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Introduction

New York City Public Schools have site-based mentoring which empowers principal s to decide and shape how mentoring will be provided.
The opportunity to shape the type of support your new teachers receive in their first year is both a wonderful opportunity and an avesome
responsibility. Recent studies have found 50% of the new teachersin large urban districts leave the profession within 5 years. The support
that you provide during this critical first year will determine in large part the future of your new teachers in your school and in their careers as
educators.

Principals and their schools will decide:

How Mentoring When

Will Be Who Does the

Mentoring Will

Occur Mentoring

Delivered

Basic Elements of Site Based Mentoring
Each school must

mummnl Develop a school mentoring plan

= Provide an official mentor for each new teacher

sl  Program the mentor & new teacher to meet a minimum of 2 periods a week

=l  Maintain record mentoring activities and # of hours




Develop a School Mentor Plan

Develop a School Mentoring Plan

Each school is expected to devel op a school mentoring plan. Principals must decide how mentoring will be provided and set aside appropriate
budget and resources. Principals should develop their plans in consultation with their school’s New Teacher Induction Committee*. Plans

should be submitted to your LIM who will enter it on-line in the New Teacher Induction Mentoring %em gNTI M§).

School Based M entoring Plan 2008-2009

First drafts of plans are due by August 15, 2008. Plans may also be completed online at https: //www.nycenet.edu/officess DHR/ntims

1- School Information 2- New Teacher Induction Committee 3- Basic Mentoring Model Selected
. Check All That
School Name Position Model Apply
Principal Classroom Teacher Based
Principal’s email Coach / Staff Developer Based
School DBN# Lead Teacher Based
Grades Served Full Time School Based Mentor
School Support Organization Mentor Shared Between Schools
Lead Instructional Mentor F- Status Teacher
# Students Other:
# Teachers
# New Alt Cert Teachers
(Fellows, TFA, etc.)
Total # New Teachers
(Mandated for Mentoring including alt certs)

4- Finding Timefor Mentor & New Teacher to Meet 5- Duration
Strategy Checkpﬂllymat # Periods each New Teacher Meets with Mentor Per Week | Check
Use of Out of Classroom Staff 2 Periods (minimum)
Use of Released Time for Classroom Teachers 3 Periods
Use of Professional Period (Circular 6) 4 Periods
Use of Per Session Other

! Comprised of amajority of teachers



https://www.nycenet.edu/offices/dhr/ntims/
https://www.nycenet.edu/offices/DHR/ntims

Provide an official mentor

Provide an Official Mentor
Principals begin by considering the basic approach (classroom teacher, coach or staff developer, lead teacher, full-time or shared mentor, F-

status teacher or a combination) that fits the needs of their schools. Principals should meet with the school’s New Teacher Induction
Committee to discuss the approach. The Lead Instructional Mentor on your network team can provide guidance. When released time or per
session isinvolved, the school must post for mentor candidates, the committee interviews applicants and establishes an eligibility pool. Once
mentor matches are made, the principal must build time (2 periods per week) in both the new teacher’s and mentor’ s program.

Decide Consult
. Consult New Teacher
Basic :
LIM | nduction
Approach Committee

Sdlect & SBM

Match Posting

Mentorswith : :
New Teachers (if applicable)




Program Mentor & New Teacher 2 Periods Per Week

Program the Mentor & New Teacher to meet a Minimum of 2 Periods a Week

The expected mentor/ new teacher contact time during the school day istwo (2) periods per week or more. While mentors and beginning
teachers work together can be structured and accomplished in avariety of ways, a portion of the regularly scheduled contact time must
include in-classroom support. Two of the weekly preparation periods for new teachers may be designated by the principal for mentoring?®. I
the plan includes mentoring to be performed by classroom teachers, it may require that mentoring activities be conducted during the mentor’s
professional period (but it may not require the classroom teacher to perform mentoring activities during lunch or preparation periods). The
plan may also include, without an SBO, release time for classroom teachers®. Mentors and new teachers may also meet before and or after
school for conferencing and planning activities.  Principals can facilitate time for mentoring by aligning preparation periods of new teachers
and professional periods of mentors. Schools are expected to honor the two weekly mentoring periods throughout the entire school year

(including during testing and other special school events). The new teacher’s need for support does not decrease during high stress times for
the school.

Consistently
Program Time for Honor Scheduled
Both Mentor & 2 Weekly
New Teacher Mentoring
Periods

Effective
Schools

2 UFT Contract
3 School based posting required if classroom teachers are to be given release time
“ Both mentors and new teachers will be paid per session



Maintain Record of Mentoring Activities and # Hours

Maintain Record of Mentoring Activities and # of Hours

Each school must maintain official records documenting the mentoring experience. The names of the new teachers, the names of the mentors
assigned, the type of mentoring activities, and the number of hours of mentoring provided to each new teacher is the baseline information
required by New Y ork State. The Office of New Teacher Induction has created New Teacher Induction Mentoring System (NTIMS), a
citywide online tracking system for mentoring interactions. Schools that use NTIMS will have the documentation requirement fulfilled.

