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DCSD Professional Mentoring Program


LEVEL 1 – CHECKLIST FOR SENIOR HIGH 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

· New student registration

· Parent conferences

· IEP’s

· 504 Plans

· Problem solving

· Mediations

· Individual Counseling

· Group Counseling

· Family Counseling

· School-Based groups

· Post Secondary Planning

· Military Representatives

· Faculty Meetings

· Special Education Team Meetings

· Administration Meetings

· Student Ambassadors

· Computer Training

· Job Posting

· Rainbow Group

· Gay/Straight Alliance

· Talent Search

· College Reps

AUGUST

· Registration

· Schedule Changes

· Staff Meetings

· Post Secondary Enrollment

· ACT Prep

· 9th Grade Guidance Curriculum

· ITED preparation

· 12th grade Transcript Checks

· ______________________________

· ______________________________

SEPTEMBER

· Parent Meetings

· Schedule Changes

· PSAT

· College Admissions

· Meet School-Based People

· ITED preparations

· 9th grade Parent Orientation

· 12th grade Transcript Checks

· Posted Scholarships

· National Merit Scholars

· 9th Grade Curriculum

· Graduation Requirements

OCTOBER
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· ACT Test
· College Fair
· Career Fair
· ITED Tests
· PLAN Test
· PSAT
· College Reps
· Plan for “Guidance Feed”
· Mid-quarter Progress Reports
· 9th Grade Curriculum
· Posted Scholarships
· Red Ribbon Week
· Graduation Requirements
· __________________________________

· __________________________________

NOVEMBER


· “Guidance Feed”

· End of Quarter

· Parent Conference

· Mentoring Study Halls

· College Applications

· 9th Grade Curriculum

· Posted Scholarships

· Graduation Requirements

· __________________________________
· __________________________________
DECEMBER

· Mid-quarter grades
· Early Graduation Applications
· College Applications
· ACT Test
· 9th Grade Curriculum
· Awards Committee
· Student ITED Distribution/Explanation
· 11th Grade Curriculum
· AIDS Awareness
JANUARY

· 
· Financial Aid Night and Forms

· Registration

· Schedule changes

· Awards Committee

· PLAN results explained

· 11th Grade Curriculum

· Graduate Panel

· ______________________________

· ______________________________

FEBRUARY

· Mid-Quarter Grades

· ACT Test

· Awards Committee

· 11th Grade Curriculum

· Awards Committee

· Open House

· Junior High Registration

· ______________________________

MARCH

· ACT Workshop

· Awards Committee

· AP Registration

· 11th Grade Curriculum

· Parent Teacher Conferences

· __________________________________
· __________________________________
APRIL

· ACT Test

· Summer School/Clinic

· Registration

· 11th Grade Curriculum

· Post Secondary Planning

· Course verification for future school year

· _________________________________
· _________________________________
MAY/JUNE

· Summer School/Clinic

· Registration

· Awards Assembly

· AP Tests

· Graduation

· ______________________________

· ______________________________
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Discuss and review SCHOOL PHASE III PROCEDURES





Review and discuss the COMPREHENSIVE SCHOOL IMPROVEMENT PLAN





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