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	Mentor Orientation Workshop
Professional Development 

	

	Administrators can use this professional development tool to structure and plan a series of mentor orientation workshops. 
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Tool #13: Mentor Orientation Workshops
Mentor Orientation Workshops

Mentoring program coordinators can use this tool to develop and present two orientation workshops for mentors. Session 1 (approximately 1 hour) occurs before mentors meet with protégés and covers basic mentoring information.  Session 2 (approximately 2 hours) occurs after mentors meet with protégés for the first time and prepares them for the initial classroom observation and follow-up meeting with protégés. 
Instructions:
This tool is divided into two training outlines that include training objectives, a list of materials needed to conduct the workshops, key points for presenters to make, and suggested activities. 
· Session 1: Preparing Mentors for Their First Meeting with Protégés. This session provides information about the mentoring program goal, provides an overview of mentor and protégé roles and responsibilities, and prepares them for the first meeting with their protégé. Session 1 should take approximately 1 hour.

· Session 2: Preparing Mentors for the Initial Observation and Follow-up Meeting. This session occurs after mentors have met with their protégé for the first time and helps prepare them for their initial classroom observation and second meeting with protégés and provides an overview of record-keeping responsibilities. Session 2 should take approximately 2 hours.

Step 1: 	Review the list of materials before each session. Collect and prepare what is needed to develop and conduct the workshops.
Step 2: 	Review the training objectives and key points to ensure a full understanding of each topic and to develop presentation notes. 
Step 3: 	Make any changes or alterations to the outline to fit specific program needs.
Step 4: 	Schedule and implement the mentor orientation sessions.



Session 1: Preparing Mentors for Their First Meeting with Protégés
Objectives: 
At the end of this one-hour training, mentors will:
· Understand the mentoring program goal(s)
· Understand the mentoring program framework
· Be familiar with the program’s roles and responsibilities for mentors and protégés 
· Understand the process for starting a mentor-protégé relationship
Materials:
· Flipchart and Markers
· Flipchart or handout: mentoring program goal or goals
· Flipchart or handout of the mentoring program model using the features identified in Putting the Mentoring Program Framework Together  tool as a guide
· Flipchart or handout of the process for starting a mentor-protégé relationship:
· Get to know each other by sharing background and experiences
· Set ground rules for meeting
· Ask protégés to share information they filled out during the Gathering Staff Support Activity: Learning About Needs and Interests
· Begin talking about their goals
· Schedule a time for initial classroom observation
· Schedule a time following the classroom observation to set short- and long-term goals 
· Handout: Roles and Responsibilities for Mentors and Protégés