New Teacher's Mentor's
Name & Name &
Certificate # Certificate #

# Hours
_ Type of
Ment_orlng Meynptoring
Provided Activities

Required
Mentoring
Documentation
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TIMELINE: Planning for Mentoring

Planning for mentoring should begin in the spring, months before your new teachers are hired. Schools must anticipate areas where vacancies
are expected and when new teachers are being considered, the principal must decide the approach to mentoring that best meets the needs of
the school. A New Teacher Induction Committee should be formed and postings and preference sheets should (when appropriate) inform
staff of mentoring opportunities. Once potential mentors are identified, they should be sent for professional development in therole of the
mentor. As new teachers are hired, they should be introduced to their mentor as soon as matches are made. Following the timeline shown
below will enable you to start mentoring your new teachers on the first day of school!

r

sPredict Need for New Teachers

+Establish New Teacher Induction
Committee

sDraft Mentor Plan

+Allocate Budget

s|dentify Mentors for next year

*Begin Training of Mentors

Spring

\

-

N
l

Summer

Match New Teachers with
Mentors

*Provide Training for Mentors

+Program time (2 periods) in
SBM's schedule to meet with
New Teacher

+Submit Preliminary Mentor Plan

*Citywide Orientation

+School Level Orientations

r

\

*MENTORING BEGINS DAY 111/
*Finalize Mentor Plan

+Finalize mentor selection
*Provide Training for Mentors

September

r

W

On-going

«Honor regularly scheduled
weekly mentoring sessions

*Use Professional Teaching
Standards

+Log mentor interactions on-line

+Use on-linereports to guide
effective mentoring




Goals of Mentoring

Goals of Mentoring

NY S mandates that all first year teachers new to teaching receive mentoring. Beyond the state mandate, however, there are compelling
reasons for mentoring new teachers. Studies suggest that there is alink between mentoring & teacher retention, and another link between
mentoring & accelerating new teacher quality.

Mentoring @_a@ Teacher Retention

New teachers enter our profession facing many challenges and a steep learning curve. The primary goa of effective mentoring isto put
systems in place that acknowledge these challenges and simultaneously support new teachers to quickly develop their skills and expertise to
become effective practitioners who have a positive impact on student achievement in their very first year of teaching.

Mentoring é@ Accelerating New Teacher Quality

10



Who Must Be Mentored

Who Must Be Mentored

“Holders of the Initial and Conditional Initial certificate must receive mentoring in their first year of teaching ... in apublic school district.
Certificate holders who have had at least two years of teaching in a K—12 school setting prior to receiving the Initial certificate are exempt
from this requirement.” ® When new teachers apply for the professional certificate, New Y ork State requires documentation to show that
mentoring occurred during the first year of teaching. For most new teachers this simply means that they must be mentored in their first year
of teaching. For afew teachers (who can show that they had two years of full time teaching prior to obtaining their initial certificate from
New York State), this means that they can apply for awaiver of the mentoring requirement.

Teachers working under alternative certificates (transitional B) must be mentored regardless of any prior experience. Thisincludes the
Teaching Fellows, Teach for America, Peace Corps, and Teaching Opportunity Program participants®. Teachers working under internship
certificates start their mentoring requirement when they obtain their initial certificate. Thereis currently no New Y ork State requirement that
International teachers be mentored’.

Who COULD Be Mentored

Who MUST Be Mentored Who DOES NOT REQUIRE Mentoring .
- (optional)
. o - New Teacherswith Initial Certificates & 2 years
New Teachers with Initial Certificates experience prior to obtaining Initial Certificate ™"
Edllows Teachers new to your bL_JlIdl ng but not new to —
teaching
Teach for America Interns —
Peace Corps Internationals —
Teachina Ooportunity Proaram Teacherswith Provisional Certificates (versus Second Year Teachers who could benefit
g-pp yrrog Initial Certificates) from continued support

® New York State Mentoring Regulations
® Transitional B teachers must also receive daily mentoring for the first 40 days of service
" While there is no NY S mandate to mentor, schools have the option to mentor Internationals

11



Role of Mentor

Role of Mentor:
The mentor’s overal roleisto promote the growth and development of the beginning teacher to improve student learning. When new

teachers are hired, they are given full programs and are expected to impact student learning immediately without the benefit of any period of
apprenticeship. New teachers essentially have to learn how to teach while on the job. Mentors are critical supports to guide new teachers to
enhance their instruction, content knowledge and planning. Mentors help orientate the new teachers to the school and to teaching in general.
Mentors also serve as collegia and emotiona supports for this challenging phase of ateacher’s career. On apractical level, mentors maintain

logs to document the new teacher’ s mentoring experience.

TEACHING SKILLS

DOCUMENTATION CONTENT
l KNOWLEDGE
\ /
MENTOR
EMOTIONAL &
SUPPORTS S——— RESOURCES

COLLEGIAL SUPPORT

= NEW TEACHER ~
ORIENTATION:
TEACHING &
SCHOOL

PLANNING

12



Role of Mentor: Build Trusting Relationship

One of the mentor’ sinitial responsibilitiesisto establish atrusting relationship with the new teacher. Research indicates that mentoring is
most effective when the beginning teacher trusts the mentor. The mentor builds this trust by creating arisk-free learning environment for the
beginning teacher by providing support that is non-judgmental and confidential®. Confidentiality invites honesty, risk taking and self
reflection by the new teacher. While the mentor does not share any evaluative information about the beginning teacher with anyone
(including administration and the principal), topics, content and strategies can be shared with administrators.

