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DIANA M. BOURISAW, Ph.D. 
   Superintendent 
LAURA S. BROCK, Ph.D. 
     Executive Director of Professional Development 
 
2007-2008 School Year 
 
 
Welcome to St. Louis Public Schools!  You have accepted your role as a teacher with all the 
excitement and challenges of creating effective learning environments for all our students.  We 
are honored to have you working with us on the SLPS team!  Mentors are also welcomed with 
“open arms” to this crucial role of assisting the beginning teacher. 
 
The information contained in this handbook is designed to provide the Mentor and Mentee with 
tools, structures, and ideas for working together effectively. 
 
Mentors have the responsibility to guide, lead, and listen to their teacher “mentees.”  Beginning 
teachers have the responsibility to communicate effectively so that needs and desires can be 
addressed by the mentor. 
 
Thank you for embarking on this journey together.  I hope that as you build your relationship 
together, you will also build your skills to meet the needs of every student.  You have a direct 
and immediate impact on the children of SLPS!  Thank you for giving your “best” to the children 
each and every day. 
 
Sincerely, 
 
 
Laura S. Brock, Ph.D. 
Executive Director, Professional Development 
 
 
 
 
 
 
 
 
 
 

801 N. 11th Street St. Louis, Missouri  63101 Phone (314) 345-2203   Fax: (314) 345-2659 
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I. Mentor  
 

Purpose:  To provide support for the teacher new to the profession. 
 
A. Qualifications 
 

1. Knowledgeable 
a. Subject area 
b. School system 
c. Pedagogy 
 

2. Three years experience in St. Louis Public Schools (preferred) 
 
3. Same grade level, subject and/or building (when possible) 

 
4. Attends training and collaborative meetings 

 
5. Personal Characteristics: 

a. Cooperative 
b. Able to listen 
c. “Stable” 
d. Flexible 
e. Enthusiastic 
f. Committed 
g. Sense of humor 
h. Positive 
 

6. Selected/appointed by Building Administrator 
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B. Responsibilities: 
 

1. Establish a regular time to meet with the new teacher (total of 30 hours 
throughout the year) 

 
2. Assist in developing SLPS Individual Professional Development Plan, 

including determining professional goals 
 
3. Maintain a detailed log of each meeting (log sheet provided or on SLPS 

website) 
 
4. Assist in acclimating new teacher to the district and building 
 
5. Serve as a resource for curriculum needs 
 
6. Assist in arranging for an opportunity for the new teacher to observe 

another classroom(s). 
 
7. Informally observe the new teacher 

 
8. Provide feedback to the new teacher 
 
9. Be an example! 

 
C. Compensation: 
 

1. $150 per semester (for completing required tasks; total of $300; 
Mentors/Coaches paid through other university programs are not eligible 
for this compensation, though voluntary participation is welcomed). 

 
2. The professional reward of offering support to a new teacher! 

 
II. Principal 
 

A. Responsibilities 
 

1. Select mentor based on qualifications 
2. Monitor and support the mentor/new teacher relationship 
3. Serve as a resource for the mentor and new teacher 
4. Assists on team to develop and implement the new teacher SLPS 

Personal Professional Development Plan 
5. Approve SLPS Personal Professional Development Plan which details 

resources needed for implementation 
6. Sign and collect mentor log sheets by May 15th 2008. 
7. Sign and collect PD Contact Hour Logs by May 15th 2008. 
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III. PDC 
 

A. Responsibilities 
1. Provides a budget for the mentor program 
2. Evaluates the new teacher induction and mentor programs 

 
IV. University Person 
 

A. Responsibilities 
 

The degree-granting institution (if a Missouri school) must provide a higher education 
faculty member to support its teacher graduate.  The level of involvement of the 
higher education person is to be determined by the higher education institution. 
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DESE REQUIREMENTS FOR NEW TEACHERS 
 
BEGINNING TEACHER ASSISTANCE PROGRAM (BTAP) 
 
The Department of Elementary and Secondary Education (DESE) requires each new 
teacher classified as a Professional Certificate (IPC -- PC-I) to complete a beginning 
teacher assistance program.  The program is offered by a Missouri college or university 
on topics of importance for beginning teachers. 
 
