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PREFACE

All Missouri DESE AEL programs are required to participate in a mentoring program for teachers seeking Initial Certification. The AEL Mentoring Resource is to assist local programs as they participate in a teacher’s two year mentoring program. This handbook is not intended to be reproduced and distributed “as is.” Rather, programs may use elements from this handbook to create a format to meet the individual program needs and goals.
Mentoring is

Collegial not competitive

Professional not social

Specific not general

Confidential not public

Helping not evaluating

Dynamic not static
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Mentoring Guidelines

Specific guidelines for the mentoring program have been established by the Missouri State Board of Education and are as follows:
Participation in a mentoring program for a minimum of two (2) years, the guidelines for which shall be established by the local district;      

Mentors should complete training addressing communication skills and teaching standards.  Training may be provided by the Missouri Training Institute, local districts, professional associations, regional professional development centers, colleges/universities and/or DESE.

Missouri’s AEL Programs continue to seek ways to enhance the quality of their services and to improve outcomes for adult learners. Staffing programs with skilled and experienced instructors is one way of promoting high-quality educational services for adults.
An excellent way to develop instructor capacity is through mentoring, the process by which a more experienced instructor or administrator nurtures the growth of a less experienced instructor or administrator through counseling, coaching, and supporting reflective problem solving.

Teachers new to the AEL program will:
1. Understand the policies and procedures of the program

2. Understand building procedures

3. Receive support and encouragement necessary for professional growth

Mentor Qualifications:

1. Be an AEL instructor with a minimum of two years teaching experience
2. Be able to demonstrate instructional effectiveness

3. Be familiar with local program and state AEL policies and procedures

A mentor is:

1. A good communicator
2. An excellent role model

3. An advisor/supporter

4. NOT an evaluator
BEST KEPT MENTORING TIPS

1. Self–assess.  Ask yourself, “What skills or knowledge do I need to get where I want to go?”

2. Put your mentoring goals in writing.  The best predictor of success for a mentoring partnership is that the protégé puts clear goals in writing.

3. Decide together how the mentoring relationship will work. Consider how often you will meet and where.

4. Commit the time.  Don’t give up if the chemistry doesn’t feel right at the first meeting.

5. Get to know each other on a personal level.  Discuss your backgrounds, interests, career histories, and organizations.

6. Keep confidences.  Nothing kills trust in a mentoring relationship faster than a breach of confidence.

7. Be sensitive to cultural and gender differences.

8. Understand and plan for the phases of a mentoring relationship.  Think now about evaluation and closure.

9. Whether you are a mentor or a protégé, mentoring is about learning.  Keep a journal.
10. To get ahead, create your own multitalented “board of advisors.”
TOP TEN NEW TEACHER MISTAKES
· Not asking for help

· Starting every great idea you hear of immediately
· Inconsistency

· Not getting to know your colleagues
· Not figuring out class procedures

· Not being prepared to engage the strong students and support the struggling ones.

· Not finding an organizational system

· Not prioritizing
· Not keeping a copy of everything turned in

· Not taking care of themselves
Mentor’s Responsibilities

The primary task of the mentor is to work to establish a relationship with a beginning teacher based on mutual trust, respect, support, and collegiality.  The mentor is not an evaluator.
This is an adult relationship in which the new teacher’s curiosity and desire to improve is supported and facilitated by the mentor’s expertise.  The mentor should make an effort to be available and easily accessible to the beginning teacher, especially during the first few weeks of employment as an AEL teacher.  Informal discussions are a valuable resource of assistance.
In addition, mentors should:

1. Provide instructional support

2. Provide professional support

3. Provide personal support

4. Maintain a confidential relationship with the mentee

5. Ensure a strong start to the year

6. Serve as a liaison
Mentee’s Responsibilities

The primary task of the mentee is to play an active role in the mentoring relationship by understanding that the process is to help the beginning teacher grow in the profession. During the first two years of teaching the mentee has the opportunity to learn the skills necessary to succeed from an experienced mentee.
In addition, the mentee must:

1. Be receptive to and understanding of the mentoring process

2. Work with the mentor to achieve professional growth

3. Establish a professional growth plan

4. Seek out help

5. Observe experienced teachers at work

6. Regularly participate in programs organized for beginning teachers

7. Complete requirements set forth by the Missouri Department of Elementary and Secondary Education, Adult Education and Literacy Section for an Adult Education and Literacy teacher
AEL Director’s Responsibilities
“It is the local director’s responsibility to ensure the teacher is supervised until the teacher is certified.”  (Local AEL Program Director’s Guide 6-6).
The director has authority and responsibility to select the mentor and to:

1. Determine possible payment of mentor and/or mentee.
2. Establish a program culture that supports professional collaboration, such as mentoring.
3. Organize a beginning teacher support program.
4. Ensure reasonable working conditions for the beginning teacher.
5. Facilitate the relationship between the mentor and beginning teacher.
6. Conduct an orientation program.
7. Conduct the formal evaluation of the beginning teacher.
8. Oversee the selection and training of mentors.
The following pages contain sample forms to enhance implementing, documenting and nurturing a quality mentoring program.  Once again, local programs are encouraged to adapt these samples to meet individual program needs and goals.
MENTOR CLASSROOM OBSERVATION FORM A
MENTEE:  




   MENTOR:  





DATE: 




CLASS LOCATION:  



3  =  Agree
2  =  Undecided
1  =  Disagree                  

Rate each item from 1-3.  Narrative comments can be made on the back of this form.   
1.  

