff within the District. 

➢ Maintaining a confidential relationship (as per Mentoring Program Confidentiality Statement). 

➢ Serving as a resource. Inform the new hire of opportunities and supports provided by various 

professional associations and educational resources. 

➢ Serving as a liaison. The mentor will provide valuable input to the Professional Development 
and Mentoring Committees to make suggestions to improve the overall mentoring process. 

➢ Maintaining mentor/new hire log sheet. 

➢ Attending mentor meetings (may be held beyond the school day). 

➢ Submitting statement of completion and program evaluation forms. 

➢ Completing nine hours of training (including summer and/or academic school year). 

ROLES AND RESPONSIBILITIES OF THE NEW HIRE 

The new hire will participate in the Depew Union Free School District’s mentoring program. 
The responsibilities include: 

● Playing an active role in the mentoring relationship. A new hire should make personal and 
professional self-reflections to identify areas where assistance may be needed. 

● Seeking out assistance. The new hire must seek out support, be forthright in communicating 
classroom issues, and remain open to feedback in order to develop as a professional. 

● Observing experienced professionals at work. The new hire should observe a variety of 
experienced professionals within his/her area of expertise or related to his/her area of need. 

● Participating in programs organized for new hires. These may include, but are not limited to, 
District orientation, training, professional development, seminars, and workshops. 

● Initialing mentor/new hire log. The new hire is responsible for initialing all time entered on the 
Mentor/New hire Log Sheet kept by the mentor. 

● Completing all forms/paperwork (program evaluation, completion form, etc.). 
● Maintaining confidentiality with mentor (refer to Confidentiality Statement on page 2). 
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DISTRICT MENTORING COMMITTEE 

The District Mentoring Committee will be a sub-committee of the CDEP Committee. This 
sub-committee will remain in effect until revisions or modifications of the mentoring program are 
complete. Mentors may serve on this sub-committee. 

The CDEP Committee will be responsible for: 
1. Evaluating the program 
2. Making necessary changes to documents in the mentoring plan 
3. Identifying how many mentors are needed 
4. Foreseeing unusual situations that need special attention; i.e. a new hire that is assigned to more 

than one building 
5. Consulting a Grade/Subject area department chair or director at the final selection meetings as 

needed 
6. Keeping a current list of who has swerve as a mentor for future reference and maintaining a mentor 

list of eligible candidates 

DISTRICT SELECTION COMMITTEE 

The District Selection Committee will consist of four teachers (at least one from each building) 
assigned by the Depew Teachers Organization and three building administrators assigned by the 
Depew Building Administrators Association; one of these individuals would be the Mentor 
Coordinator. 

The committee will be responsible for reviewing applications of mentors, verifying their 
qualifications, and checking references. The committee must have consensus on a potential list of 
mentor candidates for the following school year. Mentor candidates may not participate on this 
committee. 

BUILDING SELECTION COMMITTEES 

The Building Selection Committees will be composed of a principal or principal’s designee and two 
teachers. One of these teachers must be a member of the District Selection Committee. The Principal, 
or designee, and this teacher will reach consensus on the second teacher member of the building team. 
The Building Selection Committee will reach consensus on mentors for their building for the 
following school year. This committee will then pair these mentors with new hires. When applicable, 
the Committee may consult appropriate department chairs and directors for pairings. 

APPLICATION AND SELECTION PROCESS 

1. A posting for mentors will be done through the District office via email. 
2. Applications are attached to the posting and can be submitted by email or printed and sent via 

interoffice mail to the district office by the date posted. 
3. Mentor Coordinator will make copies of applications for the District Selection Committee. 
4. The District Selection Committee will review the qualifications of applicants and create a list of 

potential mentors. 
5. Mentor Coordinator will send letters to applicants notifying them of their application status. 
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6. Each Building Selection Committee will reach consensus on the selection and pairing of 
mentor(s) to new hire(s). 

7. All final selection recommendations will be sent to the Mentor Coordinator who will submit them 
to the Superintendent of Schools. 

8. Appropriate letters from the Mentor Coordinator will be sent: 
a. Letter to mentor with pairing to new hire 
b. Letter to mentor candidate approved but not currently paired. 
c. Letter to new hire with their pairing to a mentor 

9. Current mentor/new hire lists will be sent to the Superintendent of Schools, the building 
administrator, the directors and the Depew Teachers Organization President. 

APPENDIX (required paperwork to submit in Schoology Mentor Group) 

I. Mentor Application 
II. Mentee Requirements for First Year Teachers (Informational) 
III. New Hire Checklist (by month) 
IV. Mentor Release Time Request (In MLP) 
V. Mentor Release Time Log 1,2 and 3 (Submit after each session) 
VI. Mentor Checklist of Discussion Topics & Log 
VII. Program Evaluation Form (Submit December and May) 
VIII. Mentor Program Statement of Completion 
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I. MENTOR APPLICATION 

DEPEW UNION FREE SCHOOL DISTRICT 

APPLICATION FOR MENTOR 
Depew Union Free School District’s mentors will demonstrate a vast array of professional skills in 
their certification area. Mentors and new hires will be trained during the year as necessary. Mentors 
will provide professional guidance to new hires through regular observations and consultations. This 
program will provide new hires with a confidential, supportive relationship that will increase their 
success. As a mentor, you will be given an opportunity to develop unique leadership skills by 
working with adults as well as students. The mentoring program allows you to bring new life to your 
career. Mentors will have a chance to reflect on quality programs and skills used, as well as new 
practices the new hire brings to the District. Submit this application to: the Office of Curriculum, 
Instruction and Personnel. 

Name: 

Building: Home Phone: 

Home Address: 

Years of Professional Experience: Years at Depew: 

Are you tenured? Are you permanently/professionally certified? 

Current Assignment: 

Degrees, Majors, and Areas of Certification: 

Professional Development and Affiliations: List your most current conferences, courses, 
computer technology, professional development you have taken, and professional 
memberships that would be instrumental in sharing with a new hire. 
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Professional Development and Affiliations: List your most current conferences, courses, 
computer technology, professional development you have taken, and professional 
memberships that would be instrumental in sharing with a new hire. 

Additional Experience: List committee participating and extra-curricular activities you have 
Experience with, either currently or in the past. 

List all relevant professional experience: 

Why do you wish to be a mentor and what can you bring to the program? 

I would be willing to mentor at the following building(s). Highlight all that apply: 
High School Middle School Cayuga Heights Elementary 

Please provide two references: A Depew UFSD professional colleague and a Depew UFSD 
administrator who can speak about your qualifications and leadership in your building and/or the 
District. In addition, your department chair or director will be contacted. 

Name Phone 

Name Phone 

Received by Date received 
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 II. MENTEE REQUIREMENT FOR FIRST YEAR TEACHERS 

Opportunities Date(s) 

Release Time - 3 Days 
Observation/Team Teaching 
Observation/Team Teaching 
Planning Day 

*AII release days will be requested in My 
Learning Plan (Mentor Release Time 
Request form) This form is to be completed 
for each release session and shared in 
Google Drive to Asst. Supt. and Building 
Principal. 

Release Day 1: 

Release Day 2: 

Release Day 3: 

You must check the District PD calendar 
here to avoid conflicts with other PD to avoid 
substitute shortage problems. 

● Share date with your principal, then 
request your substitute in AESOP 

3 Building Meetings 

Meeting 1: New Hire Orientation: 8/28/19 

Meeting 2: Technology Training 

Meeting 3: with Mentor Co-Coordinator to 
“fill gaps” (question/answer period...how’s it 
going) 

New Member Workshops 
(optional) 

Suggested Topics: 
● PowerSchool 
● eDoctrina 
● Schoology 
● Renaissance Learning 
● Frontline (My Learning Plan, Oasys 

for APPR, Aesop for absences) 

5 hours of Danielson Training Facilitated by APPR Principal Leader and/or 
Building Principal 

Individual mentoring meetings before or after 
school for at least 15 hours 

Scheduled between Mentor and Mentee 
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III. NEW HIRE CHECKLIST (BY MONTH) 

JULY-SEPTEMBER 

SCHOOL AND PERSONNEL 

_____Meet with administrator and mentor to discuss any questions 
_____Meet grade level/department members. Meet key resource people grade level/dept. chair, librarian, 

secretary, custodians, counselors, etc.) 
_____Review copies of pertinent school materials (faculty handbook, student handbook, school calendar, 

student policy materials, school map, daily schedules, etc.) 
_____Know the physical setup of the school and location of key facilities (staff rest rooms, staff phones, 

AV areas, professional library, duplicating machines, staff lounge, etc,) 
_____Ask about procedures for lunch, coffee, attendance, special classes, assemblies, nurse, field trips, 

library, etc. 
_____Learn procedure for calling in for a substitute teacher 
_____Obtain copy of class/teacher schedules, extra duty responsibilities 
_____Prepare for initial meeting with your mentor 

MATERIALS 

_____Acquire course guides, curriculum guides, class outlines, etc. for each subject area 
_____Ask department members for details about particular units, texts, etc. 
_____Locate needed textbooks and supplementary materials 
_____Get the necessary general supplies to begin the year (tape, staples, construction paper,etc.) 
_____Become familiar with appropriate content standards appropriate to grade level/subject area 
_____Become familiar with the type of technology/resources that are available to use in your classroom 

(A-V equipment, Only G-rated videos in elementary, etc.) 
_____Become familiar with routine school forms (e.g. copy requests, personal leave, professional 

development request form, disciplinary referral, etc.) 
_____Create classroom supply list 

PLANNING 

_____Be familiar with specific content standards appropriate to grade level/subject area 
_____Develop plans for a substitute teacher 

_____Become acquainted with the district/school Code of Conduct 
_____Formulate a standard for student behavior in the classroom 
_____Establish a set of procedures for classroom routines (distributing materials, taking attendance, 

collecting assignments, etc.) 
_____Set up the classroom (seating arrangements, supply area, assignment baskets, bulletin boards, etc.) 
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_____Choose a workable plan book format to review with your building administrator or mentor 
_____Outline specific first week lesson plans 
_____Develop long-range general plans (units, timelines, etc) 
_____Become acquainted with classroom observation/evaluation and job-target procedures 

GRADES AND RECORDS 

_____Become acquainted with school and district philosophy/policies regarding grading, homework, 
attendance, etc. 

_____Set up a grade book that includes all necessary areas: daily grades, test grades, attendance, etc. (use 
a permanent class list) 

_____Inquire about any other records needed 
_____Develop a system for keeping track of parent contacts, student discipline, etc. 
_____Become familiar with literacy profile 

COMMUNITY RELATIONS 

_____Discuss and select ways to communicate with parents of a regular basis 
_____Become aware of the many ways parents are involved with the school, e.g., volunteers, PTO, 

SharedDecision Making Team (Compact Team) 
_____Prepare for home/school communications —Open House, parent conferences, etc. 

PROFESSIONAL GROWTH 

_____Complete a brief outline of potential development activities for the first year 
_____Attend new/beginning teacher district meeting 
_____Learn about professional development opportunities 
_____Review Portfolio requirements 

SEPTEMBER/OCTOBER 

SPECIAL EDUCATION SERVICES 

_____Review Individualized Education Plans (IEP's) of students requiring special education 
_____Review 504 plans for students in your class 
_____Meet the special education teacher responsible for developing the Individualized Education Plan for 

the students in your class 
_____Meet other professionals identified on the Individualized Education Plan who may be working with 

the students in your class; e.g., Physical Therapists, Occupational Therapists, Speech Therapists, 
School Counselors, etc.) 

