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Intermediate School District 917 Teacher Induction and Mentor Program 
 

Mission Statement 
 

Intermediate School District 917 recognizes the need to attract and retain qualified professionals in 
order to provide the best possible education for its students. 
 
The mission of the Intermediate School District 917 Induction and Mentor program is to provide 
professional assistance and emotional support for teachers resulting in improved student success. 
 
The district believes mentoring provides: 
 

• Reflection that improves teaching practice, 
• Collaboration promoting professional growth, 
• The opportunity for professional collegial relationships to develop that enhance job satisfaction, 
• The emphasis on core values and competencies necessary to retain effective teachers, 
• The reinforcement of the idea that how we work together as adults is as important as our 

competence as teachers, 
• The opportunity to develop leaders in the teaching profession, 
• Strategies to develop self-management, and 
• The opportunity to build trust among all staff. 

 
Induction and Mentor Program Goals 

 
The Induction and Mentor Program Subcommittee of the Staff Development Committee reviewed and 
analyzed program feedback from the previous years, as well as the literature about induction and 
mentoring.  This review resulted in the recommendation to develop a program that focuses on the 
following goals: 
 

• A comprehensive induction program with mentors and cognitive coaches, 
• Required and full participation, 
• Differentiated training and support, and 
• A comprehensive and coherent approach to training and support. 

 
Program Features 

 
Program, Site or Department Mentors 
All licensed staff in their first and second year in the district are paired with an experienced staff 
member that closely matches their assignment. 
 
Cognitive Coaches 
All licensed staff in their first and second year in the District will work with a cognitive coach in two 
coaching sessions each year, including conferencing and reflection. 
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Orientation 
All new first- and second-year licensed staff in the district will participate in a one-day orientation to 
help better prepare for the school year. 
 
Needs Assessment 
To assess the skills and needs of first- and second-year licensed staff members each year, the mentees 
will complete a 917 needs assessment on a district provided assessment tool.  (Appendix I) 
 
Joint Planning Sessions 
Throughout the year mentors meet regularly with mentees to provide support and assistance with 
understanding the curriculum materials available and the day-to-day concerns of the job. 
 
Professional Evaluation 
Information sessions are provided to first-year-in-the-district licensed staff with an overview of the 
evaluation process used during their three-year probationary period. 
 
Classroom Observations 
All first-year-in-the-district licensed staff will observe other professionals in their area of assignment two 
times during the school year.   Subs will be provided for release time. 
 

Mentors 
 
Definition 
A mentor is a licensed, experienced staff member on a continuing contract who provides support and 
guidance to a new staff member. 
 
Role 
Mentors assume all or some of the following roles: 
 

• Advisor:  provide information and materials on classroom organization and 
management 

• Counselor:  provide emotional support 
• Role Model:  consistently demonstrate professionalism 

 
Responsibilities 
Mentors for the first- and second-year licensed staff are expected to fulfill the following responsibilities: 
 

• Attend one-half of the one-day orientation session for their first year mentee. 
• Implement the tools provided in the Mentor Handbook, 
• Facilitate weekly, bi-weekly and monthly joint planning sessions with their mentee, 
• Turn in a monthly report by the first of each month, 
• Assist their mentee in setting up two cognitive coaching sessions throughout the year 

with their assigned cognitive coach, 
• Assist their mentee in setting up two opportunities to observe in another classroom,  
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• Schedule informal meetings with their mentee to provide on-going support and 
assistance with the day-to-day concerns of the position. 

 
Characteristics of Effective Mentors 
The mentor/mentee match is a critical element of a successful induction and mentor program.  Common 
characteristics of effective mentors include: 
 

• The belief that mentoring is a mutually enhancing professional development 
opportunity, 

• A willingness to invest time and energy in the professional development of a mentee, 
• Excellent communication skills, 
• Knowledge, skills, and expertise in a particular field of practice, and 
• Active listening skills. 

 
Mentees 

 
Definition 
A mentee is a first- or second-year licensed staff member.  All licensed staff in their first and second year 
at Intermediate School District 917 are required to participate in the Induction and Mentor Program. 
 