The instructor is well prepared for class (lesson plan overview, materials, etc.).

2.  

The instructor seems to have a sound knowledge of subject matter.  

3.  

The instructor establishes eye contact and interacts effectively with students.

4.  

The instructor is well organized, stays on the subject, and uses class time well.

5.  

The instructor seems confident and at ease.

6.  

The instructor’s communication with students is clear and uses language the students seem to understand.

7.  

The students and teacher seem to respect each other.

8.  

The instructor encourages student contributions to class.

9.  

The instructor is enthusiastic.

10.  

Technology/media is used effectively in the class.

11.  

Planned activities include student interaction.

12.  

The instructor checks for understanding.  
13.  

The instructor follows program policies (sign-in sheet information, cell phone policies, student folders, etc.)           


 

 Strengths & Suggestions (use back of form if needed):

VALIDATION OF OBSERVATION
Remove this section and submit it to the mentoring coordinator within one week of your classroom observation.  The top portion remains with the mentee for review and professional development.

My mentor observed my class on 


 and has discussed observations and suggestions with me.

Mentee’s Signature




Mentor’s Signature
MENTOR CLASSROOM OBSERVATION FORM B
(page 1 of 1)
Mentee:______________________                                Date:_______________

Mentor:______________________                                School:______________
	Criteria
	Goal
	Comment Column

	Planning
	· Records and student data are in order

· Resources are identified and used for instruction

	

	Assessment
	· TABE guidelines are being met

· Evidence of informal assessments is clear

	

	Teaching and

Learning

Strategies
	· Lessons are aligned with student assessment.

· Students’ learning styles are addressed
	

	Learning 

Environment
	· Classroom  environment  is positive and supportive 

· Teacher maintains classroom control

	

	Student 

Involvement
	· Most students are actively involved in the lesson

· Most students are using available resources 

	


MENTOR RESPONSIBILITIES TIMELINE FORM A

Mentor: 




  Mentee: 





	Time Frame
	Activity
	Date Completed
	Notes

	Weeks 1-2
	Introduce yourself to your mentee and describe the mentoring program.
	
	

	
	Arrange a convenient time to meet with the mentee within the first 90 days of your mentee’s teaching assignment.
	
	

	
	Discuss the first week of classes; share ideas.
	
	

	
	Notify your mentee that you will observe his/her class.  Set a date for the observation.
	
	

	Weeks 3-12
	Contact your mentee regularly to find out how things are going in the classroom. 
	
	

	
	Observe your mentee’s class within the first 90 days of your mentee’s teaching assignment.  If problems are observed, discuss the situation with your mentee’s supervisor.
	
	

	
	Make sure your mentee understands program procedures for student and classroom documentation.
	
	

	During Year One
	Complete the Mentor Classroom Observation form, the Mentor Responsibilities Timeline, and the Program Evaluation for Mentors at the appropriate times.  Submit all materials to the mentoring coordinator.
	
	

	During Year Two
	Contact and meet with the mentee as needed to provide ongoing support for the mentee’s professional growth.

Submit the Program Evaluation for Mentors to the mentoring coordinator at the end of the year.
	
	


	Checklist for Mentor & Mentee

	MONTH
	 
	ACTIVITY
	INITIAL 
	 DATE
	COMMENTS

	1st MONTH
	1st Meeting
	Discuss the following topics
	 
	 

	
	
	PROFESSIONAL RESPONSIBILITIES 
	/
	 
	 

	
	 
	 
	Chain of command
	 
	 

	
	
	 
	Policy and procedure
	
	 

	
	
	 
	Personal appearance
	
	 

	
	
	 
	Professional development
	
	 

	
	
	 
	Certification
	
	 

	
	
	 
	Program manuals (as applicable)
	
	 

	
	
	SECURITY
	/
	 
	 

	
	
	 
	School/Classroom
	 
	 

	
	
	 
	Institutional
	
	 

	
	2nd Meeting
	Discuss the following topics
	 
	 

	
	
	INSTRUCTIONAL PROCESS
	/
	 
	 

	
	 
	 
	Record keeping
	 
	 

	
	
	 
	TABE assessment & testing process
	
	 

	
	
	 
	Instructional materials:
	
	 

	
	
	 
	        - Core curriculum
	
	 

	
	
	 
	        - Supplemental (manipulatives)
	
	 

	
	
	 
	        -Technology
	
	 


	2nd MONTH
	3rd Meeting
	Discuss the following topics
	 
	 
	 

	
	
	CLASSROOM MANAGEMENT
	/
	 
	 

	
	 
