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Introduction

A key objective of the San Antonio Independent School District (SAISD) Office for Professional Learning is to provide all first-year and second-year teachers new to the profession trained, experienced mentor teachers to assist them as they begin their teaching careers.  The purpose of the New Teacher Support System (NTSS) is to provide one-to-one mentor/teacher pairings to promote new teachers’ professional growth in curricula and classroom management, and to retain talented individuals who serve all SAISD students at the highest level. 

Presently, our district employs over 3,600 teachers to serve a population of approximately 54,000 students on 94 campuses.  The district hired approximately 237 new teachers this school year.  Of this number, 62% are first-year and second-year new teachers who have zero to less than two years experience in the teaching profession.    
Without mentor support, it is estimated that over 32% of Texas new teachers hired will leave the profession within five (5) years.*  We have found a strong mentoring program that combines campus-based and district-level support to be the most effective method by which SAISD can reduce attrition and enhance student achievement by providing to them dedicated, experienced teachers.

The following information outlines the NTSS program in detail.  This program is a comprehensive program that addresses all levels of campus mentorship of new teachers.  The principal is the steward of the program; the New Teacher Mentor Coordinator is the focal point for the pairing of new teachers with mentors as well as the on-going monitoring of these relationships; and Mentors provide sustained, one-on-one support to new teachers.  

Please let this information serve as a handbook as your campus addresses the best methods by which your new teachers will develop to become successful, long-term contributors to both their and our students’ success!
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*The Cost of Underpaying Texas Teachers. March 2006.  Special Report, Texas Comptroller of Public Accounts.
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NTSS Program Definitions
	New Teacher

     1st-Year (Beginning Teacher)
     2n d-Year (Novice Teacher)

	A teacher with less than two years teaching experience in the profession.  Please note— Teachers with over two years teaching experience, but are new to SAISD, are not considered “New Teachers” and are not addressed by the NTSS program  
· A teacher with less than one year teaching experience in the profession

· A teacher with more than one, but less than two years teaching experience in the profession



	New Teacher Mentor Coordinator
	An trained, experienced educational professional on a campus who provides support to 1st- and 2nd- year teachers and serves as the campus point of contact to the Office for Professional Learning



	Mentor
	A trained, experienced teacher with a minimum of three years experience who provides help and support in classroom management and content knowledge with which a new teacher will grow professionally


	Principal
	The campus leader responsible for oversight and administrative support of the NTSS program
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For Principals

For a mentoring program to be successful, it must have sustained support from campus leadership.  A principal’s strong belief in the professional development of their new teachers often provides the lynchpin that reduces attrition and provides the motivation for new teachers to succeed.  Without the principal’s oversight and guidance, a new teacher induction program is left without experienced stewardship that sets expectations and provides resources necessary to produce effective, contributing educational professionals.


The Principal Checklist found in Administrative Procedure Form D34-A outlines the principal’s role as campus supervisor of the NTSS program.  Please familiarize yourself with this document and review it throughout the year.                   
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	SAN ANTONIO INDEPENDENT SCHOOL DISTRICT




	PRINCIPAL CHECKLIST

NEW TEACHER SUPPORT SYSTEM (NTSS)


	TASK
	COMPLETED

(Initials/Date)

	1. Review the New Teacher Support System (NTSS) one week prior to the return of teachers for the start of the school year.
	

	2. If any first-year or second-year teachers are assigned to your school at any time during the year, see that all tasks listed below are completed.
	

	3. Designate a New Teacher Mentor Coordinator and review his/her duties as provided in the NTSS program description one week prior to the return of teachers for the start of the school year..
	

	4. Work with the New Teacher Mentor Coordinator to ensure that every first-year and second-year teacher has a mentor.
	

	5. Meet with the mentors and first-year and second-year teachers at least three times during the year .  Meeting should occur:

a. within the first three weeks of the 1st semester

b. at the beginning of the 2nd semester

c. no later than the last week of March
	

	6. During the last week of March, review and sign the Mentor Coordinator and Mentor checklists.
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NEW TEACHER MENTOR COORDINATOR

The role of the New Teacher Mentor Coordinator is to act as the catalyst for establishing new teacher/mentor pairings, updating staffing changes, and reporting the campus-wide activities of the NTSS program.

 This section provides a brief Synopsis of the position, a New Teacher Mentor Coordinator Checklist outlining the responsibilities of this position (Administrative Procedure Form 34-B), delineation of Categories of New Teachers, and the Teacher/Mentor Identification Form.

