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Welcome to the Hancock Central School District! 
 

This guide is written to help you become familiar with our District, procedures, and ways 
in which you can receive support when necessary. You have been through the interviewing 
process and, because of your skills and abilities, have been selected to work with us. The 
Hancock Central School District has made the commitment to its students and teachers to 
devote the resources to help you develop as a teacher in our district. 

 
The Mentoring Program at Hancock Central 

School District consists of two parts. The first 
part is the summer orientation and all the 
information and connections that come with it, 
as well as introducing you to your educational 
partner for the year. The second part is ongoing 
and will consist of both informal meetings with 
your mentor and formal new teacher meetings, 
which will take place according to the schedule. 

 
Your mentor will assist you in many areas. Assistance in setting up classrooms, locating 

supplies, meeting other staff members, and learning the building establishes a kinship, 
which fosters a bond between the new teacher and the mentor. As the relationship moves 
beyond this stage, discussion should begin to focus on curriculum design and delivery, 
grading, understanding the organization and its procedures, the observation/evaluation 
process, professional organizations, and participation in school and community activities. 

 
The topics in this packet are helpful for the new teacher. They can best be understood with 

guidance by a mentor who has lived the experience. They are topics that, when reviewed 
with a new teacher, will provide a smooth, easy transition into our school community. The 
list isn’t all-inclusive, and your experiences will add to your repertoire of skills. 

 
A definitive explanation of teacher responsibilities is contained in the Hancock Teachers’ 

Handbook. Ultimately, all teachers are responsible for the information contained in the 
handbook, and it should be used as a resource by both the mentor and new teacher when 
questions arise. 
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Administrator Responsibilities 

 
The administrator has a significant role in the mentoring process: 
 Support the intern and the mentor by providing access to resources. 
 Review options for release time for mentor/intern collaboration. 
 Provide moral support and guidance. 
 Communicate staff development needs. 
 Meet periodically to facilitate discussion of school issues. 
 Suggest activities to mentors of first-year staff. 
 Schedule observations, as needed. 

 
 
Mentor Responsibilities 

 
 
  

MENTOR

Demonstrate
and Model

Support
and Encourage

Share and 
Discuss Socialize

Guide Observe
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Role of the Mentor 
 
 Attend training workshops, when offered. 
 Meet with principal to discuss the intern’s program. 
 Attend periodic meetings and activities with other mentors. 
 Meet and collaborate with intern during orientation. 
 Help intern with goal setting. 
 Early in the school year, meet with intern to develop and articulate goals and needs 

for the year. 
 Together, you should discuss the methods you will use to assist the intern in 

meeting these goals or addressing these needs. Sample goals/action plan and 
intern self-assessment form are attached. 

 Establish a mutually agreeable schedule for meeting on a regular basis with your 
intern. Be sure to make contact informally as often as possible as well. 

 Assist in the re-evaluation of the program during the summer. 
 Document all mentor-intern meetings on the HCSD Mentoring Log. 
 Sign and submit Mentoring Log to District Office at end of school year. 
 Should mentoring continue (by agreement between mentor and intern) for a second 

or third year, make the request in writing and submit it to the Building Principal by 
the end of the school year. 

 
Guidelines 
 

Keep in mind at all times that you are involved in a supportive, confidential peer 
relationship, and that your intern will grow to his/her maximum potential through your 
expertise, modeling, knowledge of the culture and procedures of your district, and your 
humanism. 
 Be sure that some of the meeting time is devoted to discussing the “school culture,” 

the faculty and student handbooks, and the goals and items that the administrator 
feels are important to be covered. 

 The interns should spend some time each year expanding their experience by 
observing some exceptional teachers, suggested by the mentor and approved by the 
administrator. 

 The mentor and intern will observe each other in the classroom setting, at a time 
agreeable to both parties. 