Mentors Provide Objective
Feedback

Mentors are Non- Y . )
Evaluative entors maintain

Confidentiality

Effective Mentors Establish
Trusting Relationships &
Provide Risk Free Environment
for New Teachers to Practice
Teaching Strategies

8 According to NY S regulations, “ information emerging from mentoring activities and the mentoring relationship is confidential...

The information obtained by a mentor through interaction with the new teacher while engaged in the mentoring activities of the program shall not be used for evaluating
or disciplining the new teacher...”

13



Role of Mentor: Activities

Types of Interactions:

The mentor meets with the beginning teacher for regularly scheduled structured meetings for two or more periods per week. Meetings must
include both in-classroom support and one-on-one conferences. When the mentor views the beginning teacher’ s practice, there isa mutually
agreed upon purpose and the mentor shares objective non-judgmental classroom practice data. When the mentor meets one-on-one with the
beginning teacher, it’s for the purpose of holding reflective conferences to build the teacher’ s capacity to make effective decisions. The
mentor guides the beginning teacher in the use of classroom and student data to formul ate strategies, solutions, and next steps.

Strategies:

A wide range of strategies are available to the mentor in working with the beginning teacher. A list of some strategiesisincluded below:
e introduce and orientate the new teacher to the school

help the new teacher identify and access school and community resources

help new teacher develop classroom rules and routines

help new teacher with classroom management

help new teacher set up classroom

help new teacher with lesson planning

help new teacher with formal and informal assessment strategies

help new teacher with analysis of student work and differentiation of instruction

help new teacher understand and use the curriculum and student standards

use the Professional Teaching Sandards and Continuum of Teacher Development to guide the new teacher’ s growth and devel opment

use structured tools (such as the Formative Assessment System) to guide interactions and keep the conversation focused

view new teacher’s classroom to provide objective non-judgmental data

arrange reciprocal classroom visits

model and conduct demonstration lessons

co-teach with the new teacher

help the teacher develop short and long term goals

help prepare the new teacher for supervisors observations

assist the new teacher communicate effectively with parents

help prepare the new teacher for parent-teacher conferences

help the new teacher understand and comply with clerical responsibilities

14
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Roles of New Teachers & Principals

Role of the New Teacher

Beginning teachers aso have arole to play in making mentoring successful. New Y ork State mandates that beginning teachers with Initial
Certification must be mentored in their first year of teaching in order to qualify for Professional Certification. Beginning teachers maximize
the benefits of this mandate, however, when they take an active role in the process with the mentor. Beginning teachers can take an active
role by

being available to meet regularly with their mentor

understanding that the mentor’s support is intended to be non judgmental and confidential®

inviting the mentor to view their classroom

participating in reciprocal visits to the mentor’s classroom

continually reflecting on their classroom practice

identifying areas in which assistance is needed

being open to suggestions devel oped in collaboration with the mentor.

Role of the Principal

There are many strategies that principals can use to promote successful mentoring experiences for their new teachers. If possible, mentoring
matches should be made before the start of the school year; the first days of school are critical for a new teacher’s success. If possible,
schools should avoid assigning new teachers to the most difficult students and schedules. The work of the mentor should be coordinated with
other staff who may be working with the beginning teacher. While principals should avoid asking the mentor for evaluative feedback about
the new teacher, principals should know the topics and strategies that mentors and new teachers are using as they work together. Principals
should confirm that the mentor/ new teacher relationship isworking. Principals should consider scheduling on-going new teacher group
meetings with the principal for support beyond mentoring. Principals should ensure that mentors receive professional development on how to
be effective mentors. Principals can download summary reports from NTIMS to review their past work and better inform their future work
with the new teacher.

° While confidentiality means that the mentor does not share any eval uative information about the beginning teacher with anyone (including administration and the
principal), it does not mean that there is no communication between the mentor and administration. The mentor is encouraged to share topics & content discussed and
strategies used.

15


https://www.nycenet.edu/offices/dhr/ntims

Central & Network Supports for Mentoring

While site-based mentoring affords schools the opportunity and responsibility to shape their mentoring programs, the DOE has put key central
and network supportsin place to assist.

L ead Instructional Mentor On-Line Tracking System

Citywide Training
Opportunitiesfor School Based
Mentors

Mentoring Program Quality

(LIM) (NTIMS) Rubric

L ead I nstructional Mentor

A key resource in developing a site-based mentoring program isthe Lead Instructional Mentor (LIM). A LIM isassigned to each network
team. The LIM isan expert in new teacher growth & development, mentoring best practices, and the Professional Teaching Sandards & the
Continuum of Teacher Growth and Development. The LIM receives on-going professional development and support from the Office of New
Teacher Induction. The Lead Instructional Mentor will be available to visit your school on aregular basis to support your mentoring
program. The LIM will be availableto assist schoolsin

identifying the teachers who are mandated for mentoring

sharing mentoring best practices

designing school-based plans for effective mentoring

implementing the plan

training school-based mentors in best mentoring practices

guiding, supporting, and coaching school-based mentors as they work with new teachers

guiding and supporting school-based mentors’ understanding and use of the Professional Teaching Standards & the Continuum of
Teacher Growth and Devel opment

documenting the mentoring experience for NY S.