MENTOR PROGRAM - Beginning 1st and 2nd Year Teachers 
 
The Department of Elementary and Secondary Education (DESE) requires all new 
teachers to participate in a two year mentoring program approved and provided by the 
district.  Mentor requirements are: 
 
• every  mentor will attend an orientation workshop at the start of every school year 
• a mentor must have at least 3 years of teaching experience 
• a mentor must be an exemplary teacher who demonstrates effective teaching 
 practices 
• it is preferred that the mentor teaches the same grade/subject as the mentee and 
 in the same school 
• mentors should be assigned to the new teachers the very first day of school 
• mentors must observe and be observed by the mentees 
• mentors must be given time in their schedule for collaboration with mentee other 
 than planning period or after school 
• a  mentee  will  do a self-analysis to determine their needs from a mentor   
• a mentee will upon completion of the mentoring program complete a post 
 analysis to determine his strengths and weaknesses  
• mentees would be a part of a cohort  group that meets regularly with a facilitator 
 for the purpose of sharing successes and challenges 
• a professional video library may be established in the central location comprised 
 of video tapes of lessons taught by master teachers (i.e. individuals who have 
 been recognized as National Board certified or STARR teachers) 
 
Required Procedures: 
 
Principals assign a mentor and complete a Data Sheet for new, beginning 1st and 2nd 
year teachers (2nd year, if no mentor has been assigned previously) 
 
Mentors assist mentees in completing the Mentor Log of activities 
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CONTACT HOURS 
 
DESE requires all first year teachers earn thirty (30) contact hours of professional 
development within a four year period.  School staff meetings cannot be counted as 
contact hours.  New teachers keep Professional Development Contact Hour Certificates 
as evidence of their attendance and completion of Professional Development Activities 
and contact hours.  The St. Louis Public Schools District provides a form for new 
teachers to record contact hours. 
 
All completed Professional Development Contact Hour Logs are to be submitted to 
SLPS Professional Development forty-five (45) days prior to a new teacher’s upgrade.  
PD Contact Hour Certificates and/or college transcripts must be kept on file for 
inspection upon request with the new teacher’s building principal.  The new teacher 
must also keep a file of these documents for his or her records.  It is the new teacher’s 
responsibility to submit all documentation to SLPS Professional Development in a timely 
fashion. 
 
Contact Hour information (for “non-exempt” staff who must report hours) is gathered 
district wide from school locations and reported annually to DESE by SLPS Professional 
Development  through the online “Educator’s Professional Development Reporting Site” 
under Teacher Quality and Urban Education. 
 
Although teachers with Career CPC certification are currently exempt from the reporting 
of contact hours by DESE regulation, it is the belief that all staff in the St. Louis Public 
School system should be engaged in high-quality professional development, modeling 
for students that adults too, regardless of station or status, are “Life-long Learners.” 
 
PERSONAL PROFESSIONAL DEVELOPMENT PLANS 
 
St. Louis Public Schools District requires all staff to develop, maintain, implement and 
complete annual personal professional development plans.  The District requires all 
certificated staff to annually complete a minimum number of contact hours.  The staff 
member, in consultation with colleagues and the principal/supervisor, develops the plan 
around one or more goal areas (instruction, classroom management, interpersonal 
skills, and personal responsibilities) aligned to School Improvement Plan (SIP) or Unit 
goals and individual staff needs and skills.  New teachers involved in the new teacher-
mentoring program are required to have a plan for each of the four goal areas. 
 
The plan goals, aligned to SIP goals, must focus on improving student academic 
achievement in a recognized Missouri Assessment Program (MAP) process or 
content standard area. 
  
Personal professional development plans, Mentor Activity Logs, and Contact Hour Logs 
are to be maintained on site and ready for review upon request.  All staff should keep 
copies of their materials for their personal record.  Currently, teachers are required to 
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forward their materials to the Professional Development Division 45 days prior to 
certification upgrade. 
 
District professional development is based on the “Standards for Professional 
Development” of the National Staff Development Council.  The NSDC standards used to 
plan district professional development activities are: 
 

• job embedded 
• data driven 
• results oriented 
• collegial 
• sustained over time 
• goal focused 
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1. Nationwide 25% of new teachers leave the profession during the first three years. 
 
2. The conditions under which new teachers complete the first year of teaching are fairly 

predictive of success in their teaching career and of their retention in the profession. 
 
3. New teachers are more influenced by their new school setting than by their recent 

educational training. 
 

4. Administrators and teacher colleagues have control over many of the issues that contribute to 
the working conditions of the new teachers. 

 
5. Attrition rate among the most academically qualified teachers is attributed to working 

conditions within the school: 
 

 Larger classes 
 More difficult students 
 Floating room assignments 
 Too many preparations 
 Preparations not in area of training 
 Additional non-teaching duties 

 
6. Conditions contributing to attrition in addition to the demands of teaching include:  

unrealistic/unmet expectations, isolation, and organizational “sink or swim” philosophy.  
Specific teaching concerns are: 

 
  Classroom management and discipline 
  Student motivations 
  Managing instructional tasks (organizing work, individualizing assessments and 

assignments, planning, instruction, and locating materials and resources) 
  Managing non-instructional demands of the position (establishing relationships 

with students, parents and colleagues:  managing extracurricular assignments; 
enlisting assistance of other staff members.) 

