
Mentoring Activity Checklist (Year Two Mentee) 
 

Items to be covered with second year mentees 
The goal of the mentoring program is to integrate the staff into the culture of the district as well as the 
building.  In order to facilitate this, the mentor will meet regularly with the mentee as outlined in the 
mentoring guidelines and cover all the items included in this document. There will be many other items 
covered during the mentor/mentee meetings, but this document includes the ones that must be covered 
at a minimum. 
 
The activity checklist should be covered thoroughly. The checklist should be brought to the monthly 
scheduled professional learning sessions each month. 
 
The activity checklist will be submitted to the district at the end of each nine weeks. 
 

The MENTOR should “check off” each item as it is completed. 
 

Mentor:                                                               School: 

Mentee:                                                              School: 

1st NINE WEEKS 

AUGUST:                                                           Date Completed: 
Introductions 

 Mentor and Mentee agree to abide by an sign the Confidentiality Statement Agreement  

 Mentee and mentor review needs assessment to establish goals for meeting the mentees 
needs 

August and September Focused Discussion Conversation: Explain, Rehearse, and Reinforce 
Procedures, Classroom Management techniques 

SEPTEMBER                                                     Date Completed: 

General 

 Review the calendar and special events for the month 

 Review procedures for requesting Professional Learning Points:  leave requests form for 
professional learning 

 Student Improvement Team referral process (how to refer a student and how to gather 
documentation) 

 Remind novice teacher to make an appointment with building coaches/administration to discuss 
active engagement and effective lesson planning 

 Review goals established from needs assessment 

 Review the Professional Education Standards  Professional Learning Standards 

OCTOBER                                                          Date Completed: 

General 

 Review calendar and special events for the month 

 Parent/Teacher conference (general expectations and procedures) 

 How report cards are generated, adding comments, and grade verification 

 Remind mentee to schedule the semester observation in a colleague’s classroom.  
Mentor/Mentee determines the focus of the observation. Mentor/Mentee completes the Mentee 
Observation of a Colleague form and has a follow-up discussion with mentor 

 Review Inclement Weather procedures 

 Review goals established from needs assessment 

 Review the Professional Education Standards  Professional Learning Standards 

Curriculum/Instruction 

https://drive.google.com/file/d/1Y4lyZ8QHfiwDlabMJ-B2ujUIAAXrG0ne/view?usp=sharing
https://drive.google.com/file/d/1Y4lyZ8QHfiwDlabMJ-B2ujUIAAXrG0ne/view?usp=sharing
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 Ongoing discussions of curriculum, instruction, teaching strategies, and classroom 
management 

 Review pacing of curriculum 

Focused Conversation Topic: Academic Learning Time and Effective Lesson Planning 

FORMS DUE: 

 Mentor observation of Mentee, utilize the Mentor/Mentee Observation form 

Activity Timeline will be submitted to the district mentor documentation shared folder at 
the end of each nine weeks. 
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2nd NINE WEEKS 
Mentor:                                                               School: 

Mentee:                                                              School: 

NOVEMBER                                                    Date Completed: 

General 

 Review calendar and special events for the month 

 Remind mentee to schedule the semester observation in a colleague’s classroom.  
Mentor/Mentee determines the focus of the observation. Mentor/Mentee completes the Mentee 
Observation of a Colleague form and has a follow-up discussion with mentor 

 Review goals established from needs assessment 

 Review the Professional Education Standards  Professional Learning Standards 

Curriculum/Instruction 

 Ongoing discussions of curriculum, instruction, teaching strategies, classroom management 

 Discuss instructional/assessment alignment 

Focused Conversation Topic: Gradual Release of Responsibility Within Your Teaching 

DECEMBER                                                     Date Completed:  
General 

 Review calendar and special events for the month 

 End of semester procedures 

 Review report card procedures 

 Review goals established from needs assessment 

 Review the Professional Education Standards  Professional Learning Standards 

Curriculum/Instruction 

 Review and assess if procedures are effective, if they need to be revised, reviewed, or 
retaught 

 Reflect on first semester 

 Use of formative assessment and how these assessments drive instruction 
 

 Work with instructional coach to select a piece of complex text that will be incorporated into 
instruction next semester 

Focused Conversation Topic: Teaching Vocabulary and Effective Use of Complex Text 

FORMS DUE: 

 Mentor observation of Mentee, utilize the Mentor/Mentee Observation form 

 Mentor and Mentee meet with building administrator 

 Mentor and Mentee complete and submit the Mentor Program Evaluation and submit to 
district 

Activity Timeline will be submitted to the district mentor documentation shared folder at 
the end of each nine weeks. 