While Lead Instructional Mentors won't provide direct mentoring to new teachers, they can support al other aspects of a school’s mentoring
program. Principals and schools should consider to what extent they wish to integrate the services of the LIM in their mentoring plans.

16
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Central & Network Supportsfor Mentoring: On-Line Tracking

On-Line Tracking System (NTIMYS)

The Office of New Teacher Induction has created New Teacher Induction Mentoring System (NTIMS), a citywide online tracking system for
mentoring interactions. NTIMS can be accessed at https.//www.nycenet.edu/offices/dhr/ntims. Using NTIMS, school based mentors can log
the type of interaction, the topics discussed, the standards addressed, the date, and the duration for each interaction with their new teachers.
Mentors and principals can download summary reports to review their past work and better inform their future work with the new teacher.
Schools that use NTIMS will have the NY S documentation requirement fulfilled.

|1 https: s ycene.edu/ofices/chvntins/ E
T L
i Ny . s New
] f}_ﬁg NYC Department of Education leacher
R e Joal 1. Kleln, Chancallor " 'nductinn

NEW TEACHER INDUCTIOM/MENTORING SYSTEM (NTIMS)

_ Welcome to New Teacher @HELP

Home Induction/Mentoring System (NTIMS)
Sign In
Register :;ff:"f_;.:\_f; 3 D&*New
. i s NYC Department of Education ~Feacher
i %o ..f Joel 1. Kiein, Chancallor ‘A nduction
MNEW TEACHER INDUCTION/MENTORING SYSTEM (NTIMS)
Contact Us

_ Enter Mentor Interactions

Mentor's Home Page

Use this page to wiew mentoring interaction history and to add / edit mentoring interactions.
Enter Mentor Interactions
Enter Development =
Continuum Location:

Check Mentoring Eligibility
Mentor:

Yiew Reports

Mew Teacher: | Select i"]

Update Personal Information

Change Password — .
Help | Period From: | /172007 Sz | e | 442472008 ~

Contact Support
Sign Out | View Interaction Summary Add New Interactions

To Display Interaction History:
1. Select the Mew Teacher, 2.5elect Interaction period - From and To dates, 3.Click "View Interaction Summary"”.
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Central & Network Supports for Mentoring: Citywide Training & Draft Quality Review Rubric

Citywide Training Opportunities for School Based Mentors

The central New Teacher Induction Program offers 12 hour courses for school based mentors on the most effective ways to support new
teachers. Topicsinclude trust and relationship building, mentor language, mentoring protocols, mentoring tools, adult learning, collecting
classroom practice data, non-judgmental feedback, effective questioning techniques, coaching strategies, the Professional Teaching Standards,
and the phases of new teacher development. School based mentors will receive training rate or P credit for completing the course. Sessions
are offered throughout the school year on Saturdays, Sundays and after school. Sessions are also offered during the summer. School based
mentors register on Protraxx by visiting http://pd.nycoit.org, go to “ Quick Search/ SELECT DEPARTMENT”; choose “ Office of New
Teacher Induction” from the dropdown menu.

Quick Search

Title:

Department: | Office of Mew Teacher Induction ] Search Advanced Search

Welcome to the Office of New Teacher Induction Professional Development

Registration Page
All courses being offered by this department are listed below.

Mentoring Program Quality Review Rubric

During each school’ s Quality Review, your mentoring program will be examined. Specifically, reviewers consider “to what extent do school
leaders devel op effective procedures for the induction and support of teachers who are new to the profession or the school.” A draft version
of the rubric that reviewers might use is attached. Thisis also agood tool for schools to use to self assess their support of new teachers.

18
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Central & Network Supports for Mentoring: Draft Quality Review Rubric

BASIC RUBRIC FOR QUALITY REVIEWS

TO WHAT EXTENT DO SCHOOL LEADERS... DRAFT
4.4 develsp gffective procedures for the induction and support of tzachers whe are new 1o the profession or the school
Underdeveloped v nderd_e'.'e]up ed with Proficient Well Developed Outstanding
Proficient Features

Who &

Mentored

1.Plan unavailable. Not
clezr which if any new
teachets ar: bemg
mentorad.

1. Plan lacks alignment
with acmizl mentoring
practices. Mot zll new
tezchers zre bemg
mentorad

1.Plan aligned with actal
mentormg practices, developed
collzberatively, and meludes all
new teachers requirng
mentormg by SED.

1. Proficient plus...

Plzn 1z recorded onlme m Mew Teacher
Induetion Mentormg System (WTIMS)

1. Well Developed plus...

Additional teachers (new to school,
struggling second vear teachers, i)
are supportad.

By Whom

2. Mentor selection based
primarily on programming
zvailability. hientors

recerve no formal traming,

2. hentor zelection based
onnew teacher license
contznt. hentors raceive
litde formzl traming.

2. Mentor selzction based on
new teacher license/ content znd
mentor’s pedagogicel &
mterpersonal skills. Mentors
receive formal traiming.

2. Proficient plus...

Mentor selection considers previous
IMENtoTng sRperisnee.

Time sometimes provided for Lead
Inztructional Mentor (LI to mest & tram
i

2. Well Develaped plus._..

Mentor Selection considers Imowladgs
of PTS.

Time regulzly provided for Lead
Inztructionzl Mentor (LILD) to mast &

train mentor.