  Adjustment to the physical demand of teaching 
  Sacrificing leisure time 

 
7. Lack of supervision can contribute to the problems of the beginning teacher.  Unaided new 

teachers make and repeat costly errors. 
 
8. New teachers do not want to appear incompetent or meddlesome by asking questions. 
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  Rank  
 Order Problem 

 
1  Classroom discipline 
2  Motivating students 
3  Dealing with individual differences 
4  Assessing student work 
5  Relations with parents 
6  Organization of class work 
7  Insufficient materials and supplies 
8  Dealing with problems of individual students 
9  Heavy teaching load/insufficient prep time 
10  Relations with colleagues 
11  Planning of lessons and school days 
12  Effective use of different teaching methods 
13  Awareness of school policies and rules 
14  Determining learning level of students 
15  Knowledge of subject matter 
16  Burden of clerical work 
17  Relations with principals/administrators 
18  Inadequate school equipment 
19  Dealing with slow learners 
20  Dealing with students of different cultures and  
  deprived backgrounds 
21   Effective use of textbooks and curricular guides 
22   Lack of spare time 
23   Inadequate guidance and support 
24   Large class size 
 

Source:  Veenman, Simon, “Perceived Problems of Beginning Teachers,” 
Review of Educational Research, Summer, 1984. 



 23

ips for Providing Assistance 
   

Mentors can directly assist their protégés by: 
 

 
 Making time available on a regular basis to address the protégés concerns and progress, and to ensure interaction. 

 
 Helping the protégé organize and manage materials. 

 
 Helping the protégé develop and maintain a recordkeeping system. 

 
 Responding to specific requests by the protégé. 

 
 Informing the protégé about workshops and other activities and opportunities for professional involvement. 

 
 Helping the protégé to understand the written and unwritten rules and norms in the school and community. 

 
 Observing the protégé and providing feedback to facilitate professional growth. 

 
 Helping the protégé develop a classroom management system. 

 
 Helping the protégé develop a discipline plan. 

 
 Assisting in the protégé’s socialization to the school environment. 

 
 Modeling and/or suggesting technique for conferencing with parents. 

 
 Acting as a confidant for the protégé to express personal/professional concerns. 

 
 Helping the protégé assess his/her skills.  Including skills that he/she already possesses. 

 
 Modeling skillful teaching strategies. 

 
 Helping the protégé diagnose students’ learning styles and modify teaching strategies to meet all students’ 

learning styles and modify teaching strategies to meet all students’ needs. 
 

 Bringing new methods, materials and resources to the attention of the protégé and providing assistance in their 
implementation. 

 
 Conferring with the protégé regarding effective ways of meeting student learning objectives and district 

instructional goals. 
 

 Providing examples of unit plans and course syllabi. 
 

 Giving feedback on the protégé’s efforts to try his/her own ideas, teaching style, and classroom management plan. 
 

 Identifying resource people, e.g., the principal and staff development specialists (if available) in the district, along 
with those in district and regional support agencies. 

 



 24

TIPS  for Mentors  
 

I.  Introduce yourself! 
 

A. Call or visit your new teacher as soon as you are appointed a mentor. 
B. Arrange a meeting prior to the first day of new-teacher orientation. 
C. Outline briefly your role as a mentor. 
D. Do not overwhelm him/her with “all he/she needs to know” in the first hour.  Reassure 

him/her that you are available during the orientation week and during the year. 
 

II.  Suggestions for the first mentor-new teacher meeting at school: 
 

A. Go over the new teacher’s class list to help him/her get to know her students before 
school begins. 

B. Set up routine meeting times. 
C. Give him/her a calendar of important school events. 
D. Organize a question/answer notebook to be used when you meet. 
E. Help the new teacher prepare a folder for substitutes.  Explain the procedure to be 

followed if the teacher must be absent from school. 
F. Arrange for someone to answer emergency questions in case you are not available. 

 
III.  Other Ideas to try: 
 

A. Plan a special welcome:  send a balloon, make some fudge, bake cookies, or write an 
encouraging note for the first day of school.  It will be a tough day for a new person. 

B. Explore mutual interests in professional organizations and offer to attend meetings 
together. 

C. Obtain a current copy of the school’s yearbook for the new teacher.  Match staff photos 
with names and room/job assignments. 

