“Second Year” Mentoring Log Directions
Administrator Mentoring Program

For Missouri’s New School Leaders

2008/2009
Contact Logs Details:
· The two official logs that are submitted to DESE must follow this process: 

· The New School Leader (NSL) will: 

· complete the online logs and

· send the final completed logs to their mentor prior to the due date
· The Mentor will:

· Review the submitted log for accuracy 

· Forward log to DESE as directed below by the appropriate due date
· Submission of the log indicates approval and verification of accuracy

· Logs must be submitted twice each year, on or before October 31, 2008 &  March 31, 2009
· A total of 30 contact hours are required. 
· Logs should be submitted electronically to Tom Schlimpert at tom.schlimpert@dese.mo.gov AND Missi Gaggens at missi.gaggens@dese.mo.gov. Please identify “your name” and “mentor log 1 or 2” on the email subject line

· Copy of these logs are available under Teacher Quality/Urban Education: Leadership Academy on our DESE website at: www.dese.mo.gov or by requesting them by email (missi.gaggens@dese.mo.gov) 

· Ideally, mentoring contact hours will be distributed evenly throughout the year

· Mentoring contacts may be initiated at any time throughout the year 

· Year 2 contact hours may occur during the summer months as a continuation of support

· Mentor expenses (mileage only) can only be reimbursed within contract dates

· It is recommended that at the end of the school year, each new school leader submit a copy of their logs to their district Director of Human Resources for documentation

Log Directions:
· Names – complete top portion of log

· Date – of each interaction 

· Nature of Interaction- Describe the contact as face to face, telephone, email, etc.

· Location- List location of each participant

· Topics/Activities- Record subject of discussions, inquiry, interaction, conference

· Leadership Dimension – Indicate which dimension is addressed, based on the Leadership Performance Planning Worksheet.  Note the dimension numbers listed at bottom of log.

· Hours-Record Hours and minutes of each contact. For example, if contact covered 15 minutes record 0 hours and 15 minutes (0:15). If the contact covered 2 hours and 30 minutes, record 2:30

· Rating- Indicate the degree of helpfulness provided by the contact using the following scale:

0 = not helpful 
1 = neutral
2 = helpful

*Use more than one page if needed. Be sure to number the pages (bottom right hand corner)