 The mentor will encourage the intern to participate in staff development activities 
during the time that the intern is under the mentor’s care. 
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Getting Started 
 
 Socialize with your intern outside of school. 
 Have your intern over for dinner. 
 Go for walks. 
 Go to the social hour. 
 Eat breakfast together before school. 
 Plan to attend a workshop that both of you could benefit from together. 
 Time spent socializing will help build the trust your relationship needs to 

succeed. 
 Make time to: 
 Go over the handbooks, teacher evaluation process, etc. 
 Observe a class your intern is teaching. 
 Meet to discuss professional problems or questions. 
 Discuss the needs of your intern as the year progresses. 

 Introduce your intern to the staff and faculty of the district. 
 Share an activity that you use during the first week to help the class get off to a good 

start. 
 Advise the intern as to the written/unwritten rules in the community and school. 
 Every new teacher wants to do everything right away. Help them set priorities for 

what needs to be done now and what can be done at a later time. 
 Try not to cover everything all at once. 

 
Along the Way 
 
 Encourage, don’t evaluate. 
 Encourage the intern to try his/her own ideas, teaching style, and classroom 

management plan. 
 Identify resource people, in and out of the school district. Inform the intern of each 

person’s function 
 Suggest different ways to confer with parents/guardians. 
 Provide examples of lessons, activities and/or direct interns to staff that may be able 

to assist with content. 
 Let your intern know what to expect when the administration observes. 
 Listen more than you talk. 
 Laugh together. 
 Encourage your intern to share ideas with you. 
 Encourage participation in staff development activities. 
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Observing Your Intern 
 
 Try to make at least two positive comments for each helpful suggestion. 
 Keep a careful record of exactly what happens. 
 Describe rather than judge. Praise good things. 
 Share ideas rather than give advice. 

 
* Remember that confidentiality is important. Any problem that the intern may have 

should remain between you and the intern; it should not be shared with other faculty or 
administrators. The exception to this confidentiality would be any situation or information 
that may be illegal, unethical, inappropriate, or poses a safety issue. 

 
Intern Responsibilities 

 

 
 
 
 

  

INTERN

Socialize Observe

Share and 
Discuss

Learn

Ask and 
Confide

Plan and
Organize
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Intern Responsibilities continued 

 
As a newly hired staff member of the Hancock Central School District, you are placed in a 

mentor/intern program for your first year. The purpose of our program is to assist 
probationary staff in understanding the district’s goals and operating principles, as well as 
to help new staff in understanding the culture, philosophy and expectations of the district. 

Upon hire, you were assigned a mentor whose responsibility is to guide you individually 
through the first year of employment with the Hancock Central School District. It is expected 
that you will work closely with your mentor, with whom you will be involved in a 
supportive, confidential and non-evaluative peer relationship. You will both have the 
opportunity to meet with other staff members in the program in the group. 

 
Expectations for Probationary Staff 

 
 As a first-year staff member, you will attend an orientation in August. During this 

time, you will have an opportunity to work with your mentor. 
 You will be expected to meet with your mentor early in the year to develop and 

articulate your goals and needs for the year and to determine the methods you will 
use to meet these goals. 

 During the first 10 weeks, you will be expected to set up a meeting with the 
administrator to discuss the goals you have established.   

 As a first-year staff member, you are expected to attend meetings and certain staff 
development activities. You will receive advance notification of the dates. 

 It is expected that you will spend some time during the year expanding your 
knowledge through such activities as visitation of exemplary teachers and reading 
professional resources as suggested by your mentor or administrator. 

 You and your mentor will have an opportunity to observe each other in a classroom 
setting at a mutually agreeable time. Arrangements for this should be made with 
your mentor and your administrator. 

 In the mentor pool, we have staff members who have been trained as mentors and 
are available to work with you either at your request and/or that of your 
administrator. 
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Getting Started 
 
 Feel free to ask questions. 
 Of course you feel overwhelmed – so do we! 
 Focus on your successes. 
 Your mentor will keep all of your concerns confidential. 
 Take each day and make the most of it. 
 Read The First Days of School:  How to Be an Effective Teacher, by Harry K. Wong and 

Rosemary T. Wong, and Mentoring New Teachers, by Hal Portner, that you received 
at orientation.   