_____Become familiar with Pupil Personnel Services (Special Education Office) and the referral process 
_____Develop a schedule for students requiring specialized services such as resource room, therapy or 

other activities related to the IEP 
_____Become familiar with your responsibilities related to the Committee of Special Education 
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OCTOBER/NOVEMBER/DECEMBER 

SCHOOL SCHEDULE 

_____Be aware of teacher responsibilities for planning or grading 
_____Find out about holiday preparations—decorations, parties, projects, assemblies 
_____Be aware of additional duties—holiday programs, student activities, dismissal assignment 

STUDENT PROGRESS 

_____Locate students' permanent placement folders. 
_____Check the timelines, format and procedures for reporting student grades/progress 
_____Utilize pupil assessment tools, record grades, and keep samples of students work 
_____Follow report card procedures 
_____Learn about student referral procedures (i.e., forms, requirements, state law) 
_____Complete student referral forms (i.e., child study) if appropriate 
_____Become familiar with the state required assessments in each content area 

PROFESSIONAL DEVELOPMENT 

_____Investigate professional development activities 
_____Attend staff development opportunities 
_____Look into membership in professional organizations Review portfolio with mentor 

JANUARY 

END OF SEMESTER 

_____Find out about semester exams 
_____Record semester grades/report cards 
_____Reflect on the first semester 
_____Prepare long-range general plans for second semester 
_____Streamline planning activities and assembling instructional materials 
_____Meet with mentor 
_____Reflect upon student progress 
_____Prepare possible student retention list 

FEBRUARY/MARCH/APRIL 

SCHOOL SCHEDULE 

_____Review/adjust for changes in first and second semester 
_____Prepare for Patriotic Holiday observances 
_____Review instructional units/plans 
_____Learn about school/district policies regarding special end-of—year activities, assemblies, parties, 

and procedures 
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STANDARDIZED TESTING 

____ Examine copies of testing materials and teacher editions 
_____Know the school's testing schedule and the teacher's role in administering the tests 
_____Become aware of the test data and how you N,iñll be expected to interpret the data 

GRADES AND RECORDS 

_____Examine student progress. Inform the building administrator if a student is in danger of failing 

PROFESSIONAL DEVELOPMENT 

_____Review portfolio with mentor & principal 

MAY/JUNE 

SCHOOL SCHEDULE 

_____Find out about the school schedule for the final weeks of school 
_____Review Job Targets 

PUPIL ASSESSMENT 

_____Record procedures for second semester/end of year grades, student records, literacy profile, etc. 
_____Review school policy and procedures for student promotion 

CLOSING SCHOOL 

_____Prepare room for summer recess 
_____Store materials and equipment 
_____Return/store textbooks 
_____Celebrate the successful end of your first year 

PROFESSIONAL DEVELOPMENT PURSUITS 

_____Take workshops, coursework, and verify certification requirements (i.e., Masters Degree) to 
maintain certification and develop skills 

_____Complete and submit Statement of Completion to the Mentor Coordinator 
_____Reflect on portfolio contents for year 1 
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IV. MENTOR RELEASE TIME REQUEST (IN MLP) 
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V. MENTOR RELEASE TIME LOGS (SUBMIT AFTER EACH SESSION) 

MENTOR-MENTEE RELEASE TIME LOG 

Please complete for each release time session and upload to Schoology in the Mentor Group 

MENTOR____________________________________Mentee__________________________________ 

DATE _______________________ ______________ RELEASE TIME ____________________________ 

Who was released? Mentor ____________ Mentee ___________ Both ____________ 

During the release time, the mentor/mentee pair engaged in the following activities: 

● Use the attached page (CORRELATION TO ANNUAL PERFORMANCE REVIEW) to document how 
the time was spent analyzing lesson preparation, instructional and assessment strategies. 

(Check all that apply) 

Pre-conference___________ 

Observation______________________ mentor observed mentee ___________ (Peer 
coaching) 

mentee observed mentor____________ 

Post-conference ___________________ Curriculum review_________________ 

Joint Planning _____________________ Discussion_______ Topic_________ 

Resource familiarization_____________ Other __________ Topic_________ 

Brief summary of release time activities: 

Plan of action: 

Comments: 
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CORRELATION TO ANNUAL PERFORMANCE REVIEW 

Please check off each domain and component addressed during the mentor/intern release 
time activity. First and second year teachers will be evaluated by administrators on the 
following components: 

Planning and Preparation 

Demonstrating Knowledge of Content and Pedagogy 

Selecting Instructional Goals 

Designing Coherent Instruction 

Demonstrating Knowledge of Students 

Assessing Student Learning 

Demonstrating knowledge of resources 

The Classroom Environment 

Managing Student Behavior 

Creating an Environment of Rapport and Respect 

Managing Classroom Procedures 

Establishing a culture for learning 

Organizing physical spacerecord keeping 

Instruction 

Communicating Clearly and Accurately 

Engaging Students in Learning 

Using questioning and discussion techniques 

Providing feedback to students 

Demonstrating flexibility and responsiveness 

Professional Responsibilities 

Reflecting on Teaching 

Maintaining Accurate Records 

Communicating with Families 

Contributing to the School and the District 

Growing and Developing Professionally 

Showing professionalism 

38 



 

   

     
         
   
   
   
      
       

                                                                              
    
      
    
      

   

     
       
   
    
     
      
      
        
         

                                                   

 
   

       
    
    
      
  
      
    

   

   
    

VI. MENTOR CHECKLIST OF DISCUSSION TOPICS & LOG 

DEPEW UNION FREE SCHOOL DISTRICT SCHOOL YEAR 20___-20___ 

IMMEDIATE CONCERNS & SCHOOL PROCEDURES 
Date Mentor New Hire 
Reviewed Initials Initials 
________ ______ ______ Opening procedures & duties 
________ ______ ______ Organization of the school day and various schedules 
________ ______ ______ Faculty Handbook 
________ ______ ______ Discipline procedures 
________ ______ ______ Open House 
________ ______ ______ Five week reports/report cards/Parent-Teacher Conferences 
________ ______ ______ Admin. observations: pre/post conferences, job targets 

________ ______ ______ Record keeping procedures 
________ ______ ______ End of the year procedures 
________ ______ ______ Grade level/Departmental procedures 
________ ______ ______ Field trip & guest speakers 

INSTRUCTIONAL STYLES & TECHNIQUES 
Date Mentor New Hire 
Reviewed Initials Initials 
________ ______ ______ NYS Core Curriculum Guides/Standards 
________ ______ ______ Lesson preparation, class participation, activities, etc. 
________ ______ ______ Classroom management 
________ ______ ______ Instructional strategies/consultant teaching/grouping 
________ ______ ______ Grading and evaluation techniques 
________ ______ ______ Testing procedures: classroom, building, state 
________ ______ ______ Communication with students and parents 
________ ______ ______ Opportunities for peer observation of new hire 
________ ______ ______ Opportunities for new hire to observe mentor/other professionals 

DISTRICT AND BUILDING ORGANIZATION 
Date Mentor New Hire 
Reviewed Initials Initials 
________ ______ ______ Acquisition of materials: general supplies, books, resources 
________ ______ ______ Professionalism and confidentiality 
________ ______ ______ Appearance and punctuality 
________ ______ ______ Communication with administration and staff 
________ ______ ______ Requisitions 
________ ______ ______ Internet Security/Gmail, acceptable use policy 
________ ______ ______ School Resources/software programs 

PROFESSIONAL GROWTH AND DEVELOPMENT 
Date Mentor New Hire 
Reviewed Initials Initials 
________ ______ ______ In-service credit 
________ ______ ______ Graduate course work 
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________ ______ ______ Staff development opportunities/Conferences 
________ ______ ______ Professional organization 
________ ______ ______ District and building committees 
________ ______ ______ Curriculum development 
________ ______ ______ Portfolio Information & Review 

COMMUNITY AND SUPPORT SYSTEMS 
Date Mentor New Hire 
Reviewed Initials Initials 

________ ______ ______Advisory duties, supervision responsibilities 
________ ______ ______Demographics of school community 
________ ______ ______Support services: guidance ,psychologist, etc. 
________ ______ ______Communication with community 

Additional Comments: 
Complete when all topics have been reviewed. 
_________________________________________ Mentor Signature 

_________________________________________ New Hire Signature 

As per New York State Law, this document must remain on file for 7 years 
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_______________________________ 
_______________________________ 
_______________________________ 

_______________________________ 
_______________________________ 
_______________________________ 

_______________________________ 
_______________________________ 
_______________________________ 
_______________________________ 

VII. PROGRAM EVALUATION FORMS (SUBMITTED DECEMBER AND MAY) 

DEPEW UNION FREE SCHOOL DISTRICT 
1ST MENTORING PROGRAM EVALUATION- DECEMBER 

We would like to have your opinion of the mentor program so that we may evaluate and strengthen our 
program for the future. In order to improve the Mentoring Program, please respond to the following questions. 

Please indicate if you are a: MENTOR NEW HIRE Date: _____________ 

Name:_____________________________________________________________________ 

Please check off the appropriate boxes below. 
1 means Needs Improvement 
2 means Fair 
3 means Good (meets expectations) 
4 means Excellent 

Part A: Compatibility 

1 2 3 4 
• • • • Certification Area 
• • • • Grade Level 
• • • • Building 

• • • • General Teaching Style 
• • • • Schedule and Availability 
• • • • Personality 

Part B: Professional Development Between Mentor and New Hire 

1 2 3 4 
• • • • Peer Observation 
• • • • Release Time 
• • • • Visits to other classrooms or districts 
• • • • Training and/or In-service 

Part C: Time and Meetings 

Comments: 

Comments: 

Was it difficult to schedule meeting times with your Mentor/New Hire?  Explain. 

Do you think that the time you spent with your Mentor/New Hire was sufficient? 
yes almost not really no 

I would have preferred to meet more often with my Mentor/New Hire. 
Yes sometimes rarely no 

Do you think that the time you spent together was helpful? 
yes somewhat not really no 
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Part D: When and how do you meet with your mentor or new hire? Check all that apply 

• Formal meetings arranged ahead of time • Informal meetings that occurred spontaneously 

• Before school 
• After school 
• During planning periods 
• During lunch period 
• Via e-mail 
• Other (please identify here) ________________________ 

Part E: Reflection 

What were the strengths and successes of working with your Mentor/New Hire? What are 
you most proud of? 

What suggestions would you make to improve the mentoring process? 
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__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 

__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 

__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 

__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 

__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 

DEPEW UNION FREE SCHOOL DISTRICT 
2RD MENTORING PROGRAM EVALUATION-MAY 

We would like to have your opinion of the mentor program so that we may evaluate and strengthen our 
program for the future. In order to improve the Mentoring Program, please respond to the following 
questions. 

Please indicate if you are a: MENTOR or Mentee NEW HIRE Date: ______________ 

Name:________________________________________________________________________ 

Please describe the positive experiences from the mentoring program. 

Please make suggestions and share ideas about changes to improve the program. 

New Hires only please answer 
What further assistance would be of help to you? 

Mentors only please answer 
Was training sufficient? What other training do you suggest? 

Would you be interested in mentoring again? Please state why or why not. 
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VIII. MENTOR PROGRAM STATEMENT OF COMPLETION 

44 



 
   
    

   

 

  

  

  

 

   

 

 

  

  

  

 

   

 

     

 

     

    

 

  

Appendix A 

Sample DISTRICT PROFESSIONAL DEVELOPMENT CALENDAR 
2021-22 Depew Professional Learning Calendar 

SEPTEMBER 

DATE Cayuga Middle School High School Special Education 

8/31/2021 

Superintendent's 

Conference Day 

with Nicole Karner 

Superintendent's Conference Day 

with Nicole Karner 

Superintendent's 

Conference Day 

with Nicole 

Karner 

Superintendent's 

Conference Day with 

Nicole Karner 

9/1/2021 

Superintendent's 

Conference Day 

with Nicole Karner 

Superintendent's Conference Day 

with Nicole Karner 

Superintendent's 

Conference Day 

with Nicole 

Karner 

Superintendent's 

Conference Day with 

Nicole Karner 

9/2/2021 

Superintendent's 

Conference Day Superintendent's Conference Day 

Superintendent's 

Conference Day 

Superintendent's 

Conference Day 

9/3/2021 

9/6/2021 

Labor day 

9/7/2021 

Superintendent's 

Conference Day Superintendent's Conference Day 

Superintendent's 

Conference Day 

Superintendent's 

Conference Day 

9/8/2021 Student's first day Student's first day 

Student's first 

day Student's first day 

9/9/2021 

9/10/2021 
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Sample questions for Post Professional Learning Session Evaluation 

● What was your reason for taking this course? 
● Did the course meet your expectations? 
● How will this course impact your classroom? 
● What is 1 key learning you feel was most important? 
● Is there anything you wish to share for improvement? 
● Are there any topics or areas you would like to investigate further? 

CTLE Credit Certificate 

We will be using the following certificate when awarding CTLE credit. 

46 

http://www.highered.nysed.gov/tcert/pdf/ctle-certificate-completion-form.pdf

	Structure Bookmarks
	Figure
	Depew Union Free School District 
	Professional Development Plan 
	2021-2026 
	Approved by Board of Education : Pending 
	Annot

	Depew Union Free School District Professional Development Plan 
	Table of Contents 
	Table of Contents 
	Table of Contents 

	Preface & District Information Professional Development Team Members Page 
	Preface & District Information Professional Development Team Members Page 
	4 
	5 
	6 

	Required Information As Requested by NYSED Page 
	Required Information As Requested by NYSED Page 

	Evaluation of the Professional Development Plan Page 
	Evaluation of the Professional Development Plan Page 

	Page 
	3 
	Mission Statement & Effective Professional Development Page 
	Mission Statement & Effective Professional Development Page 
	7 

	Continuous Improvement Page 
	Continuous Improvement Page 
	8 

	Professional Development Goals/Implementation 2021-22 Page 
	Professional Development Goals/Implementation 2021-22 Page 
	9 

	Range of Professional Development Opportunities Pages 9 -
	Range of Professional Development Opportunities Pages 9 -
	11 
	11-13 
	15 
	20 
	44 

	Primary Areas of the Professional Development Plan Pages 
	Primary Areas of the Professional Development Plan Pages 

	Professional Development Evaluation Process Page 
	Professional Development Evaluation Process Page 

	Administrators Association's Mentoring Program Page 16 -
	Administrators Association's Mentoring Program Page 16 -

	Teacher Mentor Program Handbook Pages 21 -
	Teacher Mentor Program Handbook Pages 21 -

	Appendix A 
	Appendix A 

	Sample Professional Development Schedule Page 
	Sample Professional Development Schedule Page 
	45 
	46 
	46 

	Sample Professional Learning evaluation Page 
	Sample Professional Learning evaluation Page 

	CTLE Certificate Link Page 
	CTLE Certificate Link Page 


	PREFACE 
	PREFACE 
	The Depew Union Free School District recognizes that quality professional development is valuable and important to improve instruction and learning. The district views it as essential to the full achievement of its mission… 
	...Challenge and inspire students to achieve at the highest level and become responsible citizens… 
	and to promote and assure ongoing development and growth of its professional staff. 
	Section 100.2 of the Regulations of the Commissioner of Education requires that each school district create and implement a plan for professional development by September 1 of each school year. This plan should “…describe how districts will provide all teachers with substantial professional development opportunities*.” 
	The Depew Union Free School District Professional Development Plan is the result of facilitated work of various committees of teachers, administrators and community members (Comprehensive District Education Plan (CDEP), Instructional Leadership Teams (ILT) and Teachers on Special Assignment (TOSA). These committees considered current research and literature, as well as district teacher input in its development. The plan is intended to inform and direct professional development planning and implementation in
	DISTRICT INFORMATION 
	DISTRICT INFORMATION 
	District Name: 
	District Name: 
	District Name: 
	Depew Union Free School District 

	BEDS Code: 
	BEDS Code: 
	140707030000 

	Superintendent: 
	Superintendent: 
	Henry Stopinski, Ph.D. 