D. Help the new teacher ready his/her room for the opening of school. 
 

IV.  Throughout the year: 
 

A. Update the school calendar regularly.  Each school event is the new teacher’s first 
experience. 

B. Help the new teacher prepare for Open House and parent conferences. 
C. Keep the new teacher abreast of course offerings, either credit or for enrichment at local 

colleges and universities, as well as within the district. 
D. New teachers to the St. Louis area appreciate help with finding cultural and recreational 

activities and events. 
E. Continue to meet regularly with your new teacher. 
F. Listen!  The teacher may just need to vent feelings sometimes. 
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V.  Consider discussing the idiosyncrasies of the building: 
 

A. Discuss the special rules for your building (whether you may leave during the school 
day, whether or not to apply tape to the walls, etc.) 

B. Provide the list of PTO Officers (if applicable). 
C. Explain parking regulations and consequences for failure to comply. 
D. Detail the time schedules for the building (time the building is open and locked, or who 

can open it in an emergency, ways to handle doctor’s appointments, days of leave, or 
conference attendance procedures). 

E. Explain the procedures for copying materials, securing audio-visual equipment, 
morning announcements, etc. 

F. Describe the lounge rules for faculty activities (coffee funds, flower funds, Friday 
treats, etc.) 

G. Explain the procedures for scheduling events on the building’s or district master 
schedules. 

H. Detail budget procedures.  How does one acquire supplemental supplies in an 
emergency?  Who pays for supplies and equipment? 

 
Personnel  
(from Who’s Who in Your School? By Sally A. Hudson in the INSTRUCTOR MAGAZINE.  
 September, 1986.  pp. 23-24 summarized) 

 
 Help new teachers answer the following questions related to personnel: 
 

A. Custodians 
 

1. What are their names? 
2. Which one will work on your hallway, in your classroom? 
3. Where are they headquartered? 
4. How can a teacher secure their help?  For special events?  In an emergency? 
5. Are there any special procedures that the custodial staff requires (chairs on the desk 

at the end of the day, window shades pulled, lights out, etc.) 
 

B. School Secretaries 
 

1. What are their names and responsibilities? 
2. What office machines are available for teachers? (copiers, etc.) 
3. How can you obtain the usual office supplies? (chalk, paper, staplers, scissors, etc.) 
4. Is there a teacher’s assistant?  What can we expect him/her to do?  How much lead 

time does he/she require? 
5. What teacher-kept records are required for you? 
6. How is school wide attendance handled? 
7. How can teachers make and receive phone calls during the day? 
8. Who is the school nurse, what are his/her hours and what are the services he/she 

provides? 
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C. School Cafeteria 
 

1. Who are the staff and what are their hours? 
2. What lunches are available for teachers and students and at what prices? 
3. What responsibilities will the teacher have in the cafeteria? 

 
D. Principal 
 

1. How and why might a teacher refer a student to the principal or assistant principal? 
2. When and where are faculty meetings? 
3. What responsibilities will you have outside of your classroom? 
4. What school traditions are there to be aware of (spring fair, sixth grade camp, 

student-run musical, etc.)? 
5. How are assemblies planned and handled? 
6. What roles do principals and other staff members play in evaluating teachers?  

What is expected for the teacher in an evaluation? 
 

E. The Library and/or Media Center 
 

1. Who comprises the library staff and what are their responsibilities? 
2. When may students visit the library?  How do they check out materials?  For how 

long? 
3. Where is the student records kept?  Who has access to these records?  What is the 

procedure to check a student’s record? 
4. What kinds of grading system and report cards are used? 
5. What state and national tests are given to students?  When? 
6. What special services do counselors provide students and teachers? 

 
F. Special Teachers 
 

1. Who are the specialists in the building and district?  (special education, vocal and 
instrumental music, art ESL, physical education, teachers of the gifted, and 
instructional aides). 

2. How are these teachers scheduled, normally and for special events or projects? 
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INFORMAL OBSERVATION PROCESS 
 
 
 
  The               Step Process: 
 
 
 
 
 
Step 1:  Pre-Observation Conference 
 

 What is the lesson?  What led to it and what will follow? 
 What will the students learn? 
 What behaviors/activities do you expect from the students? 
 What strategies/techniques will you use? 
 How will you know the students have learned? 
 What, specifically, do you want me to observe? 
 Are there any unusual circumstances of which I should be aware? 

 
 
 
  
Step 2:  The Observation 
 

 The observer records specific data agreed to in pre-observation conference.  The data will be 
shared and analyzed during the post observation conference. 

 
 
 
 
 
Step 3:  Post Observation Conference 
 

 How did you feel during the lesson? 
 Were the behaviors/activities of the students what you expected? 
 How do you see the attainment of your objective by the students? 
 SHARE THE DATA!!! 
 When you teach this lesson again, will you make any changes? 
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WEB SITES FOR NEW TEACHERS 
 

http://www.slps.org/professional_development/new_page_3.htm 
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“Web Sites for New Teachers” & “Induction and Mentoring Web Sites” from Just ASK Publications, ASK Inc.
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