How Often

3. New teacher wotkshops
provided in lisu of

mentorng

3. Tme for mentor | new
teacher mestings is
spotradic

3. Time (2t least 2 periods)
provided m regular weskly
schadules of mentor and new
teacher

3. Proficient plus..

Time spent with new teachers i3
differentizted based on teacher need.

3. Wall Developed plus...

Time spent with new teachers i3 highly
differentizted based on evidence of
tezcher skill & mpact on student
leamng.

Omality /

Effecin eness of
Mentor Contact

4 Mentoring conferences
lack focus, and are used
primarily for buddy chats,
ot venting with limitad
discussion of strategies
and solutions.

4 Mentorimg conferences
are focused but melude
limited reflective
opportunities for the new
tzacher. hientor iz
mstructive and mamly
tzlls the new teacher what
o do.

4 Mentoring sessions melude
both reflective conferences and
classroom visits. hdentor uses 2
varisty of support strategies to
focus on student leaming
outcomes. There iz evidence of
use of Professional Teaching
Standards.

4 Proficient plus_..

The Professional Teaching Standards and the
Contmuum of Tzacher Development zre used
toenhance teacher gprowth. Mentors and
teachers belizve skill development and
student leaming s cccurring.

4. Well Developed plus..

Evidence can be produced by mentors
ot new tezchers of progress zleng the
PTS Contmuum of skills and impact on
student leammg.

Suppori

Beyond
Mentoring for

new teachers

5. Few if any zdditional
suppotts provided for new
teachers

3. Informal orientation 13
provided for new teachers
and teachers new to the
zchool.

5.Formal strucmired orisntation
and regulatly schaduled
wotkshops provided for new
tezchers

5. Proficient plus...

Commoen planning time with other teachers
iz built into schedules.

5. Well Developed plus...

Wide variety of other supports provided
for new tezchers.
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Comprehensive Elements of School Based Mentoring Program

Comprehensive Elements of School Based Mentoring
Section | provided a quick look at the basic el ements for implementing a school based mentoring program. The following pages provide a
more detailed and comprehensive description of the process. Key steps in developing a site-based mentoring program include

~—  A-Decide How Mentoring Will Be Provided

— B- Establish a New Teacher Induction Committee

——— (- Set Aside Budget and Resources

= D-Develop a School Mentoring Plan

e E- Select Qualified Mentors

———  F- Provide Professional Development for Mentors

—— G- Schedule Minimum 2 Periods Weekly for Mentoring

— H- Document & Track Interactions

20



Comprehensive Elements. Decide How Mentoring Will Be Provided

A. Decide How Mentoring Will Be Provided
Careful consideration should be given to the approach to staffing that meets the needs of your school:

Which staff membersin your building have the pedagogical experience and interpersonal skillsto best support your new teachers?
What would be the impact on their regular programs?

When will they have the TIME to meet?

What content areas or grade levels do you need?

How many new teachers are anticipated and how many mentors will be needed?

|s the number of new teachers large enough to consider hiring afull time site-based mentor'°?
Is your school arranged in houses or mini-schools?

Are there staff members who already have mentoring experience and training?

Do you need to look outside of your building for mentoring support?

Does it make sense to share an experienced expert mentor with several principal colleagues?
Arethere highly qualified F-Status teachers' available?

What are the costs associated with your selections?

Internal Options External Options Mixed Options

¢ Classroom Teacher e Shared Mentor e Any combination of internal

{by content, grade Ievell, house;"t@nn"cluster, teaching (several schools share and fund cost of a full time and external OpthﬂS
expertise, prior mentoring experience) mentor expert)

* Site-Based Staff Developer e F- Status Teacher

{ coach, staff developer, lead teacher, etc.) {see footnote 4 below)

¢ Full Time Site Based Mentor

{position would be funded by school budget)

19 Memorandum of Agreement with the UFT: If the plan includes a full time mentor position, the ratio of mentor to new teachers may not exceed 1:15
1 Memorandum of Agreement with the UFT states that “F” status teachers may only be used in instances where the school cannot provide appropriate internal mentor

matches.
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Comprehensive Elements: New Teacher I nduction Committee, Budget

B- Establish a New Teacher Induction Committee

Each school will form aNew Teacher Induction Committee (NTIC) comprised of aprincipa or designee; chapter |eader or designee;
teachers; and representatives of constituency groups. A majority of the members of the NTIC shall be teachers. NTIC will be responsible for
working with the principal and SSO designee to devise and execute a plan for providing mentoring for new teachers. The plan must include
in-classroom support. The principal will make the final decision on the plan. Principals should think about forming those committees during
the spring so that mentoring can start on the first day of school or before.

C- Set Aside Budget and Resour ces
As principals develop their mentoring plans, they need to consider any costs associated with the option:

Use of a coach, staff developer, or lead teacher during the school day won't incur additional costs but will divert services from other
staff

Use of release time means adding those periods to another teacher’ s program

Use of per session will involve compensation for both the mentor and new teacher

Use of a shared mentor among several schools involves calculating your share of the mentor’s salary based on the percentage of time
the mentor services your school

Use of F-Status involves calculating the rate, frequency, and duration of services

Use of Circular 6 periods won't incur additional costs

22



Comprehensive Elements. Develop School Mentoring Plan

D- Develop a School Mentoring Plan

Each school is expected to develop a school mentoring plan.  The template for the plan is shown on the next 3 pages. Principals must

decide how mentoring will be provided and set aside appropriate budget and resources. Principals should develop their plansin
consultation with their schools' New Teacher Induction Committee. Plans should be submitted to your LIM who will enter it on-linein

the New Teacher Induction Mentoring System (NTIMS).