	Address: 
	Address: 
	5201 S. Transit Road 

	TR
	Depew, NY 14043 

	Phone: 
	Phone: 
	716-686-5000 
	Fax: 
	716-686-5101 

	Years plan is effective: 
	Years plan is effective: 
	September 2021- June 30, 2026 

	Number of School Buildings: 
	Number of School Buildings: 
	3 

	Number of School-based 
	Number of School-based 


	professional Development teams: 0 
	PROFESSIONAL DEVELOPMENT TEAM MEMBERS 2021-2022 
	Joseph D’Amato, Director of Curriculum, Instruction and Personnel 
	Instructional Leadership Team & Comprehensive District Education Plan Members 
	Instructional Leadership Team & Comprehensive District Education Plan Members 
	Jeffrey Addesa 
	Jeffrey Addesa 
	Jeffrey Addesa 
	Angela Janiga 

	Sheri Barsottelli 
	Sheri Barsottelli 
	Kelly Jeffords 

	Dana Besch 
	Dana Besch 
	Kelly Kacalski 

	Charles Bonda 
	Charles Bonda 
	Traci Kanick 

	Kristen Cacciotti 
	Kristen Cacciotti 
	Kristen Kohl 

	Eileen Cartonia 
	Eileen Cartonia 
	Michelle Kudla 

	Joseph Cena 
	Joseph Cena 
	Heather Lovelace 

	Marie Cierzo 
	Marie Cierzo 
	James Lupini 

	Leo Cintron 
	Leo Cintron 
	Salvatrice Maroney 

	Raymond Cooper 
	Raymond Cooper 
	David Maroshick 

	Jennifer Cordon 
	Jennifer Cordon 
	Aaron Nolan 

	Laura Donnelly 
	Laura Donnelly 
	Cheryl Pulaski 

	Susan Ellis 
	Susan Ellis 
	Lauren Richards 

	Natasha Fatta 
	Natasha Fatta 
	Joanne Ryder 

	Rebecca Fatta 
	Rebecca Fatta 
	Robert Skoczylas 

	Christine Ferreri 
	Christine Ferreri 
	Jill Snuszka 

	Jaime Garver 
	Jaime Garver 
	Dawn Thurnherr 

	Mary Ellen Gianturco 
	Mary Ellen Gianturco 
	Jillian Tylenda 

	Lynn Girdlestone 
	Lynn Girdlestone 
	Patrick Uhteg 

	Jennifer Hatfield 
	Jennifer Hatfield 
	Joseph Ward 

	Lisa Hyman 
	Lisa Hyman 




	REQUIRED INFORMATION AS REQUESTED BY THE NEW YORK STATE EDUCATION DEPARTMENT 
	REQUIRED INFORMATION AS REQUESTED BY THE NEW YORK STATE EDUCATION DEPARTMENT 
	PROFESSIONAL DEVELOPMENT TEAM 
	PROFESSIONAL DEVELOPMENT TEAM 

	If School teams are not represented on the district professional development team, describe how the District plan will ensure that the needs of schools in the district are met. 
	Although not every school team in the district is represented on this Professional Development Team, this plan focuses on equitable access to Professional Development to meet individual staff needs, Professional Development goals, strategies, and activities for all professional staff, pre-kindergarten -adult, within the Depew Union Free School District will be provided. Professional development recommendations will be provided by the Comprehensive District Education Plan (CDEP), Instructional Leadership Tea
	In addition to the CDEP Team designing the plan, the ILT Team and Administrative Leadership Team were provided an opportunity to review a draft of the original Professional Development Plan. 
	The Professional Development Team will continue to play an active role in the designing of professional development opportunities by assessing needs from sources such as teacher surveys and professional development feedback forms. 
	On average, please identify the number of hours a teacher will be involved with professional development on an annual basis. This may include planning, delivery, application, and/or evaluation of professional development activities. 
	In 2015-16, New York State added a new provision to the Education Law which requires that, beginning in school year 2016-17, all holders of teaching certificates, teaching assistant certificates, and educational leadership certificates which are valid for life (Permanent, Professional, and Teaching Assistant Level III) register with the Department every five years and that the holders of the Professional and Teaching Assistant Level III certificates complete one hundred hours of continuing teacher and leade
	Teachers hired after September 1, 2004 will participate in New Teacher Orientation and the updated Teacher Mentor Plan. 
	All staff will participate in mandatory training sessions annually. 

	EVALUATION OF THE DEPEW UNION FREE SCHOOL DISTRICT PROFESSIONAL DEVELOPMENT PLAN 
	EVALUATION OF THE DEPEW UNION FREE SCHOOL DISTRICT PROFESSIONAL DEVELOPMENT PLAN 
	The Professional Development Team will align its evaluation practices to the performance indicators listed as part of Standard 10 of the NYS Professional Development Standards (see Appendix). Classroom instruction and teacher practice will be improved as a result of professional development activities aligned to: 
	● 
	● 
	● 
	New York State Learning standard 

	● 
	● 
	New York State Professional Development Standards 

	● 
	● 
	New York State Teaching standards 


	The Professional Development Team will utilize multiple sources of information (Data analysis) as related to improving professional practice and student learning (Professional Development activities will be adjusted according to relevant data through the recommendations of the professional Development Team). Some examples of multiple sources of information include, but ar not limited to: 
	● 
	● 
	● 
	School/District Report Card Information 

	● 
	● 
	Assessment results (Formative and summative) 

	● 
	● 
	Demographic Factors 

	● 
	● 
	Examples of student work 

	● 
	● 
	Trend data from various data-Points 

	● 
	● 
	Workshop evaluations and need Assessment surveys 

	● 
	● 
	Study team research findings and scholarly research 


	The Depew Union Free School District Professional Development facilitator will present the evaluation of the PDP to the Board of Education as part of the annual review process. 

	MISSION STATEMENT 
	MISSION STATEMENT 
	The mission of professional development in Depew is to promote and enhance 
	professional excellence for the members of the educational community through a 
	variety of opportunities designed to ensure successful learning for all students. 
	variety of opportunities designed to ensure successful learning for all students. 
	Depew believes that an educational community can only be as good as the personnel that it employs and that it is a shared responsibility to provide high quality ongoing professional development. The school district is responsible for helping staff members achieve the district mission and members of the school community have a responsibility to engage in comprehensive professional development. 
	The vision of the Depew professional development plan is to support educators who: 
	● 
	● 
	● 
	are committed to students and their learning 

	● 
	● 
	know the subjects they teach and how to teach those subjects to students to maximize student learning 

	● 
	● 
	are responsible for managing and monitoring student learning 

	● 
	● 
	systematically think about their practice and learn from experience 

	● 
	● 
	are contributing members of the learning community 


	These attributes are aligned with the core principles of the National Board for Professional Teaching Standards. 


	EFFECTIVE PROFESSIONAL DEVELOPMENT 
	EFFECTIVE PROFESSIONAL DEVELOPMENT 
	● 
	● 
	● 
	Begins with the commitment by the members of the school community to life-long learning 

	● 
	● 
	Maintains a differentiated approach to meet individual, department and grade level needs related to the teaching and learning process 

	● 
	● 
	Is data-driven based on student performance results (National Staff Development Standard) 

	● 
	● 
	Is timely and collaborative, using embedded professional learning and PLC’s 

	● 
	● 
	Provides time and school district financial and philosophical support 

	● 
	● 
	Follows a coherent, cohesive and comprehensive plan 

	● 
	● 
	Allows individuals to initiate their own professional development 

	● 
	● 
	Supports awareness activities, a blend of research and practice, time for follow-up, support groups and further investigation (National Staff Development Standard) 

	● 
	● 
	Includes research-based practices while also encouraging innovation, experimentation, and risk-taking (National Staff Development Standard) 

	● 
	● 
	Addresses a person’s self-image, self-concept, and stage of development through Social Emotional Learning opportunities 

	● 
	● 
	Balances the need for systemic initiatives as well as professional choice 

	● 
	● 
	Is inseparable from district improvement, the APPR process, is job-embedded and directly applicable to teaching and learning 


	All professional development is in service to our students who are expected to graduate from our district as empowered learners who are: 
	Educated individuals Aesthetically sensitive Responsible citizens Self-directed individuals Independent thinkers Enterprising individuals Lifetime learners Collaborative team members Effective Communicators Technologically literate 

	CONTINUOUS IMPROVEMENT 
	CONTINUOUS IMPROVEMENT 
	Relationship of Professional Development to Continuous Improvement 
	Relationship of Professional Development to Continuous Improvement 
	The Depew Union Free School District includes in its vision for systemic development the concept of continuous improvement. Continuous improvement is the overarching goal for professional development that must be the driving force for improved teaching and learning. This Professional Development Plan is designed to assure all teaching staff has the opportunity to strengthen and develop their pedagogical skills and content knowledge within a collaborative professional culture. 
	The following district priorities have been the focus of our professional development and align with the four domains of the Danielson Framework for Teaching: 
	Domain 1: Instruction: 
	Domain 1: Instruction: 
	Domain 1: Instruction: 
	Technology Integration 

	TR
	Response to Intervention 

	TR
	Common Core Literacy 

	TR
	Alignement NYS learning Standards 

	Domain 2: Planning 
	Domain 2: Planning 
	Curriculum Mapping 

	TR
	Formative/summative assessments 

	Domain 3: Environment 
	Domain 3: Environment 
	Differentiation 

	TR
	Cultural Responsiveness 

	TR
	Supportive of Social Emotional needs 

	Domain 4: Professional Responsibilities 
	Domain 4: Professional Responsibilities 
	Professional Learning 

	TR
	Communities 

	TR
	Show evidence of lifelong learning 

	TR
	Reflective practice 




	PROFESSIONAL DEVELOPMENT GOALS/IMPLEMENTATION 
	PROFESSIONAL DEVELOPMENT GOALS/IMPLEMENTATION 
	Relationship between Depew’s Professional Development Goals and New York State Learning Standards 
	Relationship between Depew’s Professional Development Goals and New York State Learning Standards 
	Each year the CDEP and ILT Committees define the professional development goals for the following year. Committee members base decisions upon general district goals set by the CDEP committee. Needs are identified through analysis of instructional program reviews and teacher surveys. 
	For the 2021-22 school year: the priority is that all professional development facilitates our faculty’s growth in their ability to: 
	● 
	● 
	● 
	Align and implement curriculum to New York State/Common Core Learning Standards 

	● 
	● 
	Provide instruction, based on the Standards, that promotes meaningful learning in a safe environment 

	● 
	● 
	Utilize technology in a one to one environment that enhances student engagement, problem solving, collaboration and critical thinking 

	● 
	● 
	Accurately assess student achievement of standards-based learning outcomes 

	● 
	● 
	Systematically think about and learn from their experiences, including opportunities for reflection 

	● 
	● 
	Be contributing members of our Professional Learning Community 

	● 
	● 
	Be responsive to students needs, both culturally and social emotionally 


	Financial Resources to be used: 
	Financial Resources to be used: 
	● 
	● 
	● 
	Local Budget -Curriculum Development Mentor Programs Summer and school year professional learning opportunities BOCES personnel Outside trainers 

	● 
	● 
	Federal Grants -Title I and IIA Literacy Training 





	RANGE OF PROFESSIONAL DEVELOPMENT OPPORTUNITIES 
	RANGE OF PROFESSIONAL DEVELOPMENT OPPORTUNITIES 
	For the 2021-22 school year the District will focus professional development opportunities in the following areas through both K-12 District-wide staff development and embedded classroom learning experiences. The CDEP, ILT and TOSA committees will act in a lead role in the development, planning and execution of these opportunities for faculty and staff based on the needs of our students. A Curriculum task force, consisting of the Director for Curriculum, Instruction and Personnel and our Teachers on Special
	Research shows the most effective model to provide professional development is one where teachers learn in a cohort group, have the opportunity to try out what they are learning, and provide feedback to each other. The Professional Learning Community model embraces this mindset. Depew has implemented this framework with our TOSAS to support teachers and encourage them to evolve their overall instructional practice. This has resulted in a culture of teachers sharing best practice and learning from one anothe
	Depew’s TOSA leadership team for the 2021-22 school year is as follows: 
	POSITION 
	POSITION 
	POSITION 
	GOALS (copied from 2020-2021 postings) 

	9-12 Creative Learning Ctr. /Innovation Coordinator/ Integrators 
	9-12 Creative Learning Ctr. /Innovation Coordinator/ Integrators 
	Support teachers and students through Innovative practices to increase student achievement. In collaboration with the high school shared-decision team, they research and recommend upgrades to the high school library to become a 21st-century student-centered learning space. Once the center is fully operational, facilitate design projects that will utilize the school’s Innovation Center. This position will creatively provide students with 21st-century skills (the 4 C’s of communication, collaboration, creativ

	6-12 Instructional Strategies coach 
	6-12 Instructional Strategies coach 
	To improve educational outcomes for ALL students, focusing on high impact instructional strategies and techniques that are aligned with District goals. This will include assisting newly hired teachers and teaching assistants, modeling practices, observing and reflecting, planning together with teachers, and co-teaching together with a classroom teacher to ensure accurate use of those strategies while ensuring that the strategy transfers over to success with students. 

