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DCSD Professional Mentoring Program


LEVEL 1 – CHECKLIST FOR SPECIAL EDUCATION TEACHERS
New Professional: __________________________

Instructional Mentor/Orientation Facilitator: __________________________  

AUGUST/SEPTEMBER
People To Meet




Name/School/Phone #

· Mentor





__________________________________

· School Administrator(s)



__________________________________

· Nurse





__________________________________

· Keystone Team 




__________________________________

· School Psychologist



__________________________________

· Consultant




__________________________________

· Social Worker



__________________________________

· Speech Therapist



__________________________________

· OT/PT Specialist



__________________________________

· Hearing Impaired Specialist

__________________________________

· Autism Specialist



__________________________________

· Secretarial & Office Staff


__________________________________

· Counselor(s)




__________________________________

· Special Education Teammates

__________________________________

· Grade/Subject Level Teammates

__________________________________

· Tech Mentors


 

__________________________________

· At-risk Student Personnel


__________________________________

· Team Leader




__________________________________

· Department Chairperson


__________________________________

· Campus Monitor (HS)



__________________________________

· Language Arts Facilitator (K-6)

__________________________________

· Association Representative


__________________________________

· Paraprofessional Staff



__________________________________

· Director of Special Education 


__________________________________

· Sp. Ed. Transition Coordinator


__________________________________

· Sp. Education Instructional Strategists
__________________________________

· Pro. Mentoring Program Coordinator

__________________________________

· Media Specialists



__________________________________
Things To Do:

· Find room(s) and tour building


· Prepare a letter to families 

· Collect schedules from teaching teammates


· Mark calendar with key dates

· Develop daily schedule (i.e. IEP due dates; Level 2 training dates)

· Prepare bulletin boards




· Locate curriculum guides

· Locate supplies




· Develop Special Education roster

· Gather texts and materials



· Locate school policy handbook

· Create data collection system (specific IEP goals, progress cards, etc.)



· Develop discipline plan (check school discipline plan)


· Outline classroom procedures


· Review bus procedures

· Review assigned duties and responsibilities for each duty

· Review IEP files



· Prepare lesson plans

· Review student assignment notebook


· Create an organizational system for student data

· Other






· Check with nurse for update/change in prescriptions







Find out about:

· Student handbook




· Substitute finder system


· Lunch routine





· Guidance referrals


· Procedures for leaving school



· School safety plans

· Passes






· Required District Assessments


· Attendance procedures 

· Office procedures (copy machine, in-district mail, e-mail, and print center…)




· Teacher handbook

· Fire and tornado drills

· Requisitioning of supplies/club accounts


· Personal/professional leave

· School hours





· Playground rules

· School calendar




· Procedures for Problem-solving stages

· Students with identified special educational or health needs

· Requisition for buses/field trips


· Master Contract

· Confidential records/cum folders


· Faculty parking procedure


· AV equipment





· Office Interventions/referrals

· Portfolio/folders





· Sub plans


· Comprehensive School Improvement Plan


· School model specific to your building (Expeditionary Learning, Quality Schools, etc.)

· Keystone AEA services and personnel (delivery and pick-up dates; Special Education)



· Dress code





· Report card/grading system

· Student assessment




· Mandatory Reporter of Child Abuse

· School and district policies regarding holidays and inclement weather procedure



· Other
*****CELEBRATE THE START OF A SUCCESSFUL YEAR! *****

OCTOBER

· Review Parent-Teacher conferences/procedures

· Review professional development opportunities
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· Update IEP goal sheets/make copies for parents

· Review end-of-quarter procedures (High School)

NOVEMBER

· Review end-of-trimester procedures (Elementary & Jr. High)

· 
JANUARY

· Review end-of-semester procedures (High School)

· Prepare report cards

· Update IEP goal sheets/make copies for parents

· 
FEBRUARY

· Prepare report cards

· Update IEP goal sheets/make copies for parents

· Review and begin transition sheets (PK, 6-7, 8-9)

MARCH/APRIL

· Prepare for conferences

· Budget/order future supplies

MAY/JUNE

· End-of-Year closing information, e.g. Records, room, inventory, school checklist

· Prepare report cards

· Update IEP goal sheets/make copies for parents

· Send copy of district progress cards to DCSD Special Education Department

· Celebrate!
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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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