Role 
As a new licensed staff member, the mentee will assume all or some of the following roles: 
 

• Student:  elicit and accept encouragement, moral support, guidance and mediation their your 
mentor, 

• Observer:  visit other classrooms or other instructional settings and professional meetings, 
• Teacher:  share knowledge, skills, and ideas with colleagues, and/or 
• Philosopher:  self-assess and reflect on one’s work 

 
Responsibilities 
Mentees in their first and second year in the District are expected to fulfill the following responsibilities:  
 

• Actively participate in the weekly, bi-weekly and monthly joint planning sessions with their 
mentor, 

• Observation in two instructional settings and turn in an observation summary for each 
observation, 

• Participate in two cognitive coaching sessions throughout the year with their cognitive coach. 
• Ask questions! 

 
Characteristics of Effective Mentees 
A successful mentor and mentee relationship requires both parties involved to actively participate.  
Common characteristics of effective mentees include: 
 

• The willingness to communicate with their mentor on a regular basis, 
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• The ability to recognize and request assistance when needed, 
• Participation in all Induction and Mentor Program activities, and 
• Openness to feedback and suggestions from their mentor and cognitive coach. 

 
Cognitive Coaches 

 
Definition 
A cognitive coach is an experienced, skilled and licensed staff member who supports mentees in 
planning, reflecting, problem solving, and decision-making with regard to curriculum and instruction. 
 
Role 
Cognitive coaches assume all or some of the following roles: 

• Advisor:  provide information on curriculum and instruction, 
• Coach:  provide feedback through reflective conversation. 

 
Responsibilities 
Cognitive coaches for first- and second-year licensed staff are expected to fulfill the following 
responsibilities: 
 

• Set up two coaching sessions throughout the year with assigned mentees, and 
• Attend Cognitive Coaching training. 

 
Characteristics of Effective Cognitive Coaches 
Cognitive coaches are a critical element of a successful induction and mentor program.  Common 
characteristics of effective cognitive coaches include: 
 

• The belief that coaching is a mutually enhancing professional development opportunity, 
• A willingness to invest time and energy in the professional development of a mentee, 
• Excellent communication skills, and 
• Knowledge, skills, and expertise in curriculum and instruction. 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Appendix I 
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Intermediate School District 917 Teacher Induction and Mentor Program 
Mentee Needs Assessment 

 
Complete this form and submit a copy to your administrator by September 30.   
Keep a copy for review with your mentor. 
 
Name:              
Position:             
Date:              
 
Please rate yourself on each item below using the following key: 
5 – Great area of strength 
4 – Strength 
3 – Awareness level 
2 – Area of need 
1 – Strong need for assistance 
 
Planning 5 4 3 2 1 
1. When planning, I'm clear about the objectives and 

goals in a lesson. 
     

2. When planning, I think about specific teaching 
strategies for a lesson. 

     

3. When planning, I accurately estimate how long a 
lesson will take. 

     

4. When planning, I think about the sequence and pacing 
of a lesson. 

     

5. When planning, I think about how I will assess 
students’ attainment of goals and objectives in a 
lesson. 

     

6. When planning, I think about my students’ prior 
knowledge and capabilities. 

     

7. When planning, I think about how each individual 
lesson fits into the entire curriculum. 

     

Teaching 5 4 3 2 1 
1. While teaching, I informally assess whether the 

students are achieving the goals or objectives of a 
lesson.  

     

2. While teaching, I am aware of the instructional 
decisions I make. 

     

3. While teaching, if things do not go as planned, I am 
able to easily adjust. 

     

4. While teaching, I am cognizant of all that is going on 
my classroom. 

     

5. While teaching, I remain focused on the outcomes of 
the lesson. 

     

Reflecting 5 4 3 2 1 
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1. After teaching, I can recall specific events from a 
lesson. 

     

2. After teaching, I think about how a lesson went.      
3. After teaching, I think about how to improve a lesson.      
Attitude and Beliefs 5 4 3 2 1 
1. I believe my teaching decisions affect student 

learning. 
     

2. I believe my efforts make a difference for students.      
3. I believe student behavior affects the success of a 

lesson. 
     

4. I believe my actions affect the success of a lesson.      
5. I feel confident in my ability to help students meet the 

goals and objectives of a lesson. 
     

6. I am comfortable thinking about or doing several 
things at once. 

     

7. I believe it is important to address different learning 
styles in my classroom. 

     

Professional Development 5 4 3 2 1 
1. I am willing to learn about alternative instructional 

strategies and assessment methods. 
     

2. I capitalize on my strengths as a teacher.      
3. I look for strategies to compensate for my weaknesses 

as a teacher. 
     