 Join professional organizations. Get involved in building activities. Join a committee. 
 Don’t forget to make an appointment with your administrator to discuss goals and 

objectives. Be sure you provide them with a copy ahead of time. 

 
Along the Way 
 
 Go to your mentor with questions, concerns, and/or problems. That’s what they’re 

there for. 
 Ask about resources. 
 Everyone has problems with discipline; don’t be afraid to share yours. 
 Ask for help if you have problems with paperwork (e.g., report cards, portfolios, 

referrals, etc.). 
 Discuss with your mentor how to deal with staff members (other teachers, 

secretaries, custodians). 
 Discuss effective strategies when conducting a Parent-Teacher Conference. 
 Ask teachers in the same discipline if you can observe a lesson. 
 Videotape your lesson to discuss with your mentor. You’ll be pleasantly surprised at 

how much you may learn from each other. 
 Work through a lesson with your mentor. Plan to observe your mentor when 

convenient. 
 Get involved in school and social activities. 
 Don’t be shy about sharing new ideas with your mentor. This is a learning 

experience, and teachers are life-long learners. 
 Take advantage of the numerous staff development activities offered during the 

year. 
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While Being Observed by Your Mentor 
 
 Share your concerns about the class, its uniqueness, its strengths and challenges. 
 When observations are scheduled, discuss your lesson with your mentor prior to the 

observation. 
 Let your mentor know what they should observe, according to the APPR (Annual 

Professional Performance Review). 
 Relax! The person who is observing has “been there/done that.” 
 Your mentor is there to help, not criticize. 

 
Expect the Unexpected 
 

Unanticipated events will occur. Be flexible and adaptable in responding to the 
unexpected. Ask your professional colleague for suggestions on how to deal with 
situations such as the following: What will I do if …? 

Elementary 
 A student cries. 
 It rains at recess time. 
 A child tells you the family pet died. 
 A child vomits, is bleeding or wets themselves. 
 A student refuses to do what you ask them to do. 
 A student falls asleep in your class. 

Secondary 
 A student swears/cheats. 
 A student experiences a life crisis. 
 A student refuses to do what you ask him or her to do. 
 A student falls asleep in your class. 
 You suspect a student is under the influence of alcohol or drugs. 

Both Elementary and Secondary 
 A parent/guardian is angry and/or unreasonable. 
 You are called to the office in the middle of a class. 
 Non-English-speaking students are assigned to your class. 
 A student has an allergic reaction to a bee sting or suffers an asthma attack/medical 

emergency. 
 A fight breaks out in the hallway, and you are the nearest faculty member. 
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Classroom Floor Plans 
 

An Elementary Classroom – Clustering in Quintuplets 
 

 
 

A Middle School Classroom – Radiant Focus with Small Group Areas 
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Classroom Floor Plans 
 

A Senior High Classroom – Radiant Focus, Moveable into Small Groups 
 

 
 
Discipline 
 

The First Days of School:  How to Be an Effective Teacher  
by Harry K. Wong and Rosemary T. Wong 

 
Basic Structure 

Rules: The teacher outlines the expected behaviors. 
Consequences: If a student chooses to break rules, these are the results. 
Rewards: The students see the rewards of appropriate behavior. 

 
Effective Discipline 

Rules: Pages 141-149 
Consequences and Rewards: Pages 151-165 
How to Have Students Follow Classroom Procedures: Pages 167-193 
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First Day – Specific Activities 
 