School Based M entoring Plan 2008-2009

First drafts of plans are due by August 15, 2008. Plans may also be completed online at https: //mww.nycenet.edu/offices' DHR/ntims

Stepsto Take...

Questionsto Ask...

When Completing Your Mentoring Plan

Read...
Principals’ Guide to | mplementing School
Based Mentoring & Memorandum of

Agreement on School Based Mentoring

Have members of your New Teacher
I nduction Committee participated in
discussions concer ning supporting your new
teachers?

Ask Clarifying Questions of your LIM or the
Office of New Teacher Induction

Provide time for Mentoring during the
school day for mentor and new teacher to
meet

Selection of Mentors
What strategies and rational&(s) are you
using to guide your selection of mentors?

Budget
Have you set aside appropriate budget and

resour ces to support your plan?

Summarize the perceived initial needs of your
new teachers

Mentoring Activities
What types of activitieswill occur during the
mentoring experience?

L ead Instructional Mentor
What time will you make available for the
LIM to meet with your school based mentors?

Set quality goals for your mentoring program
using the Quality Mentoring Rubric draft

Beyond Mentoring
Besides mentoring, what other supports will
you provide for your new teachers?

Evaluation
What data will you use to determine the
impact of your mentoring program?



https://www.nycenet.edu/offices/dhr/ntims/
https://www.nycenet.edu/offices/DHR/ntims

Comprehensive Elements. School Mentoring Plan

School Based M entoring Plan 2008-2009

First drafts of plans are due by August 15, 2008. Plans may also be completed online at https: //www.nycenet

edu/officess DHR/ntims

1- School Information

2- New Teacher Induction Committee'?

3- Basic Mentoring Model Selected

o, Check All That
School Name Position Model Apply
Principal Principal Classroom Teacher Based
Principal’s email Chapter Leader Coach / Staff Developer Based

School DBN#

Lead Teacher Based

Grades Served

Full Time School Based Mentor

School Support Organization

Mentor Shared Between Schools

Lead Instructional Mentor

F- Status Teacher

# Students

# Teachers

# New Alt Cert Teachers
(Fellows, TFA, etc.)

Total # New Teachers
(Mandated for Mentoring including alt certs)

Other:

4- Finding Timefor Mentor & New Teacher to Meet

5- Duration

Check All That

Strategy Apply

Use of Out of Classroom Staff

# Periods each New Teacher Meets with Mentor Per Week

Check

Use of Released Time for Classroom Teachers

2 Periods (minimum)

Use of Professional Period (Circular 6)

3 Periods

Use of Per Session

4 Periods

Other

12 Comprised of amajority of teachers

24



https://www.nycenet.edu/offices/DHR/ntims

Comprehensive Elements. School Mentoring Plan

School Based M entoring Plan 2008-2009

First Drafts of plans should be completed by August 15, 2008. Plans may also be completed online at https://mww.nycenet.edu/offices' DHR/ntims

New Teacher

License

Returning
Mentor SBM? License
Yes/ No

School Assignment
(Classroom teacher, Coach, etc.)

# of
Periods
Per
Week

10.

11.

First drafts of plans are due by August 15, 2008.
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Comprehensive Elements: Select Qualified Mentors, Provide Mentor Professional Development

E- Select Qualified Mentors

Mentors should be selected based on mastery of pedagogical skills, content knowledge, teaching experience, interpersonal skills, and a
willingness to serve as a mentor. Additional factors for consideration include leadership qualities, organizationa skills, experience with
mentoring, and positive attitude toward professional growth. Skills or attitudes such as enthusiasm for teaching and the ability to see many
different ways to accomplish a purpose or goa are also desirable in mentor candidates. Mentors should be matched by license or content area
expertise and level when possible. Note: Every “master” teacher of students doesn’t necessarily correlate with being an ideal mentor for
adults and colleagues. If your school plan calls for the use of classroom teachers who will require r elease time from their teaching program or
the use of per session for a portion of the mentoring, a school-based posting and interviews by the New Teacher Induction Committee are
necessary.”® The committee establishes a pool of eligible mentor teachers. The committee then makes recommendations for matches,
Mentors should be matched by license or content area expertise and level when possible. Preference will be given to full-time teachers
currently employed. The principal has the final say and should ensure that the committee has a clear understanding of all of the factors that
go into making effective mentor selections' and matches,

F- Provide Professional Development for Mentors

Becoming an effective mentor for adults requires additional skills and competencies. Even the best classroom teachers will benefit from
explicit training in building trust, mentoring language, mentoring protocols, conferencing, classroom data collection strategies, providing
objective non-judgmental feedback, reflective conversations, coaching, modeling, overcoming resistance, and professional teaching standards.
The mentor understands that supporting a beginning teacher requires a different set of skills and competencies than those used in supporting
students. The mentor is committed to participating in professiona development to learn, enhance, and deepen his’her mentoring skills. One
valuable resource for this professional development isthe Lead I nstructional M entor who is part of the School Support Organization
network or cohort team. The Lead Instructional Mentor will be available to provide a variety of supports including: mentoring tools, mentor
language & stems, mentor protocols & strategies, use of the Professional Teaching Standards & Continuum of Teacher Devel opment to guide
mentoring, one-on-one coaching on mentoring, objective feedback, maintaining logs, small group workshops, etc The Office of New Teacher
Induction also offers citywide training for school based mentors throughout the school year.