Synopsis
	DEFINITION OF 

NEW TEACHER MENTOR COORDINATOR
	A single point of contact on a campus who provides support to and is responsible, along with the principal, for the assignment of mentors to 1st- and 2nd-year teachers 

	QUALIFICATIONS
	Must be—

· Principal, Assistant Principal or CIC

· Willing to support new teachers and their mentors

· Able to make appropriate pairings of new teachers and mentors that address content area/grade level taught, compatibility, common planning periods, physical proximity, and needs of students 

· Proficient in effective maintenance and reporting of information via email to the Office for Professional Learning
· Able to communicate information about the campus program effectively to the Office for Professional Learning 

	DUTIES
	· Match 1st- and 2nd-year new teachers with appropriate mentors

· Report new teacher/mentor pair information on the New Teacher/Mentor Identification Form and submit to the Office for Professional Learning
· Update and Report additions to or changes in new teacher/mentor pair information via the New Teacher/Mentor Identification Form to the Office for Professional Learning in an on-going and  timely manner 
This form is available on the Office for Professional Learning web page listed under "Departments" on the SAISD web site at:

www.saisd.net 
· Serve as campus point of contact in communication with the Office for Professional Learning
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	SAN ANTONIO INDEPENDENT SCHOOL DISTRICT




	MENTOR COORDINATOR CHECKLIST

NEW TEACHER SUPPORT SYSTEM (NTSS)

	Mentor Coordinator's Name



School

	TASK
	COMPLETED

(Initials/Date)

	1. Work with the principal to recruit enough mentor teachers for every first-year and second-year teacher new to the profession not less than one week prior to teachers' first report date for the school year.
	

	2. Once all first-year and second-year teachers have been matched with mentors, assist the principal in completing the New Teacher/Mentor Identification Form and email to erojas@saisd.net, Office for Professional Learning/Org #856.
	

	3. Attend one session of required Mentor Training entitled, Intentional Mentoring.
	

	4. Insure all new mentors and those teachers who have not mentored in the last three (3) years attend the required Mentor Training entitled, Intentional Mentoring.
	

	5. Provide a location for all mentors and beginning teachers to conduct monthly meetings/support sessions at your school.
	

	6. Provide an ongoing update of first-year and second-year teachers who join the campus after the start of the school year by submitting the New Teacher/Mentor Identification Update Form via email to erojas@saisd.net,   Office for Professional Learning/Org. #856 as soon as they arrive on campus.
	

	7. Keep the following records:

· Copy of the Program Description signed by each mentor

· A record of the dates new mentors have attended the Intentional Mentor training

· A record of the dates when the mentor and beginning teacher have met 

· A record of the dates when the principal, mentor and beginning teacher have met

· A record of the monthly meetings/support sessions attended at the school (include dates, times and topics)

· A signed copy of the New Teacher Mentor Coordinator's Task form
	

	8. Complete the program evaluation form (to be provided) at the end of the school year.
	


Principal's Signature




Date
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Categories of New Teachers
	TOPIC
	FIrst-Year Teacher
	Second-year Teacher
	New to the District

	DEFINITION OF

NEW TEACHER
	No experience in the profession
	Second year in the profession
	Has over two years prior experience in private or public school

	MENTOR ASSIGNMENT
	Must have a mentor who is compensated
	Must have a mentor who is compensated
	No Mentor.  Should have an uncompensated “buddy” to assist in learning district & school policies and procedures

	NEW TEACHER TRAINING
	Optional, but highly encouraged
	Optional, but highly encouraged
	N/A

	VOUCHERS
	$100 for classroom supplies
	$50 for classroom supplies
	Not Available
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	SAISD Office for Professional Learning

	New Teacher/Mentor Identification Form

	School Year 2007- 2008

	Please Return By Email to Elizabeth Rojas at erojas@saisd.net 

	

	Date:                                                    

	Campus:                                                                         

	 

	New Teacher Name
	New Teacher                            E-Mail
	1st-Year?          Mark "Yes" if Applicable
	2nd-Year? Mark "Yes" if Applicable
	Alternative Certification?  If "Yes", List Program

	Mentor Name
	Mentor E-Mail

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


MENTOR


The New Teacher Mentor is the heart of the NTSS program.  Mentors provide the direct contact and on-going support to the 1st-year and 2nd-year teacher.  These veteran teachers address issues vital to new teacher success.

This section provides a brief Synopsis of the Mentoring position, the Mentor Checklist (Administrative Procedure Form 34-C), and the Mentor Observation Framework. 
Synopsis

	TOPIC
	FOR First-year Teacher
	FOR Second-year Teacher

	DEFINITION OF MENTORING


	A sustained relationship between a novice teacher and an experienced teacher that serves to provide help, support, and information with which the novice teacher can grow professionally.


	A sustained relationship between a novice teacher and an experienced teacher that serves to provide help, support, and information with which the novice teacher can grow professionally.