	 
	Set-up of room
	 
	 

	
	
	 
	Positive atmosphere/Solid control
	
	 

	
	
	 
	Use of  volunteer tutors
	
	 

	Checklist for Mentor & Mentee (Continued)

	MONTH
	 
	ACTIVITY
	INITIAL 
	 DATE
	COMMENTS

	2nd MONTH (continued)
	3rd Meeting
(continued)
	INSTRUCTIONAL PROCESS
	/
	 
	 

	
	
	 
	Awareness of students' educational needs
	 
	 

	
	
	 
	        -Learning styles
	
	 

	
	
	INTERPERSONAL RESPONSIBILITIES 
	/
	 
	 

	
	
	 
	Collaboration with colleagues (i.e. committees)
	 
	 

	
	
	 
	Time management
	
	 

	
	Check certification process
	/
	 
	 

	
	Mentor observes in classroom
	/
	 
	 

	3rd MONTH
	4th Meeting
	Review first two months’ topics 
	/
	 
	 

	
	
	 
	 
	 
	 
	 

	4th -6th MONTH
	Mentor observes in classroom
	/
	 
	 

	
	5th Meeting
	 
	 
	 
	 
	 

	
	
	Discuss progress and any concerns
	/
	 
	 

	
	 
	 
	 
	 
	 
	 

	7th-12th MONTH
	Mentor observes in classroom
	/
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	6th Meeting
	Discuss progress and any concerns
	/
	 
	 

	
	
	 
	 
	 
	 
	 

	13th -18th MONTH
	Mentor observes in classroom
	/
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	7th meeting
	Discuss progress and any concerns
	/
	 
	 

	
	
	 
	 
	 
	 
	 

	19th- 24th MONTH
	Mentor observes in classroom
	/
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	8th  Meeting
	Discuss progress and any concerns
	/
	 
	 

	
	
	 
	 
	 
	 
	 


MENTEE NOTIFICATION LETTER

Dear 



,

Welcome to (program name) Adult Education and Literacy.  We are confident that your position as an instructor in our program will be highly positive for you and for your students.

To provide assistance and support for your new position, 



 has been appointed as your mentor for your first two years of teaching, as required by the state AEL office.  Your mentor will be available to discuss and assist you with many things related to our program, including the following:

· Program policies

· Instructional materials

· Classroom supplies, forms, and paperwork

· Instructional strategies and techniques

· Observation of your class

Please bring any questions or concerns you might have to the attention of your mentor, no matter how inconsequential they may seem.

If you have not been contacted by your mentor prior to your first class session or, at the very latest, by the end of your first week of classes, please call or email (mentoring name and contact information).

Best wishes for an enriching experience as part of the SCC AEL instructional team.

Sincerely,

Name

AEL Title

Contact Information

MENTOR CONFIRMATION MEMO

To:

(Mentor)

From:

(AEL Director)

Date:

Re:

Mentor Program

This is to confirm your assignment to mentor the following individual(s) from 

 until 

 .

Mentee


Email


Phone

Class Times
Location

You should contact your mentee(s) prior to the beginning of their first class, if possible.  If you are unable to contact them by the end of the first week of classes at the latest, please contact me (email address/phone number).

Your assistance in covering the recommended activities, as outlined in the Mentoring Handbook, will enable those you are mentoring to have an enhanced understanding of their instructional assignment and responsibilities.  This will assuredly result in increased educational benefits to the students.

Thank you for your willingness to help meet our goal for excellence in teaching.

MENTEE SELF-EVALUATION

Mentee: 




Mentor: 






Classroom observation date: 




   GED 
   ESL 



Class location/day/time: 









Indicate your strengths as an instructor.
Indicate areas of instructional improvement you wish to pursue.

Complete this form prior to your mentor’s classroom observation.  Bring it to the classroom observation and discuss your responses with your mentor.
PROGRAM EVALUATION FOR MENTORS

Please help us improve our mentoring program by responding to the following questions.

1. Was it difficult to schedule meeting times with your mentee?  Why or why not?
2. What topics were of concern to your mentee?
3. How did you provide strong instructional support to your mentee?

4. How did the mentoring experience help you develop your leadership skills?
5. What suggestions would you make to improve the mentoring process?

Please submit this completed form to the AEL director at the end of each year of your mentoring (April 30).  Thank you for helping our new teachers become skilled AEL instructors.
PROGRAM EVALUATION FOR MENTEES—YEAR 1

Please help us improve our mentoring program by responding to the following questions.

1. In what ways has the mentoring process been (or not been) a helpful experience?

2. What suggestions do you have to improve the mentoring process?

3. Were your expectations of the mentoring process fulfilled?  In what way(s) or why not?

4. What kinds of support, help, guidance, or information would you like to have from your mentor in the second year of your mentoring process?

5. In what ways have the program handbook and the mentoring handbook been useful to you?  What would you add or change in the handbooks?

Please submit this completed form to the AEL director at the end of the first year of your mentoring (June 30).  Thank you for your active participation in the mentoring program.

