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DCSD Professional Mentoring Program


LEVEL 1 – CHECKLIST FOR HEMPSTEAD COUNSELORS
New Professional: _______________________

Instructional Mentor/Orientation Facilitator: ________________________  
People To Meet




Name/School/Phone #

· Mentor





__________________________________

· Nurse





__________________________________

· School administrator(s)



__________________________________

· At-risk student personnel


__________________________________

· Secretarial and office staff


__________________________________

· Department chairperson


__________________________________

· Team leader




__________________________________

· Grade/subject level teammates

__________________________________

· Media specialist(s)



__________________________________

· Custodian(s)




__________________________________

· Technology mentor(s)



__________________________________

· Language arts facilitator (K-6)


__________________________________

· Campus monitor (HS)



__________________________________

· Association representative


__________________________________

· Paraprofessional staff



__________________________________

· Pro. Mentor Program Coordinator  

__________________________________

· Other




 
__________________________________

Ongoing Responsibilities

· Secretarial phone answering

· Record keeping

· Photocopying

· Filing

· Referrals

· Telephone conferences

· Individual counseling

· Teacher consultation

· Parent request for academic status of students

· 504 Interventions

· Quarterly newsletter

· Professional reading

· District communication (i.e.: communication with Thom Determan on military recruiting)

· Teacher newsletter

· Student handbook

· Editing handbooks/registration guides

· Consultation with staff/administration

· Individual counseling

· Group counseling

· Community Outreach

· Peer Helper coordinator

· Tutoring program

· Conflict mediation

· Case facilitation

· Crisis counseling

· Choices

· I.E.P. staffing

· ADHD referrals

· Schedule changes

· New student registration

· A.C.T./S.A.T. registration 

· College application

· Scholarship applications

· Letters of Recommendation

· Committee work:  problem solving, Site Council, steering committee, School-to-Work, diversity

· College admissions counselors visitation/recruiters/vocational/tech school representatives

· Surveys:  Career Awareness, Drug, Boy Scout Interest Survey, Asset Survey

· Counseling Groups:  R.A.D., Grief, Anger, ALA-teen, GAP, SOAR, divorce, assertiveness, new student transition

· Career Exploration

· Job listings posted

· Job shadow/mentoring

AUGUST

· Inservice
· Registration/Scheduling
· Post-secondary Registration
· Meet and greet students
· Welcome to new students and TRN student inservice and tour to TRN students
· Parent correspondence to check up on new freshman after a few weeks in school
· 9th grade orientation
· Adjustment for freshmen and new sophomores, juniors and seniors
· Early release for juniors and seniors for employers
· Make up required courses that have been failed
· Customizing schedules
· Assessing transcripts
· Organizing independent study
· Credit count
· Convenience scheduling
· __________________________________

· __________________________________
SEPTEMBER

· 9th grade career assessment – Choices

· Post secondary registration (college)

· Set up School Based Community Agency representatives’ schedules

· Identification and screening of at risk students small group involvement

· Parent Night – grade 9 parents

· Senior Conferences

· Progress Reports

OCTOBER

· ITED’s – all grades
· Organization of ITED materials, organizations of testing schedule, distribution of materials and explanation to teachers, interpret results to parents and students
· PSAT – 10th and 11th
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· 9th grade conferences
· College Tech Fair
· Red Ribbon Campaign, educational materials, and organize student involvement
· __________________________________

· __________________________________

NOVEMBER

· 10th grade conferences

· 12th grade financial aid data base search – Choices

· Parent/Teacher Conferences

· PLAN/PACT test – Grade 10

· 
· __________________________________
· __________________________________
DECEMBER

· 12th grade conferences
· Progress Reports
JANUARY

· Post-secondary Requisition (college)

· Mercy Health screening of students

· Building Open House

· Financial Aid Night and material distribution

· All school schedule changes for 2nd semester

· Preparation for “Early Graduates”

· Register students for correspondence courses and monitor tests/exams

· Credit review with seniors and other students

· 
· ______________________________

· ______________________________

FEBRUARY

· 10th grade – Choices Occupation Search

· High School registration

· Parochial school registration in evening

· Shared-time parochial registration at Jones

· Progress Reports

· Individual FASFA consultations by appointment

· Post secondary 7th semester transcript – mid year report

· ______________________________

MARCH

· Post secondary evening

· A.C.T. preparation

· Career Fair/Job Fair

· Third quarter grades

· Budget for department

· __________________________________
· __________________________________
APRIL

· 11th grade – Choices – post secondary data search

· Parent/Teacher Conferences

· Senior spring conferences

· Vocational, post secondary visitation with the Industrial Technology Department

· A.P. pre-registration (advanced placement)

· Progress Reports

· Problem-solving Orientation

· Verification of courses for the upcoming school year

· _________________________________
· _________________________________
MAY/JUNE

· Conferencing with Junior High counselors for high school referrals

· A.P. tests

· Graduation

· Cap and Gown hand out

· Summer school information:  Academic, driver education

· Verification materials

· Awards Assembly Day

· Failure list – schedule changes

· Celebrate With Care

· Awards Committee Meetings

WEEKLY

· Child Study Team
· Special Education Meeting (Thursday)
· Guidance Library updates
MONTHLY

· Talent Search groups
· Department meetings
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Discuss and Review SCHOOL PHASE III PROCEDURES





Discuss and review the COMPREHENSIVE SCHOOL IMPROVEMENT PLAN





Discuss the role of the school’s SITE COUNCIL AND ACTION TEAMS
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