Intern’s Name            Mentor’s Name      
ORIENTATION CHECKLIST

Intern/Mentor

Please discuss the areas listed below, complete the form, make a copy, and send the original to the TPCP office with your first observation form.

General Policies/Procedures
What is the teacher dress code?

     
What are the procedures for lunch time?

     
What are the policies concerning needing to leave my classroom?

     
What are the procedures for library time?

     
What is the school policy concerning leaving campus for work programs?

     
What is the school procedure for handling discipline problems?

     
What is the procedure for referring a student who seems to have a learning problem?

     
Intern’s Name      
Administration

What are the names and responsibilities of the administrative team?

     
What are the names and responsibilities of the office staff?

     
Textbooks

How do I obtain teacher editions, curriculum guides, and software correlated to the textbooks?

     
What textbooks are available, and how are they obtained?

     
What is the textbook accountability system?

     
Is there a school policy regarding the use of workbooks?

     
Lesson Plans

What is the format, etc. for lesson plans?

     
To whom are lesson plans given and when?

     
Intern’s Name 
     
Grade Book

What suggestions does the mentor have regarding grade books?

     
Does the campus have a computer with grade-book software?

     
Parent/Teacher Communication

How and when do I inform parents regarding their child’s performance?

     
What is my responsibility for conferencing with parents?

     
What are the policies and procedures for using regularly scheduled, written communication with parents?

     
What are the procedures for sending report cards?

     
Community Involvement/Extracurricular Activities
What community groups are involved in the schools?

     
What extracurricular activities are teachers expected to attend? 

     
Intern’s Name 
     
Student Records
Where do I obtain students’ records that will give me a better understanding of my students?

     
Under what conditions are students allowed to leave school during the school day?

     
What is expected of students regarding permits to class, hall passes, tardy permits, etc.?

     
Teacher Attendance Policies
Whom do I call if I must be absent, and how do I notify the school of my return?

     
At what times does my work day begin and end?

     
What are the sign-in procedures?

     
What if I am going to be late or leave early?

     
Getting Ready for the First Day

Where are the technology materials located, and how are they obtained?

     
Intern’s Name      
How do I secure the services of the nurse?

     
What procedures do I follow to refer a student who has special needs?

     
School and Classroom Management Procedures and Policies
What are the guidelines regarding PDAS and whom do I contact about the expectations for the evaluation?

     
What are the expectations for my classroom management?

     
What are the discipline-management policies?

     
How does the Student Handbook address the students’ code of conduct?

     
Does the school send home a Student Handbook and when?

     
What are the homework and testing procedures?

     
Copy to:   
TPCP Program Manager Mary Schmidt, mschmidt@esc19.net


Campus Principal


TPCP Intern Teacher


Mentor


TPCP Observer