4. I participate willingly in activities to further my 
professional development. 

     

Relationships 5 4 3 2 1 
1. When working in a group, I am an active and 

contributing member. 
     

2. I am comfortable talking to colleagues about my 
teaching. 

     

3. I am comfortable talking to my administrator about 
my teaching. 

     

4. I solicit and accept help or advice from my colleagues 
or administrator. 

     

 
Comments about your needs as a beginning teacher/practitioner:     
             
             
             
             
             
             
              

 
Appendix II 

 



7/23/12 Page 7 

 

Intermediate School District 917 Teacher Induction and Mentor Program 
Sample Time Line 

 

August 

 First-year licensed staff mentors and mentees meet staff orientation day. 

 Second-year licensed staff mentors and mentees meet at a mutually convenient time. 

September 

 Mentor and mentee meet informally, i.e. by telephone call, at lunch, on a weekly basis. 

 Mentor and mentee work together to complete Needs Assessment form.  The mentee must 
submit to his/her district administrator by the end of September. 

 Mentor informally observes the mentee in an instructional setting, using the needs assessment 
as a guide. 

October – November 

 Mentor and mentee meet informally on a weekly basis. 

December – January 

 Mentor and mentee plan for coaching/observation sessions. 

February – April 

 Mentor and mentee meet informally. 

May 

 Mentor and mentee meet informally. 

 Mentor and mentee complete and submit Program Evaluation forms. 

 
 
 
 
 
 

Appendix III 
 

Intermediate School District 917 Teacher Induction and Mentor Program 
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Personal Professional Development Plan 
 

Mentee        School Year     
 
Mentor         
 
Describe a goal you would like to focus on for the year: 
  
 
 
 
 
 
Explain your rationale for the goal: 
 
 
 
 
 
 
Quarter One     Date: 

Activities/Course Name Timeline Resources Outcome 
 
 
 
 
 
 

 
Quarter Two     Date: 

Activities/Course Name Timeline Resources Outcome 
 
 
 
 
 
 

 
 
 
 
 
Quarter Three     Date: 
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Activities/Course Name Timeline Resources Outcome 
 
 
 
 
 
 

 
Quarter Four     Date: 

Activities/Course Name Timeline Resources Outcome 
 
 
 
 
 
 

 
Long-range Plans and Goals with quarterly progress notes 
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
              
 
Mentee Signature:         Date:    
 
Mentor Signature:         Date:    
 
 
 
 

Appendix IV 
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Intermediate School District 917 Teacher Induction and Mentor Program 
Year-Long Checklist for Mentor/Mentee Meetings 

 
Please date and initial items discussed.    
 
Topics Date Mentor Initials Mentee Initials 
Absences, tardiness, truancy    
Mod grading    
Credit counts    
Suspension format and forms    
District forms (on website) – expense sheets, mileage, absence forms, etc.    
Make-up work (generic)    
Advisor role and responsibilities    
DCALS/DCALS North– handbook and sexual harassment    
CLP process    
Claritynet training    
I-CUE training    
Business office staff    
Purchase order process/open purchase orders    
Reporting abusive behavior    
Role of police Liaison    
School crisis plan    
School safety procedures, i.e. tornado drill/fire drill, lockdowns, etc.    
Testing procedures    
Parent communications    
Contract/professionalism    
Grading procedure    
Pacing of the curriculum/thematic approach/three-week units    
Field trips/bus requests    
Open houses    
Assist with curricular planning and timeline    
Prepare for formal observations    
Grade-level/department meetings    
Prescheduling/Scheduling process    
Testing procedures    
Special education role, referral procedures, terminology (IEP procedures)    
Calendar/In-service days    
“New” student procedures    
Professional development opportunities    
Prepare for parent/teacher conferences and open house    
Student of the Quarter    
Classroom holiday activities/district policies    
Working with children with special language needs    
Snow-day procedures (Superintendent Note)    
Budget requests    
Teaching culturally diverse students    
Observation and feedback    
End of the semester procedures    
Graduation celebration planning    
Retention policies    
Spring program/trips    
Teaching strategies/learning styles    
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Plan for second semester    
Meeting with principal (optional)    
Use of community resources    
Fall ordering of materials    
Contract signing    
Classroom inventories    
Graduation celebration planning    
Year-end activities, awards    
Year-end reports    
Summer school/ESY planning    
Observation and feedback    
CELEBRATE    
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