 

 

  

https://drive.google.com/file/d/1Y4lyZ8QHfiwDlabMJ-B2ujUIAAXrG0ne/view?usp=sharing
https://drive.google.com/file/d/1Y4lyZ8QHfiwDlabMJ-B2ujUIAAXrG0ne/view?usp=sharing
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3rd NINE WEEKS 
Mentor:                                                               School: 

Mentee:                                                              School: 

JANUARY                                                      Date Completed:  
General 

 Review calendar and special events for the month 

 Review goals established from needs assessment 

 Review the Professional Education Standards  Professional Learning Standards 

Curriculum/Instruction 

 Discuss state and district assessments 

 Discussion:  What are two formative assessments you’ve used that have provided you with 
quality information? 

 Ongoing discussions of curriculum, instruction, teaching strategies, and classroom 
management 

 Have reflective meeting with mentee 

 Remind mentee to schedule the semester observation in a colleague’s classroom.  
Mentor/Mentee determines the focus of the observation. Mentor/Mentee completes the Mentee 
Observation of a Colleague form and has a follow-up discussion with mentor 

Focused Conversation Topic: Discuss the Novice Teacher’s Use of Higher Level Questions 

FEBRUARY                                                  Date Completed: 

General 

 Review calendar for special events for the month 

 Review goals established from needs assessment 

 Review the Professional Education Standards  Professional Learning Standards 

 Remind mentee to schedule second semester observation in a colleague’s classroom.   

Curriculum/Instruction 

 Ongoing discussion of curriculum, instruction, teaching strategies, classroom management 

Focused Conversation Topic: How Has the Teacher Incorporated Authentic and Real World Application 
Into Instruction? 

MARCH                                                         Date Completed:  
General 

 Review calendar and special events for the month 

 Review report card procedures 

 Review goals established from needs assessment 

 Review the Professional Education Standards  Professional Learning Standards 

Curriculum/Instruction 

 Review pacing of curriculum 

Focused Conversation Topic:  What is the Difference Between “Covering Content” and “Student 
Learning”? 

Forms Due: 

 Mentor observation of Mentee, utilize the Mentor/Mentee Observation form 

Activity Timeline will be submitted to the district mentor documentation shared folder at 
the end of each nine weeks. 

 

 

  

https://drive.google.com/file/d/1Y4lyZ8QHfiwDlabMJ-B2ujUIAAXrG0ne/view?usp=sharing
https://drive.google.com/file/d/1Y4lyZ8QHfiwDlabMJ-B2ujUIAAXrG0ne/view?usp=sharing
https://drive.google.com/file/d/1Y4lyZ8QHfiwDlabMJ-B2ujUIAAXrG0ne/view?usp=sharing
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4th NINE WEEKS 
Mentor:                                                               School: 

Mentee:                                                              School: 

APRIL 
General 

 Review calendar and special events for the month 

 Submit pre/post observation paperwork to District Mentor facilitators 

 Review goals established from needs assessment 

 Review the Professional Education Standards  Professional Learning Standards 

Curriculum/Instruction 

 Pacing of curriculum 

 Discuss summer school procedures 

 Reflection on changes for next year 

 Remind mentee to schedule the semester observation in a colleague’s classroom.  
Mentor/Mentee determines the focus of the observation. Mentor/Mentee completes the 
Mentee Observation of a Colleague form and has a follow-up discussion with mentor 

Focused Conversation Topic:  Do Your Assessments Match Your Instruction? 

MAY 

 General 

 Explain/Review end of year procedures 

 Textbooks returned that were checked out to students  

 Job requests (maintenance work for summer months) 

 Review goals established from needs assessment 

 Review the Professional Education Standards  Professional Learning Standards 

 Complete end of year evaluation survey of the mentor program and submit to district 

Forms Due: 

 Mentor and Mentee meet with building administrator 

 Mentor and Mentee complete and submit the Mentor Program Evaluation and submit to 
district 

Activity Timeline will be submitted to the district mentor documentation shared folder at 
the end of each nine weeks. 

 

https://drive.google.com/file/d/1Y4lyZ8QHfiwDlabMJ-B2ujUIAAXrG0ne/view?usp=sharing
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