	K-12 Technology Integrator/ Coach 
	K-12 Technology Integrator/ Coach 
	Provide high quality, ongoing job-embedded professional development for teachers, staff, and administrators to promote the use of technologies to support student achievement and increased engagement in the K-12 classroom. Collaborate with instructional and technical staff to support, manage, and optimize the use of instructional software and network resources to support quality teaching and learning. Assist with online assessment creation and data analysis to inform decisions to improve student learning. 

	K-5 STEAM Coach 
	K-5 STEAM Coach 
	The STEAM Coach will plan and coordinate all K-5 STEAM-related educational activities, including recommended purchases and planned use of tools and resources, professional development, and projects. This will result in a creative learning environment that will provide students a wide range of ways to learn and express themselves. 

	K-5 Math Coach 
	K-5 Math Coach 
	To facilitate professional development and the development of appropriate curriculum supports (including material, assessments, and work sample items) aligned to the current NY state standards in mathematics, to improve educational outcomes for all students. 

	K-5 Leader in Me 
	K-5 Leader in Me 
	To empower elementary school students to model 21st-century leadership skills and achieve their full potential, while creating a sustainable school culture that values and embraces the whole school, whole community, whole child model. 

	6-8 Leader in Me 
	6-8 Leader in Me 
	To empower middle school students to model 21st-century leadership skills and achieve their full potential, while creating a sustainable school culture that values and embraces the whole school, whole community, whole child model. 

	9-12 Leader in Me 
	9-12 Leader in Me 
	To empower high school students to model 21st-century leadership skills and achieve their full potential, while creating a sustainable school culture that values and embraces the whole school, whole community, whole child model. 

	9-12 Work-Based Learning Coordinator 
	9-12 Work-Based Learning Coordinator 
	The coordinator will facilitate connections with parents, business/industry, post-secondary institutions, and community organizations to ensure the delivery of career and workforce development services for job shadowing and internships for the Depew Finance Academy. In addition, coordination will be provided for special education students receiving a CDOS diploma in need of work-based learning activities. 

	6-12 STEAM/Innovat ion Center 
	6-12 STEAM/Innovat ion Center 
	The primary focus of this position is to assist in the transformation of the high school library to an innovation center. This will be done through developing student activities in collaboration with the library staff, as well as training the staff to create and run activities independently. This position will also assist teachers in grades 6-12 to integrate STEAM learning into their classrooms through a variety of training. 



	THE PRIMARY AREAS OF THE PROFESSIONAL DEVELOPMENT PLAN 
	THE PRIMARY AREAS OF THE PROFESSIONAL DEVELOPMENT PLAN 
	Curriculum Design and Instructional Practice 
	Curriculum Design and Instructional Practice 
	● 
	● 
	● 
	District-Wide development and implementation of literacy in the content areas (K-12) 

	● 
	● 
	Implementation of Social Studies Framework and the Social Studies Practices (K-12) 

	● 
	● 
	Develop lessons that foster culturally responsive classroom practices and Social Emotional Learning 

	● 
	● 
	Develop K-12 aligned Math and Science Curriculum aligned with NYSSLS 

	● 
	● 
	Ongoing Lucy Calkins Reading and Writing Units of Study training (Grades K-8) and Kelly Gallagher’s 180 Days in grades 9-12. 



	Technology Integration 
	Technology Integration 
	● Technology-focused staff development workshops to promote: 
	o 
	o 
	o 
	Further technology implementation in the classroom and increase capacity of technology utilization for teachers and students (Grades K-12) 

	o 
	o 
	Increase student engagement in lessons 



	Data and Assessment 
	Data and Assessment 
	● 
	● 
	● 
	Planning and implementation of a Response to Intervention/Academic Intervention System plan at the Elementary and Secondary levels to regularly monitors data systems for the purpose of providing appropriate interventions and course of action for students 

	● 
	● 
	Continued focus of Data Team structure and continued support of the Data Inquiry Teams at each building through the District Teacher Leaders (Teachers on Special Assignment and Instructional Leadership Team. 

	● 
	● 
	Continued development of Schoology as a repository for administrators and teachers to glean performance data for the development of building-wide goals and targeted professional development. 



	Social Emotional and Culturally Responsive Teaching and Learning 
	Social Emotional and Culturally Responsive Teaching and Learning 
	● 
	● 
	● 
	Develop an understanding amongst staff regarding classrooms that are responsive to all student needs 

	● 
	● 
	Assist teachers with developing strategies that are culturally responsive and responsive to emotional needs 

	● 
	● 
	Implement curricular changes regarding cultural sensitivity and social emotional learning 



	Mentor Program for Administrators and Teachers 
	Mentor Program for Administrators and Teachers 
	● 
	● 
	● 
	Plan and implement New Teacher and Administrator Training in the Danielson Framework 

	● 
	● 
	Implementation of the updated of Mentor Plan as approved in 2004-05 (pages 11-28) 


	For the above training, the District will utilize in-District teacher experts, Erie 1 BOCES, Western New York Teacher Center as well as out of District consultants as providers. 

	The following is a list of potential contracted entities or individuals that will provide CTLE on behalf of the Depew Union Free School District: 
	The following is a list of potential contracted entities or individuals that will provide CTLE on behalf of the Depew Union Free School District: 
	Curriculum Design and Instructional Practice 
	● 
	● 
	● 
	Depew Teachers on Special Assignment (TOSA) 

	● 
	● 
	Teachers College-Reading and Writing Units of Study 

	● 
	● 
	Jeanne Tribuzzi-Phonics, Reading and Writing Units of Study 

	● 
	● 
	Trainers from Teachers College on Reading and Writing Units of Study 

	● 
	● 
	Outside trainers on Math Instruction such as Greg Tang and Graham Fletcher 

	● 
	● 
	Kagan Publishing and Professional Development-Cooperative Learning Strategies 

	● 
	● 
	Zearn-K-5 Math Instruction 

	● 
	● 
	MyON online independent reading program 

	● 
	● 
	NewsELA online non-fiction reading 

	● 
	● 
	WNY Teacher Center 



	Technology Integration 
	Technology Integration 
	● 
	● 
	● 
	Schoology Training Team-Learning Management System 

	● 
	● 
	BOCES training on Instructional software 

	● 
	● 
	Training from software vendors such as ThinkTech, Edoctrina 



	Data and Assessment 
	Data and Assessment 
	● 
	● 
	● 
	Renaissance Learning-ELA and Math; Response to Intervention 

	● 
	● 
	Aimsweb-Response to Intervention 

	● 
	● 
	MyOn-Independent Reading strategies 

	● 
	● 
	NewsEla -ELA, Social Studies and Science Critical Thinking Skills, Argumentation 


	Professional development by both department and school occurs during faculty meetings and department meeting times. In addition release days are scheduled throughout the year for specific training aligned with District professional development goals. 

	Required Activities (occur annually): 
	Required Activities (occur annually): 
	● 
	● 
	● 
	Four Superintendent’s conference days 

	● 
	● 
	Monthly faculty meetings 

	● 
	● 
	Biweekly grade level and team meetings grades K to 8 

	● 
	● 
	Professional learning team meetings 

	● 
	● 
	Release days provided to staff throughout the 2021-22 school year for teachers to draft, implement and refine curriculum for Reader’s/Writer’s Workshop (grade K-8), New York State Science Learning Standards, New York State Social Studies Standards, CCLS Math Standards, and Technology integration (See Appendix for sample Depew PD calendar) 



	Mentor Program: 
	Mentor Program: 
	● 
	● 
	● 
	Summer training for Mentor Co-Coordinator, Mentor and Mentee 

	● 
	● 
	Three release days (scheduled by mentors) throughout school year 

	● 
	● 
	Mentoring Activities for Probationary Teachers-2 fall and 2 spring workshops 

	● 
	● 
	Classroom Visitations – a minimum of one half day in the fall and spring 

	● 
	● 
	Regular Meetings with Mentor 

	● 
	● 
	Annual evaluation of mentor program 



	ESL Teachers: 
	ESL Teachers: 
	● For teachers with a professional certificate in the certificate title of English to speakers of other languages (all grades) a minimum of 50 percent of the required professional development clock hours (20 hours required per year) will be in language acquisition aligned with the core content area of instruction, including a focus on best practices for co-teaching strategies, and integrating language and content instruction for English language learners. 
	Professional development by both department and school occurs during faculty meetings and department meeting times. It is important to note that the required activities below only qualify for CTLE credit if there is professional development around content, pedagogy or language acquisition. Teachers requiring CTLE credit will be required to ask for the appropriate certificate of completion. In addition release days are scheduled throughout the year for specific training aligned with District professional dev
	● A sample of an acceptable CTLE Certificate of Completion Form or an acknowledgement that you will use the NYSED form. Also, an acknowledgement that educators are aware that they must maintain personal records of their CTLE hours/activities. 
	To be added to the plan: 
	We will be using the following when awarding CTLE credit. 
	certificate 
	certificate 


	Directions to the teacher requesting CTLE hours: 
	1. 
	1. 
	1. 
	Please complete section 1 and 2 of this certificate for each event that you wish CTLE credit 

	2. 
	2. 
	Turn the signed certificate into the Director of Curriculum and Instruction who will complete Section III. 

	3. 
	3. 
	A copy of the completed certificate will be returned to the teacher for their personal record keeping. *Please note that teachers must keep their own personal records of CTLE hours. 


	Additional Voluntary Activities: 
	● Conferences/Workshops ● After School Technology Workshops ● Webinars on Schoology ● Graduate Classes ● Model Schools staff development at BOCES ● Curriculum Development ● WNY Teachers Center classes ● Summer Professional Training workshops ● Instructional Coaching ● Book Studies and Study Groups ● Participation in regional and local scoring of State assessments, assessing student portfolios 
	● Conferences/Workshops ● After School Technology Workshops ● Webinars on Schoology ● Graduate Classes ● Model Schools staff development at BOCES ● Curriculum Development ● WNY Teachers Center classes ● Summer Professional Training workshops ● Instructional Coaching ● Book Studies and Study Groups ● Participation in regional and local scoring of State assessments, assessing student portfolios 
	● Conferences/Workshops ● After School Technology Workshops ● Webinars on Schoology ● Graduate Classes ● Model Schools staff development at BOCES ● Curriculum Development ● WNY Teachers Center classes ● Summer Professional Training workshops ● Instructional Coaching ● Book Studies and Study Groups ● Participation in regional and local scoring of State assessments, assessing student portfolios 
	● Planning/developing curriculum ● Reviewing class performance data over time to make decisions about one’s own professional development, based on student outcomes ● Collaborating on the development of new programs and instructional methods, including visitation to other classrooms and districts ● NYS Master Teacher Program ● BOCES Consortiums ● State and National Conferences ● NYSED facilitated projects, assessment development, scoring of assessments 

	● Action research projects (includes on-line research) ● Study (collegial) group activities, structured guided reflection activities focused on student learning 
	● Action research projects (includes on-line research) ● Study (collegial) group activities, structured guided reflection activities focused on student learning 
	● Professional organizations ● Service as an Instructional Leader, Coordinator or Committee Chairperson ● Participation in PLT’s throughout the school year 


	Current English Language Acquisition Requirements (below) 
	Certificate Type 
	Certificate Type 
	Certificate Type 
	% of 100 Clock Hour CTLE Requirement Devoted to Language Acquisition 
	Can Exemption* from the Language Acquisition Requirement Apply? 

	Professional Classroom Teacher other than English to Speakers of Other Languages, 
	Professional Classroom Teacher other than English to Speakers of Other Languages, 
	15% 
	Exemption may apply. Exemption does not reduce the 100-clock hour CTLE requirement 

	Professional School Leader 
	Professional School Leader 
	15% 
	Exemption may apply. Exemption does not reduce the 100-clock hour CTLE requirement 

	Level III Teaching Assistant 
	Level III Teaching Assistant 
	15%, 
	Exemption may apply. Exemption does not reduce the 100-clock hour CTLE requirement 

	Professional English to Speakers of Other Languages 
	Professional English to Speakers of Other Languages 
	50% 
	Exemption may apply. Exemption does not reduce the 100-clock hour CTLE requirement. 