13 The Memorandum of Agreement with the UFT states: “If the plan encompasses a model that includes release time for classroom teachers to mentor or per session for
mentors, the NTIC (New Teacher Induction Committee) will work with the principal to design a school-based posting. The NTIC will interview applicants and
recommend mentors. Once aroster of mentorsis chosen, the committee will match mentors and new teachers. The final decision will be made by the principal.

14 The Memorandum of Agreement with the UFT states: “The minimum requirements for qualifying mentors are: *5 years of teaching in N C public school preferred
*demonstrated mastery of pedagogical and subject matter skills *evidence of interpersonal skills*commitment to participate in professional development
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Comprehensive Elements: Scheduling, Tracking

G- Schedule minimum 2 periods weekly for mentoring

The expected mentor/ new teacher contact time during the school day will be equivaent to two (2) periods per week or more. While mentors
and beginning teachers’ work together can be structured and accomplished in a variety of ways, a portion of the regularly scheduled contact
time must include in-classroom support. |If the plan includes mentoring to be performed by classroom teachers, it may require that mentoring
activities be conducted during the mentor’s professional period (but it may not require the classroom teacher to perform mentoring activities
during lunch or preparation periods). The plan may also include, without an SBO, release time for classroom teachers™. Mentors and new
teachers may also meet before and or after school ™ for conferencing and planning activities. Two of the weekly professional periods for new
teachers may be designated by the principal for mentoring'’. Principals can facilitate time for mentoring by aligning preparation periods of
new teachers and professional periods of mentors.

H- Document & Track Interactions

Each school must maintain official records documenting the mentoring experience. The names of the new teachers, the names of the mentors
assigned, the type of mentoring activities, and the number of hours of mentoring provided to each new teacher is the baseline information
required by New York State. The Office of New Teacher Induction has created New Teacher Induction Mentoring System (NTIMS), a
citywide online tracking system for mentoring interactions.
Just as important as maintaining official records of the mentoring experience is using the data from the logs to inform support for the new
teacher. Using NTIMS school based mentors can log the type of interaction, the topics discussed, the standards addressed, the date and the
duration for each interaction with their new teachers. Mentors and principals can download summary reports to review their past work and
better inform their future work with the new teacher.

1> School based posting required if classroom teachers are to be given release time
16 Both mentors and new teachers will be paid per session if meeting before or after school
Y UFT Contract
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Comprehensive Elements: Tracking

Add/Edit Mentor Interactions
Type

Step 1: Interaction

Use this page to add Interaction Types (Step-1) to log a new mentoring interaction.

Engaging All

Location:

Mentor:

MNew Teacher:

Interaction Date:

Please Select one or more of the following Interaction Type(s):

I wisit Classroom
[ Co-Planning

I~ Co-Teaching
™ Modeling

[T Inter-visitation

[LoPEZ nancY =]

Students in Learning (EN)

Creating an
ctive Environment (EE)

Understanding &
Organization
Subject Matter {(SM)

Date Submitted: 9/8/2007

I™ Link to Student Prior Knowledge
I Use variety Instructional Strategies
I™ use Technology & other Resources

| = Engaging students in problem solving
Duration: |1_UD I & critical thinking
™ working with Special Needs or ELL
Students

I Telephone Planning Instructions (PL)

¥ classroom Procedures /
Routines

" classroom Management

[ Using instructional time
effectively

[ Creating a physical
environment that engages all
students

[T promoting social

developrnent & responsibility

Assessing Student
Learning (AS)

I knowledge of
subject matter content

I Use of student
performance/ content
standards

I Linkages across
content areas

| ] Using materials &
resources

™ organizing &
Sequencing Curriculurm

Developing as a
Professional Educator
(DP)

I~ E-mail

™ absent

i inci M Le Pl
I Meet with Principal or AP sson Planning
™ Discussing short andfor long term
™ Meet with Coach goals for students
I using data to plan

[ Meet with Lead Teacher Content Planning/Discussion

]Select >> :I

[ use of Inforrmal
assessments

[ use of Formal
assessments

[~ Analyzing Student Work

[~ Using Data ta
Differentiate Instruction

™ Grading Systems /
Criteria

Ascement Options
-

™ Goal Setting

™ comrmunicating with
Parents

| m| Reflecting on
classroorn data and or
supervisor observations

I ‘Working with
colleagues

™ communicating with
FParents

| Discussing
workshops or PD
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Support Beyond Mentoring

Support Beyond Mentoring

Mentoring is only one component of multiple supports (called new teacher induction) we need to provide for new teachers to help them
successfully enter our profession. Principals can identify staff-wide support and taking ownership of the induction of new teachers as school
priorities. Schools can schedule on-going new teacher sessions with the principal as part of the induction effort. It takes an entire school
community to develop a successful new teacher.