Block 1: Mentoring Program Goal(s) (10 minutes)
Key Points:
· Introduce the mentoring program goal (e.g., everyone on staff will learn how to use formative assessments in the preschool classroom, our goal is to support all teachers to implement and modify the new curriculum).
· Review why the goal was chosen (e.g., we have a new funding stream that requires us to respond to how formative assessment are used, we conducted a survey of staff and found they wanted to change curricula).
Activity:
· Ask mentors to review the goal statement. Ask:
· What are the implications for our work?
· What resources might be needed as a mentor?
· Write ideas on the flipchart.
Block 2: Mentoring Program Framework (15 minutes)
Key Points:
· Explain the basic mentoring program model developed for your program:
· Roles of the mentoring program coordinator (introduce the coordinator if other than presenter).
· Clear roles and responsibilities for mentors and protégés.
· A plan for how mentoring will be delivered.
· Guidelines about how many visits can be made and for how long the mentor-protégé relationship will last.
Activity:
· As a group, review each section of the model:
· Roles and responsibilities for mentors and protégés.
· How mentoring activities are delivered.
· Expectations about the duration of the relationship and scheduling.
· Expectations about program requirements.
· Allow time for questions and answers about the model.
· Discuss any concerns and strategize solutions together.
Block 3: Starting the Mentor-Protégé Relationship (30 minutes)
Key Points:
· Explain the importance of building trust and rapport with a protégé. 
· Emphasize that the initial meeting is to help both mentor and protégé feel comfortable and become familiar with each other and the mentoring process. 
· Explain that the mentoring program has put a process together to help guide the mentor-protégé relationship (refer to the flipchart or handout of the process for starting a mentor-protégé relationship).
Activity:
· Ask mentors to share any experiences they have had either as a mentor or coach or as a protégé. Ask them to discuss what worked and why. Ask how challenges were overcome.
· Review the list written on the flipchart or handout of the process for starting a mentor-protégé relationship. Remind mentors that these are the tasks to accomplish during the initial meeting with their mentor. Ask mentors to make suggestions or share ideas for addressing each part of the process. Use prompting questions or ideas in italics if mentors get stuck. 
· Build rapport and begin developing trust with your protégé by sharing background and experiences. 
· Discussion prompts: talk about why you wanted to be a mentor, discuss your professional journey, talk about your professional goals, talk about your background/family/interests
· Set ground rules.
· Discussion prompts: determine best ways to communicate with protégés (email, text, phone etc.); review and consider roles and responsibilities; determine what you each hope to get out of mentoring; discuss confidentiality (distinguish between mentoring and supervision)
· Share about needs and interests. 
· Discussion prompts: ask mentors how they might use information from the Gathering Staff Support Activity: Learning About Needs and Interests
· Begin talking about protégé goals.
· Discussion prompts: find out what protégés are most interested in, where they feel they could use support
· Schedule a time for the initial classroom observation and follow-up meeting.
Block 4: Wrap Up and Next Steps
Answer questions and ensure that mentors understand the next steps:
· Schedule a time to meet with your protégé.
· Attend Session 2 of the Mentor Orientation.


Session 2: 	Preparing Mentors for the Initial Classroom Observation and Follow-up Meeting
Objectives: 
At the end of this two-hour training, mentors will:
· Understand the purpose of the initial classroom observation and second visit with protégés
· Be familiar with the Initial Observation Protocol
· Be familiar with the Mentor-Protégé Goal and Activity Planner
· Understand record keeping
· Be familiar with record-keeping expectations
Materials:
· Flipchart and Markers
· Highlighters
· Handout: Initial Observation Protocol
· Handout: Mentor-Protégé Goal and Activity Planner
· Handout: Mentor Log
· Flipchart or handout of the process for the initial observation and second meeting:
· Conduct an initial observation to learn more about the protégé’s interactions with children and the learning environment
· Conduct a second meeting as a follow-up to the initial observation to provide feedback, revisit and develop goals, plan activities, and schedule future visits and meetings
Block 1: Debriefing the Initial Mentor-Protégé Meeting (10 minutes)
Key Points: 
· Provide mentors an opportunity to discuss their first meeting with protégés. 
· Ask mentors to raise issues or concerns regarding the mentor-protégé relationship, scheduling, and expectations.

Block 2: Initial Observation (30 minutes)
Key Points:
· Explain that the next step in the mentor-protégé relationship is an initial classroom observation.
· Note that observing teachers in action is an important part of learning about protégé strengths and areas they may need to develop. Classroom observation provides an opportunity to learn more about the protégé’s interactions with children and learning environment.
· Explain that before conducting an observation, it is important to be familiar with the Initial Observation Protocol.
· Hand out the Initial Observation Protocol handout. Note that the protocol is separated into two parts.
· Part 1: Learning Environment (e.g., environmental design, equipment, materials, routines, schedules, and learning formats).
· Part 2: Responsive Interactions (e.g., security, warm concern, and responsiveness).
· Explain that each part lists observable classroom features or teaching skills/behaviors. 
Activity:
· Ask mentors to review competencies listed on the protocol and highlight the areas that are confusing or that they would like more information about. For example:
	5. Plans transition activities for moving from one activity or place to another 
	
	
	