Elementary School 
 
 Arrive at school at least 15 minutes before the students arrive. 
 Dress in a professional manner that will elicit respect from students, 

parents/guardians and colleagues. 
 Greet the children at the door as they come in and show them where to sit. 
 Explain procedures for entering the room each morning; where to hang coats, when 

to be in the seats, how much conversation is permissible. 
 Tell them how you will start each day, and then have them do it. 
 Describe how attendance and other daily tasks will be handled (explain 

procedures). 
 Read and point out the poster, bulletin board, whiteboard, or screen with specific 

rules for behavior, along with rewards and consequences. 
 Give students a tour of the room and show them the materials they may use. 
 Establish a specific location of the whiteboard or bulletin board for daily schedules, 

homework assignments and reminders of events and deadlines. 
 Discuss and outline the basis on which students’ grades are determined. 
 Schedule a restroom break early in the morning on the first day. (Show where the 

restroom is and explain the procedure for when they can use it). 
 Explain what students should do if they finish their work early. 
 For activity periods, demonstrate the procedures for passing out materials and 

putting them away. 
 Tell your class what is about to happen before they leave for a special, lunch or 

recess. Tell younger children how you want them to line up and have them practice 
several times. 

 Vary activities and the pace of lessons every day. 
 Reserve the last 15-20 minutes of the first day to clean up and review what has been 

covered. 
 Hand out any notices for parents/guardians or put them in younger children’s 

backpacks. 
 Explain procedures for dismissal and bus loading. Be sure to allow enough time for 

the latter. It can be confusing the first few days. 
 Walk all students to parent/guardian pick-up spot, after school program pick-up 

spot, and outside to the buses. Stay with your class until all of your students are on 
the buses. 
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First Day – Specific Activities 
 

Secondary School 
 
 Arrive at least 15 minutes before school begins. 
 Dress in a professional manner that will elicit respect from students, 

parents/guardians, and colleagues. 
 Stand at the door to greet students. 
 Introduce yourself, including your background and special interests in your subject, 

and then introduce the students to each other. 
 Hand out any notices from the school office, and have students complete any forms 

that are required by the school. 
 Outline your procedures for recording attendance and tardiness, giving 

assignments, collecting papers, make-up work and hall passes. 
 Post rules for classroom behavior on a bulletin board, poster or (for the first days) 

on a chalk board. You might want to have the class help make up the rules, but 
remember that they have no choice about some rules – so don’t pretend they do. 

 Establish a uniform heading for papers. 
 Discuss and outline basis on which students’ grades are determined. They must 

understand the procedure. 
 Tell the class your objectives for the week and for the year or semester. Tell them 

what they will study and why it will be interesting and relevant. 
 Allow a short period of time for each class to ask questions about what is expected 

of them and about any of the procedures that you have established.   
 Be at your doorway or in the hall while classes are passing. 
 And … always remember to smile! 

 

 
  



HCSD Mentor/Intern Handbook 2022-2023     
 

15 

 
Mentor/Intern Topics 
 
Classroom Setup 
 Texts used/Supplies 
 Computer/Technology/School Tool/ 

Seesaw/Kami/Schoology/MyApps 
  
Forms 
 Sick bank 
 BOCES printing 
 Behavior forms 
 Field trips 
 Facility requests 
 Maintenance 
 Insurance 

 
Faculty Association 
 Meetings/Dues/Contract 

 
Payroll 
 Dates/Number of paychecks 
 Deductions 

 
Safety 
 Fire drills/Crisis drills 
 Identification tags 
 School resource officer 
 Visitors 
 Crisis chain 
 Confidential medical lists 

 
Procedures 
 Breakfast/Lunch 
 Recess 
 Morning Program 
 Snow days/Delays 

 
Dismissal 
 Bus 
 Parent pickups 
 After School Program 

Staff 
 Curriculum Night/Open House 
 Parent Conferences 
 Senior Citizen Luncheon 
 Boxtops for Education 
 Curriculum committees 

 
Substitute Information 
 Sub packet/Sub plans 
 Sub service 

 
Support Services 
 SST (Student Support Team) 
 CFS (Collaboration For Success) 
 CSE (Committee on Special Education) 
 AIS (Academic Intervention Services) 
 Remedial services 
 Tutoring 