For additional information, contact the Lead Instructional Mentor (L1M) assigned to your SSO network team or

The Office of New Teacher Induction.
Christine Cabrera
Director Teacher Devel opment
Ccabrera2@school s.nyc.gov
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Memorandum of Agreement: Mentoring

B. School Based Mentor

1. New Teacher Induction Commitiee

EFach school will have a New Teacher Induction Committee (the “N'TIC™) comprised
of a principal or designee. chapter leader or designee: teachers: and representatives of
constituency groups. A majority of the members of the N'TIC shall be teachers. N'TIC
will be responsible for working with the principal and 550 designee to devise and
execute a plan for providing mentoring for new teachers. The principal will make the
final decision on the plan. provided that the plan must include m-classroom support and
compaort with the requirements below,

2. Mentor Selection Process

a. If'the plan encompasses a model that includes release time for classroom teachers
to mentor or per session for mentors, the NTIC will work with the principal to design a
school-based posting.  The NTIC wall interview applicants and recommend mentors,
Once a roster of mentors 15 chosen, the committee will match mentors and new teachers,
The final decision will be made by the principal. Emplovees will have the right. pursuant
to Article 22, to grieve whether there was a reasonahle basis for the denial of a position
when a posting 1s used.

k. 1f the N'TIC decides on a model that includes hinng I status teachers. the same
mterview and selection process will be utilized, (7F7 status teachers may only be used in
mmstances where the school cannot provide appropriate internal mentor matches. )

¢, Preference will be given to full-time teachers currently employed.

3. Minimum Requirements for Mentors

The mimimum requirements for qualifying mentors are:

a. 5 wvears of teaching i the New York City public schools preferred;

b, Demonstrated mastery of pedagogical and subject matter skills:

c.  Dbwvidence of excellent interpersonal skills: and

d. Commitment to participate in professional development.

4. Mentor Plan

a. Mentors will be matched by license and level when possible.

b, Mentormew teacher contact time during the school day will be equivalent to two
(2) periods per week or more.

¢.  Ifthe plan includes a full time mentor position. the ratio of mentor to new teacher
may not exceed 1-15. This ratio shall not apply to Lead Instructional Mentors,

d. If the plan includes mentoring to be performed by classroom teachers. it may
require that he or she conduct mentoring activities during the mentor’'s professional
period. but may not require the classroom teacher to perform mentoring activities during
his or her lunch or preparation periods. The plan may also include. without an SBO. a
maodel pursuant to which mentors are provided release time for mentoring.

e. Mentoring activities may include but not be limited to in-classroom support such

5]
(1) providing demonstration lessons
(2) classroom mter-visitations
(31 co-teaching activities
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Memorandum of Agreement: Mentoring

{4) coaching conferences

(5) co-planning lessons

(6) collecting relevant classroom data

f. Mentors and new teachers may (but will not be required to) meet before and/or
after school for conferencing and planning activities with the approval of the principal.
Both mentors and new teachers will be paid at the per session rate as per the collective
bargaining agreement for this time.

g. The BOE, i consultation with the UFT will work together to develop
professional development for the school based mentors. The BOL and UFT will meet as
necessary to discuss the implementation and effectiveness of the school-based mentoring
program.
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School Based Mentor Posting: Sample

Position:

# Positions &
Content Area/
Grade Levd:
Duties:

SCHOOL LETTERHEAD
2007-2008 Position

Part Time School-Based Mentor for Beginning Teachers

Provide 2 weekly periods of individual mentoring support for each beginning teacher
Support includes both in-classroom support and one-to-one conferences

Use avariety of strategiesto support the new teacher such as:

introduce and orientate the new teacher to the school

assist the new teacher to identify and access school and community resources

use Professional Teaching Standards & Teacher Continuum to guide the new teacher’ s growth and devel opment
assist new teacher to develop classroom rules and routines

assist new teacher with classroom management

assist new teacher to set up classroom

assist new teacher with lesson planning

assist new teacher with formal and informal assessment strategies

assist new teacher with analysis of student work and differentiation of instruction

assist new teacher to understand and use the curriculum and student standards

use structured tools and or protocols to guide interactions and keep the conversation focused

view new teacher’s classroom to provide objective non-judgmental data

arrange reciprocal classroom visits

model and conduct demonstration lessons

co-teach with the new teacher

assist the teacher to develop short and long term goals

help prepare the new teacher for supervisors' observations

assist the new teacher to effectively communicate with parents

assist the new teacher to understand and comply with clerical responsibilities

create a risk-free learning environment for the new teacher by maintaining confidentiality of any evaluative informative acquired as a
result of the mentoring relationship

share with other colleagues & supervisors only the topics, strategies, and tools being used

Maintain on-line logs of the mentored experience on behalf of the new teacher’s professional certification requirements.
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School Based Mentor Posting: Sample

Eligibility:

Sample
Configurations:

Application:

Approved:

Demonstrated strong interpersonal skills

Demonstrated positive attitude toward professional growth and student achievement

Demonstrated mastery of content of new teacher

Demonstrated mastery of pedagogy

Willingness to participate in professional development on effective mentoring strategies provided by the school or the Lead I nstructional
Mentor

5 years of teaching experience preferred

Prior mentoring experience preferred

2 period reduction of instructional program for each teacher mentored
or

Mentoring activity isin lieu of required administrative assignment
or

1 hour per session plus 1 period reduction of instructional program for each teacher mentored
or

Copy of license, resume and cover letter must be submitted to the Principal
No later than
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