· Write the highlighted competencies on the flipchart and brainstorm what to look for or what questions mentors may need to ask protégés for further understanding. 
· For example, when children are moving from active play centers to circle time. How does the teacher alert the children that it’s time to move? Was there a song? A hand signal? Was there enough lead time? How did the children respond? Was it difficult for them to transition?
· Ask mentors to write examples of notes/priorities for discussion.
· For example, if the teacher clapped her hands suddenly and ordered children to come to the rug and children struggled to settle down. A note might be that the teacher could be interested in alternative transition strategies that ease children from active play to quiet/attentive activities.
· Remind mentors that this is only an initial observation protocol meant to highlight pressing priority areas; and that they may not observe every item listed. 
Block 3: Follow-up Meeting and Collaborative Reflection/Feedback (20 minutes)
Key Points:
· Describe that the purpose of the follow-up meeting is to:
· Review and discuss the observation priorities.
· Refine and complete longer-term goals.
· Plan short-term activities (e.g., lesson planning, skill demonstration, discussion of child development, setting up the learning environment).
· Schedule future visits and meetings.
Activity:
· Ask mentors how they might begin a discussion with protégés about the observation.
· Introduce a process and sequence for providing feedback:
· Allow protégés to reflect on the observation visit first (e.g., what they thought worked well that day, what they found challenging).
· Take time to actively listen; do not interrupt or make judgments.
· After the protégé has shared their initial reflections, use prompting questions to help the protégé reflect deeper (e.g., what did you think when children had a hard time moving over to circle time? You mentioned to me that the children were misbehaving during circle time and that was challenging. What might you do differently next time? Do you typically use the same transition activity or switch them up?).
· Compare the protégé’s reflections to your observation protocol notes; review your observations.
· Based on this collaborative reflection process, priorities should start to emerge.
· Review the feedback sequence again and talk about what makes this process collaborative instead of evaluative.

Block 4: Establishing Goals and Activities (30 minutes)
Key Points:
· Explain that goal setting should be collaborative in nature and that goals often shift, become more specific, or expand into other areas over the course of the relationship. 
· Recommend that mentors/protégés begin with one or two goals that are focused on teaching practices and interactions with children.
· Explain that each goal is developed into an activity plan (use the Mentor/Protégé Goal and Activity Planner handout).
· Review the Mentor/Protégé Goal and Activity Planner.
· Carefully review the types of activities mentors do with protégé’s (e.g., focused observation, reflection and feedback, joint planning, modeling, demonstrating, interpreting child data) and explain that mentoring should include a combination of these activities.
Activity:
· Ask mentors to participate in a role play. If you have more than one mentor, ask them to pair up and play either the mentor or the protégé.
· Use the Mentor/Protégé Goal and Activity Planner to practice a mock session by creating a goal using the transition example. Sample goals:
· To create daily routines and transition activities children respond to.
· To ease children’s transitions from one activity to another.
· To consistently use effective transition activities on a daily basis.
· Next, have the mentors and “protégés” think about the types of activities that would be most helpful in this scenario. For example:
· Share an article or tip sheet about routines and transitions.
· Record different types of transitions.
· Strategize what transition activities the teacher will try.
· Observe the teacher trying the new strategy and provide feedback.
· Video-tape transitions for viewing and reflecting.
· Debrief how the strategy worked and think about how to continue.
· Ask mentors to reflect on the process and share.

Block 5: Record Keeping (20 minutes)
Key Points:
· Explain that record keeping is part of the mentor’s responsibility. Pull out the Mentoring Log handout and review.
· Describe that mentors need to keep notes about mentoring activities and that the notes serve a number of purposes including keeping track, noting schedules, and recording progress made by the protégé. These notes can be used by mentors to celebrate accomplishments and milestones and to reflect on mentoring activities.
· Explain that the mentor’s notes are confidential and kept between the mentor and protégé. However, the mentoring program coordinator may ask the mentor to provide summary information such as number of site visits, types of visits, discussion topics.
Activity:
· Ask mentors to carefully review the Mentoring Log handout.
· Ask mentors to look back at the role-play they just performed and have them fill out the Mentoring Log.
· Brainstorm ideas about how to maintain the log. For example, creating a spreadsheet online, putting several blank copies in a notebook or three-ring binder.
[bookmark: _GoBack]Block 6: Final Thoughts and Wrap-up (10 minutes)
Provide an opportunity for mentors to reflect on the two-hour workshop and the work they have done with their protégé so far. Allow for questions and answers.
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