	Professional Bilingual Extension Annotation 
	Professional Bilingual Extension Annotation 
	50% 
	Exemption may apply. Exemption does not reduce the 100-clock hour CTLE requirement 

	Permanent Classroom Teacher other than English to Speakers of Other Languages 
	Permanent Classroom Teacher other than English to Speakers of Other Languages 
	Permanent certificate holders are NOT subject to CTLE requirements 
	n/a 

	Permanent School Leader 
	Permanent School Leader 
	Permanent certificate holders are NOT subject to CTLE requirements 
	n/a 

	Permanent English to Speakers of Other Languages 
	Permanent English to Speakers of Other Languages 
	Permanent certificate holders are NOT subject to CTLE requirements 
	n/a 

	Permanent Bilingual Extension Annotation 
	Permanent Bilingual Extension Annotation 
	Permanent certificate holders are NOT subject to CTLE requirements 
	n/a 

	Permanent Pupil Services (PPS) such as School Attendance Teachers/School Counselors/School Psychologists/School Social Workers/School Dental Hygiene Teachers and School Nurse Teachers 
	Permanent Pupil Services (PPS) such as School Attendance Teachers/School Counselors/School Psychologists/School Social Workers/School Dental Hygiene Teachers and School Nurse Teachers 
	Permanent certificate holders are NOT subject to CTLE requirements 
	n/a 

	Permanent Bilingual Education (PPS/Admin) Extension 
	Permanent Bilingual Education (PPS/Admin) Extension 
	Permanent certificate holders are NOT subject to CTLE requirements 
	n/a 




	PROFESSIONAL DEVELOPMENT EVALUATION PROCESS 
	PROFESSIONAL DEVELOPMENT EVALUATION PROCESS 
	The following process will be used for planning professional development. All proposed PD opportunities will be measured against the Professional Development Rubric from NYSED website. 
	1. 
	1. 
	1. 
	Review student achievement data to determine areas of need (NYS Assessment, ESSA, Internal measures) 
	Review student achievement data to determine areas of need (NYS Assessment, ESSA, Internal measures) 


	2. 
	2. 
	Individuals asked to complete survey online (each spring), to plan for summer learning, focused on needs, readiness and comfort with tools/strategies. Surveys returned to TOSA and ILT committees for review and then shared with all staff 

	3. 
	3. 
	Utilizing the survey data, the team will develop the following year’s Professional Development Plan and offerings to teachers. 

	4. 
	4. 
	4. 
	The Professional Development Team (CDEP, TOSAS and ILT) revises the Professional Development Plan based upon the input of teachers. 

	● Recommendations are reviewed with the CDEP committee. 

	5. 
	5. 
	Professional Learning facilitators will run a confidential post-session evaluation and complete a personal reflection on each course title they taught. (Sample in Appendix) Reflections will be reviewed annually by professional Learning Team 



	ADMINISTRATORS ASSOCIATION’S MENTORING PROGRAM 
	ADMINISTRATORS ASSOCIATION’S MENTORING PROGRAM 
	Rationale: The purpose of the mentoring program is to provide new Depew Administrator’s Association (DAA) members in the probationary period of their development an opportunity to be mentored by an experienced and tenured building level administrator. The duration of the program is planned for one year, with the option to continue beyond that year with the approval of the Superintendent of Schools. 
	Administrative mentor program: The District will use a Learner-Centered model for administrative mentoring, as it is professional in nature, evolutionary and dynamic, reciprocal, embodies shared responsibilities and full participation of the mentor and mentee. Given that new administrators come in with a wealth of teaching experience, they are focusing on enhancing their leadership attributes and skills to help them in their new position. There are many mentorship groupings that may be employed: traditional
	The District will also consider providing a limited mentor experience to an DAA member for assuming a new leadership role within the district. The administrator should provide his/her request and rationale, in writing, to the Superintendent of Schools for consideration. The Superintendent of Schools will be informed of the proposed mentor selection by the DAA President prior to formalizing the assignment. The Superintendent may provide insight on the mentor pairing, however, the final decision on the appoin
	General outline: The mentor and probationary administrator will create a monthly meeting schedule, which has them meeting throughout the year. 
	• 
	• 
	• 
	Mentors receive a stipend described in the DAA contract. 

	• 
	• 
	Mentoring is non-evaluative. 

	• 
	• 
	Mentoring encourages self-reflection. 

	• 
	• 
	The mentor-mentee relationship is confidential and collegial in nature. 

	• 
	• 
	• 
	Mentors will visit their interns at least twice during the year to observe the mentee 

	leading and/or facilitating a staff meeting, parent meeting, or other group. 

	• 
	• 
	Mentors are expected to cover all of the topics listed on the checklist. 


	Reassignment of Mentors: During the course of the mentor relationship there may be a need to reassign a mentor. The process of reassignment will be conducted by the DAA president. 
	The process will begin with the mentee completing a needs assessment, which will drive the mentor-mentee creation of the planning guide. Throughout the year meetings and topics will be captured in the log. The final piece is a reflection being completed by the mentee and reviewed with the administrative mentor. The necessary documents are in the Appendix. 
	Administrative Mentor-Mentee Meeting Topics-These may vary based on the probationary administrators prior experience and placement. 
	● 
	● 
	● 
	Culture and History of the District and Community-Using conversation and travel the mentor will lead the probationary administrator through a presentation of the unique characteristics and locations of the school district and the community-at-large. 

	● 
	● 
	Establishing a positive working relationship with the building’s parent organizations. Emphasis will be placed on understanding the “culture” and how he/she can best assimilate into the Depew UFSD . 

	● 
	● 
	Scheduling-Mentors will discuss the importance of scheduling and the practical elements of designing an effective building/program schedule. 

	● 
	● 
	New Teacher Orientation-Non-tenured administrators will work cooperatively with mentors to create a building level orientation program for new teachers that is practical, informative, valuable and supportive of the district’s orientation. 

	● 
	● 
	Shared Decision Making-An overview of the SDM process will be presented. New administrators will need to participate in the SDM training provided by the school district. Opening a School-Elements necessary for a “smooth” opening of school will be shared with new administrators. 

	● 
	● 
	Forming Positive Parent/Guardian Partnerships-The essential elements of promoting effective and lasting partnerships with parents/guardians will be explored. Mentors will impress on probationary administrators the importance to fostering these relationships and demonstrate the benefits afforded to students through these working relationships. 

	● 
	● 
	Design of an Evening Program-Mentors will share the components related to planning an evening program, such as an Open House. 

	● 
	● 
	Conferencing-Strategies for planning and conducting effective and efficient conferences will be discussed. A distinction between parent/guardian, student, faculty/staff, and business meetings will be presented and referenced. 

	● 
	● 
	School Safety-Understanding the importance and necessity of promoting and maintaining a safe environment will be the focus of this discussion. District and building safety protocols will be presented along with important points of consideration for new administrators through the use of different scenarios. 

	● 
	● 
	Teacher/Staff Observation and Evaluation-Elements of effective evaluative practices will be presented by the mentor. Utilizing the appropriate contractual procedures in the observation process will be stressed. Understanding this component of the administrator’s responsibilities is crucial to creating a results driven atmosphere in a school building. 

	● 
	● 
	APPR/APE-Annual performance documents will be presented. Mentors and probationary administrators will discuss strategies for effectively recording the performance of teaching and support staff with the confines of our evaluative procedures and protocols. 

	● 
	● 
	BEDS-Coordination of the BEDS data and the responsibilities of the building administrator will be discussed. 

	● 
	● 
	Budget Development-Discussions related to the development of a building budget and district budget will occur between the probationary administrator and mentor. Procedures and protocols will be highlighted. 

	● 
	● 
	Team-The importance of promoting a team atmosphere with all administrators will be focused on. Scenarios and real-life situations the issues that can threaten a “team first” approach will be reviewed and discussed. 

	● 
	● 
	Parent Involvement-Mentors will share ideas and methods for ensuring appropriate parent/guardian involvement at the building level. 

	● 
	● 
	Student Behavior/Discipline-District policies, procedures, Code of Conduct and processes will be shared. Again, scenarios will be used to illustrate certain elements of our program. 

	● 
	● 
	Personal Health/Stress Relief-The importance of staying healthy and managing stress will be stressed. Mentors and probationary administrators will engage in conversations centered on a variety of activities that administrators can pursue in order to cope with the “stress of the job.” 

	● 
	● 
	Calendar-Time and task management strategies and practices will be presented. 

	● 
	● 
	Professional Development-The mentor shall emphasize that the responsibility for professional development rests with the “professional”. Understanding the essential elements of developing professionally as a building administrator is stressed throughout the mentorprogram. Visitations and observations of administrative colleagues, both in and out of district, will be promoted. Professional organizations (SAANYS, ASCD, NASSP, NAESP) will be identified and discussed. 

	● 
	● 
	Reflective Practices-As an essential element of effective professional development, reflection as a tool for growth will be the center of this discussion. Journaling will be stressed as will other strategies for reflection. 

	● 
	● 
	Professional Development Program (PDP) – Train new administrators in the use and function of the district’s software database for tracking and recording professional development activities of the professional staff. 

	● 
	● 
	Hiring Process-Interviewing and reference checks will be the focus of this component of the program. Interview questioning techniques and the dos and don’ts of interviewing will be emphasized. 

	● 
	● 
	Student Management Systems/District Website-The mentor will work with the Director of Technology to secure training for the probationary administrator using PowerSchool, Data Warehouse and any other management system that is utilized by the administration. 

	● 
	● 
	Navigation of the district’s website will also be emphasized (see appendix for policies to be covered). 

	● 
	● 
	Communication-Through discussion and role plays the mentor will provide the non-tenured teacher with experiences and an understanding of the protocols of effective communication. 

	● 
	● 
	Education Law-Mentors will explore legal issues in education with probationary administrators. Participants will be encouraged to attend the Educational Law Conference. 

	● 
	● 
	Methods of inquiry when dealing with legal issues will be addressed. 

	● 
	● 
	Meetings-Designing and managing effective meeting agendas will be discussed. Procedures and strategies that can be implemented to maintain an efficient and productive meeting provide a foundation for this topic. 

	● 
	● 
	Union Issues-Non-tenured administrators will understand the complexity of the work environment, regarding the different employee associations. Tactics, tendencies and strategies will be presented for consideration. Copies of the DTEA, Depew CSEA and DTO contracts will be provided. 

	● 
	● 
	Curriculum Mapping/Data Analysis-Mentors will present the various uses of data derived from the mapping process and the relationship between assessment results and classroom instruction. Creation and design of curriculum development and revision projects will be discussed. Specific attention will be paid to procedural elements of the processes. 

	● 
	● 
	Student Support Services-Special Education, Academic Intervention Services, and RTI will be presented. Time will be spent with the Executive Director of Pupil Services to share information regarding student support services. 

	● 
	● 
	Co-curricular Program-Discussion will focus on the creation and maintenance of a quality comprehensive co-curricular program. 

	● 
	● 
	Politics-The politics of education, as related to a building administrator will be discussed. Local, state and national issues and their potential impact will form the basis of this topic. 

	● 
	● 
	The Press-Mentors will present the probationary administrators with effective procedures to follow when dealing with the press. The district’s protocol concerning communications with the Press will be presented. 

	● 
	● 
	VADIR-Documenting and reporting of the data required for submitting the Violence and Destructive Incident Report will be the focus of this session. 

	● 
	● 
	Professionalism/Confidentiality-The ethical treatment of information will be stressed. Mentors will use examples to illustrate the need for confidentiality when dealing with certain types of personnel issues. Additionally, mentors and probationary administrators will participate in role plays to create real-life situations for them to work out and learn from. 

	● 
	● 
	Ethics, Honesty & Integrity-The importance of ethical behavior will be stressed. Situations will be presented to demonstrate the danger of acting unethically. Mentors will utilize authentic and real examples to show the damage unethical behavior can have on an organization. 

	● 
	● 
	Research-The importance of staying current will be emphasized. Utilizing professional journals, websites and other resources will be presented as being critical for administrators. Time tested practices will be shared for discussion. 

	● 
	● 
	Instructional Leadership-Leading a building as the most influential educator should be every building level administrator’s goal. Through focused discussion based on relevant research and practical applications, the mentor and probationary administrator will develop an understanding of the challenges and rewards of assuming the role of a true instructional leader. 

	● 
	● 
	Creating a Professional Learning Community-How to promote and maintain a PLC at the building level. The mentor will share the characteristics of an effective PLC and the resources necessary to sustain a professional learning community which will foster a common goal of increased student achievement. 

	● 
	● 
	Assessments-Planning, scheduling, implementing and rating of large scale examinations will be the focus of these sessions. 

	● 
	● 
	Closing the School Year-Essential elements of a successful school closing will be outlined. 

	● 
	● 
	Difficult Faculty/Staff-How to manage and work with teachers and support staff who are considered difficult will be the focus of this component of the program. Discussions between the non-tenured administrator, other Depew Administrators and the mentor, will focus on this issue. 

	● 
	● 
	Employee Investigation and Discipline-Understanding the role and responsibility of the building administrator in the staff disciplinary process will be the focus of this component. Employee due process rights and effective questioning and investigative strategies will be discussed between the mentor and probationary administrator. 