	QUALIFICATIONS FOR MENTORING
	Must have—

· Minimum of 3 years teaching experience

· Ability to model reflective practices

· Desire to support new teachers

· Ability to serve in a coaching capacity and not a guidance one

· Good organizational skills in classroom and time management, lesson planning 


	Must have—

· Minimum of 3 years teaching experience

· Ability to model reflective practices

· Desire to support new teachers

· Ability to serve in a coaching capacity and not a guidance one

· Good organizational skills in classroom and time management, lesson planning

	STIPENDS
	· $250 per year per fully certified new teacher

· Mentors of Alternative Certification Program new teachers are paid according to the procedures of the new teacher’s certifying program

	· $125 per year per fully certified new teacher

· Mentors of Alternative Certification Program new teachers are paid according to the procedures of the new teacher’s certifying program

	TRAINING
	Expected to attend ½-day Intentional Mentoring training if never mentored a new teacher or have not mentored in the last three (3) years (See the Professional Learning Calendar for training dates)

	Expected to attend ½-day Intentional Mentoring training if never mentored a new teacher or have not mentored in the last three (3) years (See the Professional Learning Calendar for training dates)



	STIPULATION
	· Each Mentor may provide assistance to a maximum of two (2) new teachers during the same period of time
	· Each Mentor may provide assistance to a maximum of two (2) new teachers during the same period of time 
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	MENTOR CHECKLIST

NEW TEACHER SUPPORT SYSTEM (NTSS)

	*All Fields Must Be Completed, this Form Signed and Dated by the Mentor, Mentor Coordinator and Principal to Receive Mentor Stipend

*Mentor's Name (As it Appears on Payroll Receipt):   ________________________________  

*Mentor's 9-Digit Employee ID# (SSNs cannot be accepted):  __________________________ 

*Mentor's E-Mail Address: ____________________________________

*Mentee's Name_____________________________*School: _________________________

	TASK
	*COMPLETED

(Mentor Initials)

	1. New mentors and teachers who have not mentored in three (3) years are required to register for and attend mentor training entitled, Intentional Mentoring. 

     Date of Training and  ePATH Course Number:


	

	2. Meet with the new teacher during the first week of school to identify needs and establish a plan for the year.

     Date of First Meeting:


	

	3. Meet with the new teacher on a regular basis (weekly in the first semester and monthly in the second semester through April 14, 2008) to provide information and advice, share resources and provide specific assistance when requested.


	

	4. Observe the new teacher working with students and provide constructive feedback on performance a minimum of once per nine (9) weeks.

     Dates of Observations:


	

	5. Model teach for the new teacher a minimum of once per nine (9) weeks.

     Dates:


	

	6. Meet together with the principal and new teacher a minimum of three times per year:  once to set yearly goals, once to review the progress toward those goals, and once to assess annual progress by April 14, 2008.

    Dates of Meetings:


	

	7. Attend monthly meetings scheduled by the New Teacher Mentor Coordinator.

    Dates of Attendance:


	


_______________________________________   







*Mentor's Signature




*Date

*Mentor Coordinator's Signature 


*Date

*Principal's Signature



*Date

To Assure Prompt Payment of Mentor Stipend, Please Pony This Form to the

Office for Professional Learning, #856 No Later Than April 21, 2007
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MENTOR OBSERVATION FRAMEWORK*

This information is intended to provide mentors with topics for assistance to and observations of new teachers.  It addresses the activities of the teacher professional both inside and outside of the classroom.  These points should be considered as mentors plan their mentoring work with new teachers.
	PLANNING & PROFESSIONALISM
	ENVIRONMENT, INSTRUCTION & COMMUNICATION

	

	· Demonstrating Knowledge of Content & Pedagogy
	· Creating and Environment of Rapport & Respect

	· Demonstrating Knowledge of Students
	· Establishing a Culture for Learning 

	· Selecting Key Knowledge and Skills
	· Managing Classroom Procedures

	· Demonstrating Knowledge of Materials, Resources, & Technology
	· Managing Student Behavior

	· Designing Activities that Promote Student Learning
	· Organizing  Physical Space

	· Planning to Assess Student Learning
	· Communicating Clearly and Accurately

	· Reflecting on Teaching
	· Using Questioning and Discussion Techniques

	· Maintaining Accurate Records
	· Engaging Students in Learning

	· Communicating with Families/Caregivers
	· Assessing Student Learning

	· Contributing to the School
	· Demonstrating Flexibility & Responsiveness

	· Growing & Developing Professionally

	· Serving as an Advocate for Students


*Texas Beginning Educator Support System TxBESS Framework, Performance Standards and 

       Developmental Continuum, January 2005.
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CONCLUSION



Each year we welcome new teachers who chose our profession in order to make a difference in the lives of students.  They come to us with a love of learning and the desire to provide the best educational guidance they can offer.  As they enter our doors they have many questions that deserve the best answers our experiences can give.  Our office thanks you for support of these newest colleagues and offers our assistance to you as you undertake this important task.  Please contact us with your questions and comments. 
Contact:
New Teacher Questions?

Elizabeth Rojas, Teacher Specialist

Office for Professional Learning

1811 S. Laredo Street 78207
210-227-4340/erojas@saisd.net 
((
Mentor Questions?
Deirdre E. Dwyer, Teacher Specialist

Office for Professional Learning

1811 S. Laredo Street 78207
210-227-4340/ddwyer@saisd.net 
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(EXAMPLE ONLY(





This form is available at:





http://www.saisd.net/ADMIN/NewTech/Pro_Learning/index.shtm





Please return by email to:  erojas@saisd.net
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