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DCSD Professional Mentoring Program


LEVEL 1 – CHECKLIST FOR ELEMENTARY 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

· Attend all staff meetings

· Participate in AEA team meetings including Problem Solving

· Facilitate SBYSP personnel

· Facilitate conflict manager’s program

· Attend all district counselor meetings

· Consult with parents, teachers, staff, principal, and administrators

· Reschedule guidance classes that were cancelled

· Facilitate AD/HD packets

· Consult with community agencies

· Attend case facilitation meetings

· Assist with behavior programs

· Provide communication to staff and parents

· Participate in community organization meetings when appropriate

· Communicate in-district via email

· Facilitate classroom guidance

· Facilitate small group counseling

· Counsel individuals

· Provide crisis counseling

· Transition students in/out of school

· Attend court hearings when requested

· Attend truancy mediations

· Facilitating/training mentors (in some schools)

· School to work facilitation (in some schools)

· Prepare scholarship letters for YMCA, ITT, Loras College, etc.

· Weekly meetings with elementary liaison officer (truancy

· Participate on district committees

· Be available for “walk-in” students, staff, and parent issues

· Provide info/support to parents on parenting classes

AUGUST

· Plan yearly guidance calendar

· Schedule guidance classes

· Meet w/ new students

· Be available during orientation conferences

· Spend extra time on playground/busses

· Deal with anxiety crisis

· Spend extra time w/ kindergarten

· Preview/plan guidance curriculum

· Re-connect with individual counselees (if August permits)

· Facilitate SBYSP program: make yearly schedule

· Set up guest programs such as: Puppet Pals, DARE, Officer Jobgen classes, Kids On The Block, etc.

· Review crisis plan

· Consult with other counselors about transfer students

· Keystone (The Beeline)

· Counselor curriculum lab (Forum)

· Review mandatory reporter guide
· __________________________________

· __________________________________

SEPTEMBER

· Start conflict management program

· Begin guidance counselor lessons

· Begin individual counseling

· Begin small groups as-needed

· Start mentoring program

· Facilitate ITBS testing program

· __________________________________
· __________________________________
OCTOBER
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· Prepare for ITBS (goal setting)

· Establish schedules and objectives for November Parent/Teacher Conferences

· Red Ribbon Week
· __________________________________

· __________________________________

NOVEMBER

· 
· Attend and follow-up on referrals from Parent/Teacher Conferences

· __________________________________
· __________________________________
DECEMBER

· Availability when requested for interpretation of ITBS scores for parents
JANUARY

· 
· ______________________________

· ______________________________

FEBRUARY

· Prepare and participate in kindergarten round-up

· ______________________________

· ______________________________

MARCH

· Prepare for Cog AT

· __________________________________
· __________________________________
APRIL

· Cog AT scores – availability when requested for interpretation

· Facilitate 6th grade transition with junior highs

· Prepare budget for the following school year

· Kindergarten orientation

· Finding programming for students during the summer

· Human Growth and Development (spring)

· _________________________________
· _________________________________
MAY

· Prepare awards for assembly

· Evaluate and project needs for next year (for district)

· Evaluate your program

· Provide closure for individual counselees

· AD/HD Data Report

· Apples for School, St. Mark’s Community Center

· Transition sessions

· ______________________________

· ______________________________

JUNE

· Present awards at assembly

· ______________________________

· ______________________________
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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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