	Administrative Book study: Mentors will facilitate a book study based on the area in which the mentee is working, when practical. Based on the needs this can be changed to topics, such as: school culture, data analysis, cultural responsiveness, leadership. The purpose of the book study is for all the mentor-mentee relationships to develop as well as foster deeper understanding on aspects of being a school administrator. 
	Required Paperwork for Administrators Association’s Mentoring Program 
	Required Paperwork for Administrators Association’s Mentoring Program 
	Required Paperwork for Administrators Association’s Mentoring Program 

	Attachment 1: Needs Assessment 
	Attachment 1: Needs Assessment 

	Use the following survey in initial discussions in the mentoring relationship and to develop the mentorship plan. 
	Directions: For each of the items below, choose the response that most closely indicates your level of need for assistance or desire for improvement. 
	A. Little or no need for assistance in this area 
	B. Some need for assistance in this area 
	C. Moderate need for assistance in this area D. High need for assistance in this area 
	D. Very high need for assistance in this area 
	1. 
	1. 
	1. 
	______ Evaluating-staff 

	2. 
	2. 
	______ Facilitating/conducting group meetings 

	3. 
	3. 
	______ Designing and implementing a data-based improvement process 

	4. 
	4. 
	______ Developing and monitoring a school budget 

	5. 
	5. 
	______ Organizing and conducting parent—teacher conferences 

	6. 
	6. 
	______ Establishing a schedule for students and staff 

	7. 
	7. 
	______ Being aware of issues related to school law 

	8. 
	8. 
	______ Managing custodial, office staff and other support staff 

	9. 
	9. 
	______ Establishing a positive relationship with other administrators 

	10. 
	10. 
	______ Determining who is who in a school/district 

	11. 
	11. 
	______ Relating effectively to board members and central office personnel 

	12. 
	12. 
	______ Balancing district professional values and personal values 

	13. 
	13. 
	______ Understanding how the principalship affects personal lives 

	14. 
	14. 
	______ Developing interpersonal networking skills 

	15. 
	15. 
	______ Encouraging involvement by all parties in the educational system 

	16. 
	16. 
	______ Developing positive relationships with other organizations 

	17. 
	17. 
	______ Enhancing awareness of organizational culture 

	18. 
	18. 
	______ Being aware of why one was selected for a leadership role 

	19. 
	19. 
	______ Portraying a sense of self-confidence on the job 

	20. 
	20. 
	______ Having a vision and knowing how to achieve organizational goals 

	21. 
	21. 
	______ Demonstrating a desire to make a significant difference in the lives of students 

	22. 
	22. 
	______ Being aware of one's biases, strengths and weaknesses 

	23. 
	23. 
	______ Understanding and seeing that change is ongoing, and that it results in a continually changing vision of the principalship. 

	24. 
	24. 
	______ Assessing responsibilities in terms of the "real role" of the principalship. 

	25. 
	25. 
	______ Developing instructional leadership strategies 


	Figure
	—Adapted from John Daresh 's Beginning Principal 's Critical Skills Survey 
	Attachment 2: Planning Guide 
	Attachment 2: Planning Guide 

	Goals 
	Goals 
	1. What do we want to achieve? 

	Strategies 
	Strategies 
	2. How will we achieve our goals? 

	Resources 
	Resources 
	3. What do we need to achieve our goals? 
	Evaluation 
	4. How are we doing? 
	Next Steps 
	5. Where to next? 
	Attachment 3: Reflection 
	Attachment 3: Reflection 

	1. 
	1. 
	1. 
	(If continuing with the relationship from year to year): What did I/we accomplish last year as a result of our mentoring relationship? 

	2. 
	2. 
	What were the successes I/we shared/experienced? 

	3. 
	3. 
	What were the challenges I/we confronted? 

	4. 
	4. 
	How can I/we build on the successes? 

	5. 
	5. 
	How can I/we deal with the challenges? 

	6. 
	6. 
	Where do I/we want to go next? 





	TEACHER MENTOR PROGRAM HANDBOOK 
	TEACHER MENTOR PROGRAM HANDBOOK 
	BACKGROUND 
	BACKGROUND 
	BACKGROUND 

	The New York State Department of Education requires all school districts to implement a Mentor New Hire Program by September 2004. 
	-


	MISSION STATEMENT 
	MISSION STATEMENT 
	MISSION STATEMENT 

	The Mentoring Program will give systematic support for new hires to develop teaching practices, learn professional responsibilities, and positively affect student learning. 

	GOALS 
	GOALS 
	GOALS 

	● 
	● 
	● 
	Improve student achievement 

	● 
	● 
	Improve teaching performance including classroom environment, instruction, planning, lesson design and professional growth responsibilities 

	● 
	● 
	Convey to the new hire the school culture 

	● 
	● 
	Provide the new hire with a means for support 

	● 
	● 
	Encourage continuous staff development 

	● 
	● 
	Assist the new hire in a timely manner 

	● 
	● 
	Demonstrate/model effective teaching practices 

	● 
	● 
	Cultivate goals through a self-reflective environment 

	● 
	● 
	Monitor the program for continuous improvement 



	QUALIFICATIONS OF A MENTOR 
	QUALIFICATIONS OF A MENTOR 
	QUALIFICATIONS OF A MENTOR 

	The desired qualities of a mentor should include a professional who is tenured and permanently or professionally certified. Mentors must be knowledgeable of subject matter and New York State Learning Standards. The mentor will advise and observe a new hire with an understanding that different teaching styles, strategies and methods exist. Also, the mentor will be a source of information regarding professional resources, the District, and the community.  Mentors must be willing to invest time with a new hire

	CONFIDENTIALITY STATEMENT 
	CONFIDENTIALITY STATEMENT 
	CONFIDENTIALITY STATEMENT 

	The purpose of the mentoring program is to increase the skills of professionals in order to improve student achievement in accordance with state learning standards. 
	As part of the Mentoring process, the building administrator and/or mentor and/or the new hire (first year probationary appointment or full-year leave replacement in the Depew Union Free School District) will have conversations and information sharing sessions. The defined unit of confidentiality is the building administrator, mentor and new hire. It is realized that it might not always be practical for this unit to meet together and some conversations might occur informally between building administrator a
	All evaluative observations of the new hire will be the responsibility of the building administrator and the appropriate director in the Annual Professional Performance Review.  Through the APPR process, the new hire, the director, and the building administrator can interact as appropriate regarding concerns resulting from the evaluative process. The mentor has the responsibility to report situations that constitute health or safety problems for the children. In this extreme case, the mentor should contact 

	ROLES AND RESPONSIBILITIES OF THE PRINCIPAL 
	ROLES AND RESPONSIBILITIES OF THE PRINCIPAL 
	ROLES AND RESPONSIBILITIES OF THE PRINCIPAL 

	The roles and responsibilities of the principal may vary by setting. These responsibilities may be shared with the assistant principal. The responsibilities include: 
	● 
	● 
	● 
	Establishing a school culture. This culture should be built on collegiality and support collaboration amongst new hires and veteran staff. 

	● 
	● 
	Ensuring reasonable working conditions for the new hire. This may include schedule modifications; i.e. limiting assigned duties. 

	● 
	● 
	Facilitating the relationship between the mentor and new hire. 

	● 
	● 
	Participating in the new hire orientation program. 

	● 
	● 
	Conducting formal evaluations of the new hire. The principal should ensure that the new hire is informed early in the year about the District’s evaluation procedures and job performance targets. 

	● 
	● 
	Participating in the mentor selection process. The matching of mentors and new hires will take place using the selection criteria developed in the District’s mentoring program. 

	● 
	● 
	Notifying District Office and Mentor Coordinator if a mentoring vacancy arises during the school year.  The District Office will post the mentor position to be filled in a timely manner. The Building Selection Committee will reconvene to fill the open position. 

	● 
	● 
	Submitting an evaluation of the program. 

	● 
	● 
	Attend mentor training. 



	ROLES AND RESPONSIBILITIES OF THE MENTOR COORDINATOR 
	ROLES AND RESPONSIBILITIES OF THE MENTOR COORDINATOR 
	ROLES AND RESPONSIBILITIES OF THE MENTOR COORDINATOR 

	The mentor coordinator oversees all components of the mentoring program within the District. The responsibilities include: 
	● 
	● 
	● 
	Assisting in the mentoring selection process. 

	● 
	● 
	● 
	Providing support for the mentor. 

	❏ 
	❏ 
	❏ 
	The Mentor Coordinator will use the guidelines set forth in the roles and responsibilities of the mentor to provide support for the District mentors that they are overseeing. 

	❏ 
	❏ 
	Act as a consultant in mentoring matters 



	● 
	● 
	● 
	Facilitating and coordinating all mentor committee meetings. 

	❏ The Mentor Coordinator will: 
	➢ 
	➢ 
	➢ 
	provide training on the District APPR per the handbook guidelines 

	➢ 
	➢ 
	assist with planning and implementing New Teacher Orientation (August before school starts) 

	➢ 
	➢ 
	➢ 
	schedule and facilitate three (3) group meetings per year for the District mentors 

	to discuss progress of the program and answer any questions regarding the mentoring program 

	➢ 
	➢ 
	meet with mentor pairs a minimum of twice a year 

	➢ 
	➢ 
	coordinate technology training for mentors with K-12 Technology Integrator TOSA 

	➢ 
	➢ 
	➢ 
	facilitate Mentor/Mentee book study (recommended: The Inspirational Teacher, but another can be used.) 

	★ use a schoology discussion in the Mentor group for this activity ➢ oversee mentor’s portfolio development 

	➢ 
	➢ 
	coordinate with District Administration portfolio tenure presentations 

	➢ 
	➢ 
	ensure statements of completion and all mentor forms are submitted in Schoology group (mid-year program evaluations, end-of-year program evaluations, log sheets, and completion of program forms). 



	● 
	● 
	● 
	Ensuring scheduled observations occur between the mentor and new hire. 

	❏ The Mentor Coordinator should regularly check the log sheet kept by the mentor to help ensure a successful program. 

	● 
	● 
	Attending Board of Education meetings when appropriate and to present agenda items concerning the mentoring program to the Superintendent of Schools at least one week prior to the Board of Education meeting. 



	ROLES AND RESPONSIBILITIES OF THE MENTOR 
	ROLES AND RESPONSIBILITIES OF THE MENTOR 
	ROLES AND RESPONSIBILITIES OF THE MENTOR 

	The mentor is to be a supportive informational resource person to the new hire. In no way should the mentor's job be considered that of an evaluator.  The responsibilities include: 
	➢ 
	➢ 
	➢ 
	➢ 
	Ensuring a strong start to the new school year. Mentors can help new hires launch into a 

	productive year by making sure they know where to obtain all needed materials and are familiar with routines and schedules. 

	➢ 
	➢ 
	➢ 
	Providing professional support. This includes, but is not limited to: 

	● 
	● 
	● 
	Peer observation of and conferencing with new hire 

	● 
	● 
	Support of educational practices pertinent to professional areas (ex. NYS standards, curriculum, services, record keeping, etc.) 

	● 
	● 
	Refining various educational strategies related to their position 

	● 
	● 
	Addressing issues regarding classroom management (if applicable) and communicating effectively with parents 

	● 
	● 
	Recognizing and addressing multiple learning styles and individual student needs 

	● 
	● 
	Informing new hire of policies and procedures within the District or building relating to their professional practice 

	● 
	● 
	Assisting in setting and meeting realistic goals and reevaluating these goals as necessary 

	● 
	● 
	● 
	Answering questions relating to professional issues and being able to seek additional 

	assistance from other sources in the school community 

	● 
	● 
	Assisting the new hire in creating a portfolio 



	➢ 
	➢ 
	➢ 
	Providing personal support. This includes encouragement and introducing the new hire to 

	other staff within the District. 

	➢ 
	➢ 
	Maintaining a confidential relationship (as per Mentoring Program Confidentiality Statement). 

	➢ 
	➢ 
	➢ 
	Serving as a resource. Inform the new hire of opportunities and supports provided by various 

	professional associations and educational resources. 

	➢ 
	➢ 
	➢ 
	Serving as a liaison. The mentor will provide valuable input to the Professional Development 

	and Mentoring Committees to make suggestions to improve the overall mentoring process. 

	➢ 
	➢ 
	Maintaining mentor/new hire log sheet. 

	➢ 
	➢ 
	Attending mentor meetings (may be held beyond the school day). 

	➢ 
	➢ 
	Submitting statement of completion and program evaluation forms. 

	➢ 
	➢ 
	Completing nine hours of training (including summer and/or academic school year). 



	ROLES AND RESPONSIBILITIES OF THE NEW HIRE 
	ROLES AND RESPONSIBILITIES OF THE NEW HIRE 
	ROLES AND RESPONSIBILITIES OF THE NEW HIRE 

	The new hire will participate in the Depew Union Free School District’s mentoring program. The responsibilities include: 
	● 
	● 
	● 
	Playing an active role in the mentoring relationship. A new hire should make personal and professional self-reflections to identify areas where assistance may be needed. 

	● 
	● 
	Seeking out assistance. The new hire must seek out support, be forthright in communicating classroom issues, and remain open to feedback in order to develop as a professional. 

	● 
	● 
	Observing experienced professionals at work. The new hire should observe a variety of experienced professionals within his/her area of expertise or related to his/her area of need. 

	● 
	● 
	Participating in programs organized for new hires. These may include, but are not limited to, District orientation, training, professional development, seminars, and workshops. 

	● 
	● 
	Initialing mentor/new hire log. The new hire is responsible for initialing all time entered on the Mentor/New hire Log Sheet kept by the mentor. 

	● 
	● 
	Completing all forms/paperwork (program evaluation, completion form, etc.). 

	● 
	● 
	Maintaining confidentiality with mentor (refer to Confidentiality Statement on page 2). 



