
Mentor/Mentee 1st Meeting



All About Me

“Getting to know you” Game

Likes and Dislikes

Summer This and That Questions



Provide new instructors with a 
systematic, structured mentoring process



Goals

1. Be the first point of contact for policies and procedures questions
2. Partner with new instructors to create individualized goals
3. Build mentor/mentee non-evaluative coaching relationships where confidentiality is 

respected and instructors feel safe to discuss challenges and engage in reflective 
problem solving

4. Encourage teacher collaboration and a culture of community to reduce isolation and 
improve instructor job satisfaction, performance, and retention

5. Provide students with effective, high-quality instruction by offering professional 
development and resources to expand teachers’ toolkits

6. Provide professional development for new-to-Literacy KC teachers on adult language 
acquisition and instruction

7. Reach 62% MSG



Professional Responsibilities



Certification

PCW Certification Checklist



Org Chart
Employee Handbook

Security



Who do I contact?

• I need supplies. • Name

• My student’s email isn’t 
working

• Name

• Burlington English isn’t working • Name

• How many PD hours do I have? • Name

• Name• I’m sick!



• I need a tutor! • Name

• My student needs glasses. • Name

• My student is looking for work. • Name

• I have a post test question. • Name

Who do I contact?



Mentor/Mentee
2nd Meeting

Instructional Process



RECORD KEEPING

Lesson Plans

Attendance Sheets 

LEGs (Learner’s Educational Guide)

Timesheets



Student Folders

● Please do NOT allow the following 
information to be stored in these folders
○ Phone Numbers
○ Addresses
○ Usernames and Passwords
○ Worksheets



Goals and Learner’s Educational Guide

● Teacher meets with each student at the beginning of the 
semester to set goals (DESE) and mid and end of semester 
goals (Literacy KC) to measure progress.

● Hard copy of LEG in student folder
○ Designed to direct instruction and monitor student progress
○ Identifies standard addressed in lesson plan for each class
○ Updated every class session
○ Documents student attendance (must match attendance 

workbook)



TABE ASSESSMENT & TESTING PROCESS

TABE CLAS-E Assessment

TABE CLAS-E  ESL Standards

Testing Process



Program Manuals

TABE Teacher’s Resource Guide

TABE Clas E Survival Guide 2.0



INSTRUCTIONAL MATERIALS

Literacy KC Curriculum

ELL Curriculum Resources Guide



Supplemental (manipulatives)

ESL Library (Ellii) All Things Grammar

Wordwall All Things Topics

Games 4 ESL All Things Listening

Rong Chong ESL Phonics

Dave’s ESL Cafe English No Problem

ESL Civics English for Everyone

Teach-This 5 Minute English

K12 Reader Randall’s ESL Cyber Listening Lab

Stickyball Liveworksheets



Technology Questions?



MENTOR/MENTEE 
3RD MEETING 

Instructional Process & 
Classroom Management



MAINTAIN A WELCOMING ENVIRONMENT (Set-up of Room)

● Stay clean and organized.
● Add personal touches. 
● Visually celebrate diversity. 
● Keep the temperature comfortable.
● Have a welcome sign.

● Use humor.
● Clap for each other, give thumbs up, 

cheer each other on, use emojis 
(online).

● Have resources available.
● Create a resource wall.

“Desks that are arranged in small groups or 
as one large group send the message that 

‘we are all in this together’” (Sprenger 7).

Use posters that are colorful, yet have 
enough ‘white space’ so you don’t 

overstimulate your students” 
(Sprenger 7).



BUILD RELATIONSHIPS WITH STUDENTS
(Positive Atmosphere)

● Call students before they start class to welcome them to your classroom.
● Greet students by name when they enter the classroom.
● Meet with all students one-on-one when they first join the class to review 

goals, BE, Google Classroom, test results, Gmail, etc.
● Write down or add notes in Google Keep to remember important things 

about them.
● Ask students about their weekend plans or what they did over the 

weekend. Have them share pictures of their weekend activities or special 
events.

● Figure out the best way to connect with each student (phone call, text, or 
email).

● Send get well or miss you cards.
● Send birthday Cards/Special Occasions - E-cards 

(www.greetingsisland.com)
● Check-in regularly with students.



VOLUNTEER TUTORS

● Target Instruction (Individual Tutoring)
● Reading Practice
● Speaking Practice
● Small Group Activities (Multi-level Classes)
● Lifeskills (Filling out forms, job applications, etc.)



INSTRUCTIONAL PROCESS

Lesson Plans

● Awareness of students’ educational needs.  (Goals, test scores, etc.)
● Learning styles.



INTERPERSONAL RESPONSIBILITIES

Collaboration with Colleagues

● Collaboration Days
● Staff Meetings
● Instructional Days
● Mentor/Mentee Meetings
● PD

Time Management

● Lesson Plans ~ Complete the prior week.
● LEG’S ~ Complete after each class.
● Attendance ~ Complete after each class.
● Goal Sheets ~ Complete the first day of class.
● Review Folder/Tests ~ Complete the first day of class.




