Outline of Program

1. Announce Program (at Department Meeting or via email)
2. Volunteer Mentors and Mentees fill out Volunteer Form

3. Dean or Coordinator matches mentors with mentees according to class schedule, subject of interest and personalities.

4. Dean or Coordinator informs mentees and mentors of their matches.  Also, gives each a copy of  the other’s class schedule and availability.

5. Mentors make the first contact with their mentee.

· Welcomes

· Set a deadline for the mentee to send mentor the observation/needs assessment document that the mentee has filled out.

· Set a time for the first meeting to take place after the agreed upon deadline with some time added in so that the mentor can go over the observation/needs assessment document.

6. Mentee fills out classroom observation/needs assessment form and after being contacted by the mentor, sends a copy to the mentor.

7. During the First Meeting:

· Discuss observation/needs assessment document.

· Agree on a Plan of Action/set goals and make a copy and send to mentee

· Set date for first classroom observation and date for 2nd mentor – mentee meeting.

· Clarify expectations on both sides.

· Mentor to ask if they can comment on things outside of the mentee stated goals.

· Sign Contract

8. Mentor Observes the mentee in the classroom

· Fill out observation form

· Keeping in mind your agreed upon goals, take notes on the mentee's instruction.

9. During Second meeting

· Discuss strengths, areas for improvement.

· Discuss and form specific actions, solutions or strategies.  - form

· Mentor to send a copy to mentee

· Discuss what to look for in mentor's class.  

· Mentor to send a copy to mentee

· Arrange a time for the mentee to visit your class.

· Set a time for the mentee to visit the mentor's class and a time to meet for the third time to discuss the observation

10. Mentee Observes Mentor's class

· Keeping in mind what to look for in Mentor's classroom, the Mentee takes notes, questions and bring with you to third meeting..

11. During Third meeting

· Discuss similarities and differences in instruction styles.

· Discuss specific actions, solutions and strategies  - form

· Mentor to send a copy to mentee

· Set date for the mentor to observe the mentee's class for the 2nd time and set a date for last mentor – mentee meeting.

12. Mentor observes Mentee's class

· The mentor will observe the class, noting improvements and areas that still need improvement.

13. Meet to discuss the last Classroom Observation.

· Discuss improvements and areas that still need improvement.

· Form an action plan to improve in these areas.

· Mentor to send copy to mentee

14. Program Feed back

· Each will fill out an evaluation of the program.

15. Both parties should have documentation of all meetings for each to submit for "credit".