	DISTRICT MENTORING COMMITTEE 
	DISTRICT MENTORING COMMITTEE 
	DISTRICT MENTORING COMMITTEE 

	The District Mentoring Committee will be a sub-committee of the CDEP Committee. This sub-committee will remain in effect until revisions or modifications of the mentoring program are 
	complete. Mentors may serve on this sub-committee. 
	The CDEP Committee will be responsible for: 
	The CDEP Committee will be responsible for: 
	1. 
	1. 
	1. 
	Evaluating the program 

	2. 
	2. 
	Making necessary changes to documents in the mentoring plan 

	3. 
	3. 
	Identifying how many mentors are needed 

	4. 
	4. 
	Foreseeing unusual situations that need special attention; i.e. a new hire that is assigned to more than one building 

	5. 
	5. 
	Consulting a Grade/Subject area department chair or director at the final selection meetings as needed 

	6. 
	6. 
	Keeping a current list of who has swerve as a mentor for future reference and maintaining a mentor list of eligible candidates 




	DISTRICT SELECTION COMMITTEE 
	DISTRICT SELECTION COMMITTEE 
	DISTRICT SELECTION COMMITTEE 

	The District Selection Committee will consist of four teachers (at least one from each building) assigned by the Depew Teachers Organization and three building administrators assigned by the Depew Building Administrators Association; one of these individuals would be the Mentor Coordinator. 
	The committee will be responsible for reviewing applications of mentors, verifying their qualifications, and checking references. The committee must have consensus on a potential list of mentor candidates for the following school year. Mentor candidates may not participate on this committee. 

	BUILDING SELECTION COMMITTEES 
	BUILDING SELECTION COMMITTEES 
	BUILDING SELECTION COMMITTEES 

	The Building Selection Committees will be composed of a principal or principal’s designee and two teachers. One of these teachers must be a member of the District Selection Committee. The Principal, or designee, and this teacher will reach consensus on the second teacher member of the building team. 
	The Building Selection Committee will reach consensus on mentors for their building for the following school year. This committee will then pair these mentors with new hires. When applicable, the Committee may consult appropriate department chairs and directors for pairings. 

	APPLICATION AND SELECTION PROCESS 
	APPLICATION AND SELECTION PROCESS 
	APPLICATION AND SELECTION PROCESS 

	1. 
	1. 
	1. 
	A posting for mentors will be done through the District office via email. 

	2. 
	2. 
	Applications are attached to the posting and can be submitted by email or printed and sent via interoffice mail to the district office by the date posted. 

	3. 
	3. 
	Mentor Coordinator will make copies of applications for the District Selection Committee. 

	4. 
	4. 
	The District Selection Committee will review the qualifications of applicants and create a list of potential mentors. 

	5. 
	5. 
	Mentor Coordinator will send letters to applicants notifying them of their application status. 

	6. 
	6. 
	Each Building Selection Committee will reach consensus on the selection and pairing of mentor(s) to new hire(s). 

	7. 
	7. 
	All final selection recommendations will be sent to the Mentor Coordinator who will submit them to the Superintendent of Schools. 

	8. 
	8. 
	8. 
	Appropriate letters from the Mentor Coordinator will be sent: 

	a. 
	a. 
	a. 
	Letter to mentor with pairing to new hire 

	b. 
	b. 
	Letter to mentor candidate approved but not currently paired. 

	c. 
	c. 
	Letter to new hire with their pairing to a mentor 



	9. 
	9. 
	Current mentor/new hire lists will be sent to the Superintendent of Schools, the building administrator, the directors and the Depew Teachers Organization President. 


	APPENDIX (required paperwork to submit in Schoology Mentor Group) 
	APPENDIX (required paperwork to submit in Schoology Mentor Group) 
	APPENDIX (required paperwork to submit in Schoology Mentor Group) 

	I. Mentor Application 
	II. Mentee Requirements for First Year Teachers (Informational) 
	III. New Hire Checklist (by month) 
	IV. 
	IV. 
	IV. 
	Mentor Release Time Request (In MLP) 

	V. 
	V. 
	Mentor Release Time Log 1,2 and 3 (Submit after each session) 


	VI. Mentor Checklist of Discussion Topics & Log 
	VII. Program Evaluation Form (Submit December and May) 
	VIII. 
	VIII. 
	VIII. 
	Mentor Program Statement of Completion 

	I. 
	I. 
	I. 

	MENTOR APPLICATION 
	MENTOR APPLICATION 



	DEPEW UNION FREE SCHOOL DISTRICT 
	APPLICATION FOR MENTOR 
	Depew Union Free School District’s mentors will demonstrate a vast array of professional skills in their certification area. Mentors and new hires will be trained during the year as necessary. Mentors will provide professional guidance to new hires through regular observations and consultations. This program will provide new hires with a confidential, supportive relationship that will increase their success. As a mentor, you will be given an opportunity to develop unique leadership skills by working with ad
	Name: 
	Building: 
	Building: 
	Building: 
	Home Phone: 


	Home Address: 
	Years of Professional Experience: 
	Years of Professional Experience: 
	Years of Professional Experience: 
	Years at Depew: 


	Are you tenured? 
	Are you tenured? 
	Are you tenured? 
	Are you permanently/professionally certified? 


	Current Assignment: 
	Degrees, Majors, and Areas of Certification: 
	Professional Development and Affiliations: List your most current conferences, courses, computer technology, professional development you have taken, and professional memberships that would be instrumental in sharing with a new hire. 
	Professional Development and Affiliations: List your most current conferences, courses, computer technology, professional development you have taken, and professional memberships that would be instrumental in sharing with a new hire. 
	Additional Experience: List committee participating and extra-curricular activities you have Experience with, either currently or in the past. 
	List all relevant professional experience: 
	Why do you wish to be a mentor and what can you bring to the program? 
	I would be willing to mentor at the following building(s). Highlight all that apply: High School Middle School Cayuga Heights Elementary 
	Please provide two references: A Depew UFSD professional colleague and a Depew UFSD administrator who can speak about your qualifications and leadership in your building and/or the District. In addition, your department chair or director will be contacted. 
	Name 
	Name 
	Name 
	Phone 

	Name 
	Name 
	Phone 


	Received by Date received 
	II. 
	II. 
	MENTEE REQUIREMENT FOR FIRST YEAR TEACHERS 

	Opportunities 
	Opportunities 
	Opportunities 
	Date(s) 

	Release Time -3 Days Observation/Team Teaching Observation/Team Teaching Planning Day *AII release days will be requested in My Learning Plan (Mentor Release Time Request form) This form is to be completed for each release session and shared in Google Drive to Asst. Supt. and Building Principal. 
	Release Time -3 Days Observation/Team Teaching Observation/Team Teaching Planning Day *AII release days will be requested in My Learning Plan (Mentor Release Time Request form) This form is to be completed for each release session and shared in Google Drive to Asst. Supt. and Building Principal. 
	Release Day 1: Release Day 2: Release Day 3: You must check the District PD calendar here to avoid conflicts with other PD to avoid substitute shortage problems. ● Share date with your principal, then request your substitute in AESOP 
	Release Day 1: Release Day 2: Release Day 3: You must check the District PD calendar here to avoid conflicts with other PD to avoid substitute shortage problems. ● Share date with your principal, then request your substitute in AESOP 


	3 Building Meetings 
	3 Building Meetings 
	Meeting 1: New Hire Orientation: 8/28/19 Meeting 2: Technology Training Meeting 3: with Mentor Co-Coordinator to “fill gaps” (question/answer period...how’s it going) 

	New Member Workshops (optional) 
	New Member Workshops (optional) 
	Suggested Topics: ● PowerSchool ● eDoctrina ● Schoology ● Renaissance Learning ● Frontline (My Learning Plan, Oasys for APPR, Aesop for absences) 

	5 hours of Danielson Training 
	5 hours of Danielson Training 
	Facilitated by APPR Principal Leader and/or Building Principal 

	Individual mentoring meetings before or after school for at least 15 hours 
	Individual mentoring meetings before or after school for at least 15 hours 
	Scheduled between Mentor and Mentee 


	III. 
	III. 
	NEW HIRE CHECKLIST (BY MONTH) 

	JULY-SEPTEMBER 
	SCHOOL AND PERSONNEL 
	SCHOOL AND PERSONNEL 

	_____Meet with administrator and mentor to discuss any questions _____Meet grade level/department members. Meet key resource people grade level/dept. chair, librarian, secretary, custodians, counselors, etc.) _____Review copies of pertinent school materials (faculty handbook, student handbook, school calendar, student policy materials, school map, daily schedules, etc.) _____Know the physical setup of the school and location of key facilities (staff rest rooms, staff phones, AV areas, professional library, 
	library, etc. 
	_____Learn procedure for calling in for a substitute teacher 
	_____Obtain copy of class/teacher schedules, extra duty responsibilities 
	_____Prepare for initial meeting with your mentor 
	MATERIALS 
	MATERIALS 

	_____Acquire course guides, curriculum guides, class outlines, etc. for each subject area 
	_____Ask department members for details about particular units, texts, etc. 
	_____Locate needed textbooks and supplementary materials 
	_____Get the necessary general supplies to begin the year (tape, staples, construction paper,etc.) 
	_____Become familiar with appropriate content standards appropriate to grade level/subject area 
	_____Become familiar with the type of technology/resources that are available to use in your classroom (A-V equipment, Only G-rated videos in elementary, etc.) 
	_____Become familiar with routine school forms (e.g. copy requests, personal leave, professional development request form, disciplinary referral, etc.) 
	_____Create classroom supply list 
	PLANNING 
	PLANNING 

	_____Be familiar with specific content standards appropriate to grade level/subject area _____Develop plans for a substitute teacher 
	_____Become acquainted with the district/school Code of Conduct 
	_____Formulate a standard for student behavior in the classroom 
	_____Establish a set of procedures for classroom routines (distributing materials, taking attendance, collecting assignments, etc.) 
	_____Set up the classroom (seating arrangements, supply area, assignment baskets, bulletin boards, etc.) 
	_____Choose a workable plan book format to review with your building administrator or mentor _____Outline specific first week lesson plans _____Develop long-range general plans (units, timelines, etc) _____Become acquainted with classroom observation/evaluation and job-target procedures 
	GRADES AND RECORDS 
	GRADES AND RECORDS 

	_____Become acquainted with school and district philosophy/policies regarding grading, homework, attendance, etc. _____Set up a grade book that includes all necessary areas: daily grades, test grades, attendance, etc. (use 
	a permanent class list) _____Inquire about any other records needed _____Develop a system for keeping track of parent contacts, student discipline, etc. _____Become familiar with literacy profile 
	COMMUNITY RELATIONS 
	COMMUNITY RELATIONS 

	_____Discuss and select ways to communicate with parents of a regular basis _____Become aware of the many ways parents are involved with the school, e.g., volunteers, PTO, SharedDecision Making Team (Compact Team) _____Prepare for home/school communications —Open House, parent conferences, etc. 
	PROFESSIONAL GROWTH 
	PROFESSIONAL GROWTH 

	_____Complete a brief outline of potential development activities for the first year _____Attend new/beginning teacher district meeting _____Learn about professional development opportunities _____Review Portfolio requirements 
	SEPTEMBER/OCTOBER 
	SPECIAL EDUCATION SERVICES 
	SPECIAL EDUCATION SERVICES 

	_____Review Individualized Education Plans (IEP's) of students requiring special education _____Review 504 plans for students in your class _____Meet the special education teacher responsible for developing the Individualized Education Plan for 
	the students in your class 
	_____Meet other professionals identified on the Individualized Education Plan who may be working with the students in your class; e.g., Physical Therapists, Occupational Therapists, Speech Therapists, School Counselors, etc.) 
	_____Become familiar with Pupil Personnel Services (Special Education Office) and the referral process _____Develop a schedule for students requiring specialized services such as resource room, therapy or other activities related to the IEP _____Become familiar with your responsibilities related to the Committee of Special Education 
	OCTOBER/NOVEMBER/DECEMBER 
	SCHOOL SCHEDULE 
	SCHOOL SCHEDULE 

	_____Be aware of teacher responsibilities for planning or grading _____Find out about holiday preparations—decorations, parties, projects, assemblies _____Be aware of additional duties—holiday programs, student activities, dismissal assignment 
	STUDENT PROGRESS 
	STUDENT PROGRESS 

	_____Locate students' permanent placement folders. _____Check the timelines, format and procedures for reporting student grades/progress _____Utilize pupil assessment tools, record grades, and keep samples of students work _____Follow report card procedures _____Learn about student referral procedures (i.e., forms, requirements, state law) _____Complete student referral forms (i.e., child study) if appropriate _____Become familiar with the state required assessments in each content area 
	PROFESSIONAL DEVELOPMENT 
	PROFESSIONAL DEVELOPMENT 

	_____Investigate professional development activities _____Attend staff development opportunities _____Look into membership in professional organizations Review portfolio with mentor 
	JANUARY 
	END OF SEMESTER 
	END OF SEMESTER 

	_____Find out about semester exams _____Record semester grades/report cards _____Reflect on the first semester _____Prepare long-range general plans for second semester _____Streamline planning activities and assembling instructional materials _____Meet with mentor _____Reflect upon student progress _____Prepare possible student retention list 
	FEBRUARY/MARCH/APRIL 
	SCHOOL SCHEDULE 
	SCHOOL SCHEDULE 

	_____Review/adjust for changes in first and second semester _____Prepare for Patriotic Holiday observances _____Review instructional units/plans _____Learn about school/district policies regarding special end-of—year activities, assemblies, parties, 
	and procedures 
	STANDARDIZED TESTING 
	STANDARDIZED TESTING 

	____ Examine copies of testing materials and teacher editions _____Know the school's testing schedule and the teacher's role in administering the tests _____Become aware of the test data and how you N,iñll be expected to interpret the data 
	GRADES AND RECORDS 
	GRADES AND RECORDS 

	_____Examine student progress. Inform the building administrator if a student is in danger of failing 
	_____Review portfolio with mentor & principal 
	PROFESSIONAL DEVELOPMENT 

	MAY/JUNE 
	SCHOOL SCHEDULE 
	SCHOOL SCHEDULE 

	_____Find out about the school schedule for the final weeks of school _____Review Job Targets 
	PUPIL ASSESSMENT 
	PUPIL ASSESSMENT 

	_____Record procedures for second semester/end of year grades, student records, literacy profile, etc. _____Review school policy and procedures for student promotion 
	CLOSING SCHOOL 
	CLOSING SCHOOL 

	_____Prepare room for summer recess _____Store materials and equipment _____Return/store textbooks _____Celebrate the successful end of your first year 
	PROFESSIONAL DEVELOPMENT PURSUITS 
	PROFESSIONAL DEVELOPMENT PURSUITS 

	_____Take workshops, coursework, and verify certification requirements (i.e., Masters Degree) to 
	maintain certification and develop skills _____Complete and submit Statement of Completion to the Mentor Coordinator _____Reflect on portfolio contents for year 1 
	IV. 
	IV. 
	MENTOR RELEASE TIME REQUEST (IN MLP) 

	Figure
	Figure
	V. 
	V. 
	MENTOR RELEASE TIME LOGS (SUBMIT AFTER EACH SESSION) 

	MENTOR-MENTEE RELEASE TIME LOG Please complete for each release time session and upload to Schoology in the Mentor Group MENTOR____________________________________Mentee__________________________________ DATE _______________________ ______________ RELEASE TIME ____________________________ Who was released? Mentor ____________ Mentee ___________ Both ____________ During the release time, the mentor/mentee pair engaged in the following activities: 
	MENTOR-MENTEE RELEASE TIME LOG Please complete for each release time session and upload to Schoology in the Mentor Group MENTOR____________________________________Mentee__________________________________ DATE _______________________ ______________ RELEASE TIME ____________________________ Who was released? Mentor ____________ Mentee ___________ Both ____________ During the release time, the mentor/mentee pair engaged in the following activities: 
	MENTOR-MENTEE RELEASE TIME LOG Please complete for each release time session and upload to Schoology in the Mentor Group MENTOR____________________________________Mentee__________________________________ DATE _______________________ ______________ RELEASE TIME ____________________________ Who was released? Mentor ____________ Mentee ___________ Both ____________ During the release time, the mentor/mentee pair engaged in the following activities: 

	● Use the attached page (CORRELATION TO ANNUAL PERFORMANCE REVIEW) to document how the time was spent analyzing lesson preparation, instructional and assessment strategies. 
	● Use the attached page (CORRELATION TO ANNUAL PERFORMANCE REVIEW) to document how the time was spent analyzing lesson preparation, instructional and assessment strategies. 

	(Check all that apply) Pre-conference___________ Observation______________________ mentor observed mentee ___________ (Peer coaching) mentee observed mentor____________ Post-conference ___________________ Curriculum review_________________ Joint Planning _____________________ Discussion_______ Topic_________ Resource familiarization_____________ Other __________ Topic_________ Brief summary of release time activities: Plan of action: Comments: 
	(Check all that apply) Pre-conference___________ Observation______________________ mentor observed mentee ___________ (Peer coaching) mentee observed mentor____________ Post-conference ___________________ Curriculum review_________________ Joint Planning _____________________ Discussion_______ Topic_________ Resource familiarization_____________ Other __________ Topic_________ Brief summary of release time activities: Plan of action: Comments: 


	CORRELATION TO ANNUAL PERFORMANCE REVIEW 
	Please check off each domain and component addressed during the mentor/intern release time activity. First and second year teachers will be evaluated by administrators on the following components: 
	Planning and Preparation 
	Demonstrating Knowledge of Content and Pedagogy Selecting Instructional Goals Designing Coherent Instruction Demonstrating Knowledge of Students Assessing Student Learning Demonstrating knowledge of resources 
	The Classroom Environment 
	Managing Student Behavior Creating an Environment of Rapport and Respect Managing Classroom Procedures Establishing a culture for learning Organizing physical spacerecord keeping 
	Instruction 
	Communicating Clearly and Accurately Engaging Students in Learning Using questioning and discussion techniques Providing feedback to students Demonstrating ﬂexibility and responsiveness 
	Professional Responsibilities 
	Reﬂecting on Teaching Maintaining Accurate Records Communicating with Families Contributing to the School and the District Growing and Developing Professionally Showing professionalism 
	DEPEW UNION FREE SCHOOL DISTRICT SCHOOL YEAR 20___-20___ IMMEDIATE CONCERNS & SCHOOL PROCEDURES 
	VI. MENTOR CHECKLIST OF DISCUSSION TOPICS & LOG 

	Date 
	Date 
	Date 
	Mentor 
	New Hire 

	Reviewed 
	Reviewed 
	Initials Initials 

	________ 
	________ 
	______ 
	______ 
	Opening procedures & duties 

	________ 
	________ 
	______ 
	______ 
	Organization of the school day and various schedules 

	________ 
	________ 
	______ 
	______ 
	Faculty Handbook 

	________ 
	________ 
	______ 
	______ 
	Discipline procedures 

	________ 
	________ 
	______ 
	______ 
	Open House 

	________ 
	________ 
	______ 
	______ 
	Five week reports/report cards/Parent-Teacher Conferences 

	________ 
	________ 
	______ 
	______ 
	Admin. observations: pre/post conferences, job targets 

	________ 
	________ 
	______ 
	______ 
	Record keeping procedures 

	________ 
	________ 
	______ 
	______ 
	End of the year procedures 

	________ 
	________ 
	______ 
	______ 
	Grade level/Departmental procedures 

	________ 
	________ 
	______ 
	______ 
	Field trip & guest speakers 


	INSTRUCTIONAL STYLES & TECHNIQUES Date Mentor New Hire Reviewed Initials Initials ________ ______ ______ NYS Core Curriculum Guides/Standards ________ ______ ______ Lesson preparation, class participation, activities, etc. ________ ______ ______ Classroom management ________ ______ ______ Instructional strategies/consultant teaching/grouping ________ ______ ______ Grading and evaluation techniques ________ ______ ______ Testing procedures: classroom, building, state ________ ______ ______ Communication with
	DISTRICT AND BUILDING ORGANIZATION Date Mentor New Hire Reviewed Initials Initials ________ ______ ______ Acquisition of materials: general supplies, books, resources ________ ______ ______ Professionalism and confidentiality ________ ______ ______ Appearance and punctuality ________ ______ ______ Communication with administration and staff ________ ______ ______ Requisitions ________ ______ ______ Internet Security/Gmail, acceptable use policy ________ ______ ______ School Resources/software programs 
	PROFESSIONAL GROWTH AND DEVELOPMENT Date Mentor New Hire Reviewed Initials Initials ________ ______ ______ In-service credit ________ ______ ______ Graduate course work 
	PROFESSIONAL GROWTH AND DEVELOPMENT Date Mentor New Hire Reviewed Initials Initials ________ ______ ______ In-service credit ________ ______ ______ Graduate course work 
	________ ______ ______ Staff development opportunities/Conferences ________ ______ ______ Professional organization ________ ______ ______ District and building committees ________ ______ ______ Curriculum development ________ ______ ______ Portfolio Information & Review 

	COMMUNITY AND SUPPORT SYSTEMS Date Mentor New Hire Reviewed Initials Initials 
	________ ______ ______Advisory duties, supervision responsibilities ________ ______ ______Demographics of school community ________ ______ ______Support services: guidance ,psychologist, etc. ________ ______ ______Communication with community 
	Additional Comments: Complete when all topics have been reviewed. _________________________________________ Mentor Signature 
	_________________________________________ New Hire Signature 
	As per New York State Law, this document must remain on file for 7 years 
	VII. 
	VII. 
	PROGRAM EVALUATION FORMS (SUBMITTED DECEMBER AND MAY) 

	DEPEW UNION FREE SCHOOL DISTRICT 
	1MENTORING PROGRAM EVALUATION-DECEMBER We would like to have your opinion of the mentor program so that we may evaluate and strengthen our program for the future. In order to improve the Mentoring Program, please respond to the following questions. Please indicate if you are a: MENTOR NEW HIRE Date: _____________ Name:_____________________________________________________________________ 
	ST 

	Please check off the appropriate boxes below. 1 means Needs Improvement 2 means Fair 3 means Good (meets expectations) 4 means Excellent 
	Part A: Compatibility 
	1234 •••• Certification Area •••• Grade Level •••• Building 
	•••• General Teaching Style •••• Schedule and Availability •••• Personality 
	Part B: Professional Development Between Mentor and New Hire 
	1234 •••• Peer Observation •••• Release Time •••• Visits to other classrooms or districts •••• Training and/or In-service 
	Part C: Time and Meetings 
	Part C: Time and Meetings 
	Comments: 

	Comments: 
	Was it difficult to schedule meeting times with your Mentor/New Hire?  Explain. 
	Do you think that the time you spent with your Mentor/New Hire was sufficient? yes almost not really no 
	I would have preferred to meet more often with my Mentor/New Hire. Yes sometimes rarely no 
	Do you think that the time you spent together was helpful? yes somewhat not really no 
	Part D: When and how do you meet with your mentor or new hire? Check all that apply 
	• 
	• 
	• 
	Formal meetings arranged ahead of time • Informal meetings that occurred spontaneously 

	• 
	• 
	Before school 

	• 
	• 
	After school 

	• 
	• 
	During planning periods 

	• 
	• 
	During lunch period 

	• 
	• 
	Via e-mail 

	• 
	• 
	Other (please identify here) ________________________ 


	Part E: Reflection 
	What were the strengths and successes of working with your Mentor/New Hire? What are you most proud of? 
	What suggestions would you make to improve the mentoring process? 
	DEPEW UNION FREE SCHOOL DISTRICT 
	RD 
	2

	MENTORING PROGRAM EVALUATION-
	MAY 

	We would like to have your opinion of the mentor program so that we may evaluate and strengthen our program for the future. In order to improve the Mentoring Program, please respond to the following questions. 
	Please indicate if you are a: MENTOR or Mentee NEW HIRE Date: ______________ 
	Name:________________________________________________________________________ 
	Please describe the positive experiences from the mentoring program. 
	Please make suggestions and share ideas about changes to improve the program. 
	New Hires only please answer 
	What further assistance would be of help to you? 
	Mentors only please answer 
	Was training sufficient? What other training do you suggest? 
	Would you be interested in mentoring again? Please state why or why not. 
	VIII. 
	VIII. 
	MENTOR PROGRAM STATEMENT OF COMPLETION 

	Figure
	Appendix A 
	Sample DISTRICT PROFESSIONAL DEVELOPMENT CALENDAR 
	Sample DISTRICT PROFESSIONAL DEVELOPMENT CALENDAR 
	Sample DISTRICT PROFESSIONAL DEVELOPMENT CALENDAR 

	2021-22 Depew Professional Learning Calendar 
	2021-22 Depew Professional Learning Calendar 

	SEPTEMBER 
	SEPTEMBER 

	DATE 
	DATE 
	Cayuga 
	Middle School 
	High School 
	Special Education 

	8/31/2021 
	8/31/2021 
	Superintendent's Conference Day with Nicole Karner 
	Superintendent's Conference Day with Nicole Karner 
	Superintendent's Conference Day with Nicole Karner 
	Superintendent's Conference Day with Nicole Karner 

	9/1/2021 
	9/1/2021 
	Superintendent's Conference Day with Nicole Karner 
	Superintendent's Conference Day with Nicole Karner 
	Superintendent's Conference Day with Nicole Karner 
	Superintendent's Conference Day with Nicole Karner 

	9/2/2021 
	9/2/2021 
	Superintendent's Conference Day 
	Superintendent's Conference Day 
	Superintendent's Conference Day 
	Superintendent's Conference Day 

	9/3/2021 
	9/3/2021 

	9/6/2021 
	9/6/2021 
	Labor day 

	9/7/2021 
	9/7/2021 
	Superintendent's Conference Day 
	Superintendent's Conference Day 
	Superintendent's Conference Day 
	Superintendent's Conference Day 

	9/8/2021 
	9/8/2021 
	Student's first day 
	Student's first day 
	Student's first day 
	Student's first day 

	9/9/2021 
	9/9/2021 

	9/10/2021 
	9/10/2021 


	Sample questions for Post Professional Learning Session Evaluation 
	● 
	● 
	● 
	What was your reason for taking this course? 

	● 
	● 
	Did the course meet your expectations? 

	● 
	● 
	How will this course impact your classroom? 

	● 
	● 
	What is 1 key learning you feel was most important? 

	● 
	● 
	Is there anything you wish to share for improvement? 

	● 
	● 
	Are there any topics or areas you would like to investigate further? 


	CTLE Credit Certificate 
	We will be using the following when awarding CTLE credit. 
	certificate 
	certificate 