 
Reporting Tools 
 Parent conferences 
 Five-week reports/report cards 
 Notes/phone calls to parents 
 Curriculum resources/shared drive 
 State tests/achievement tests 

 
Teacher Incidentals 
 Mail (in and out of school) 
 Copy machine/laminating machine 
 Phone system 
 Attendance and notes to office 
 Parent volunteers 
 Honor Roll/Perfect Attendance  
 Book order  
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Mentor/Intern Calendar 
 

August Meetings 
 New Teacher Orientation 
 Principal/Mentor/Intern meeting 
 Mentor expectations meeting 

Resources: School calendar; Book Study (theme 
for year) 

Discussion Points 
 Cleartrack, SeeSaw, Schoology, School Tool 
 Classroom setup; materials/supplies 
 Classroom management; student engagement 
 Mandated Reporter refresher 
 Virtual instruction models 

September 
and 
October 

Meetings: 
 Weekly Mentor and Intern meetings/Log  
 Monthly meeting of Principal and Intern 

Tasks 
 Intern observations of three classrooms, 

TBD by Principal  
 Set Goals and professional development 

needs 
Resources: Book study; review teacher evaluation 
tool 

Discussion Points 
 Collaboration for Success (CFS) 
 Student data, achievement-SST 
 Conference Days – expectations, takeaways 
 APPR/Observations  
 DASA 
 School Safety Procedures 
 Substitute Information  
 Parent/Guardian collaboration 
 Interim Progress Reports 
 Report cards/comments/incompletes 
 Faculty handbook 
 Curriculum documents 
 Curriculum Night 
 Classroom management; student engagement 

November 
and 
December 

Meetings: 
 Weekly Mentor and Intern meetings/Log  
 Monthly meeting of Principal and Intern 

Resources: Book Study; Budget development 
memo 

Discussion Points 
 Review of First Quarter grades 
 Parent/Teacher conference protocols 
 Budget development 
 January Regents exams 
 3-8 CBT Simulations 

January  
and  
February 

Meetings 
 Weekly Mentor and Intern meetings/Log  
 Principal/Mentor/Intern meeting 
 Principal/Intern meeting  
 Superintendent/Interns meeting 

Tasks 
 Review progress of intern goals 

Resources: Book study; mid-year self-assessment 
tool (individual teacher and NTO program) 

Discussion Points 
 Regents Exam information 
 Second Quarter grades/action planning 
 State assessment information 
 CSE Meeting protocols 

 

March  
and  
April 

Meetings 
 Weekly Mentor/Intern meeting/Log 
 Principal/Mentor/Intern meeting 

Tasks 
 Mentor/Intern observation of each other’s 

classrooms 
Resources: EOY memo; Book study  

Discussion Points 
 Third Quarter grades 
 EOY discussion 
 Regents examinations 
 Extra and co-curricular opportunities 

 

May  
and 
June 

Meetings 
 Weekly Mentor/Intern meeting/Log 
 Principal/Intern meeting 

Tasks 
 Finalize and submit LOG 
 Confirm summer PD preferences 
 Summer school 

Resources: Complete book study 

Discussion Points 
 Fourth Quarter and Final grades 
 End-of-year assessments 
 End-of-year expectations and procedures 
 End-of-year reflection: areas of needed 

support; action plan; goals for next year 
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Mentor/Intern Meetings Log 
Directions: Log mentor/intern meetings to verify for reporting to NYSED that the intern 

was mentored. Submit to the District Office at the end of the school year. 
 

Mentor: _____________________________________________________________________ 
 
Intern: ______________________________________________________________________ 

 
Date Duration Topic 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   
 

Total Hours Logged: ___________________________________________________________________ 
 
Mentor Signature: _____________________________________________________________________ 
 
Mentor NYS Teaching Certificate #: ______________________________________________________ 
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Mentor/Intern Meetings Log 
Directions: Log mentor/intern meetings to verify for reporting to NYSED that the intern 

was mentored. Submit to the District Office at the end of the school year. 
 

Mentor: _____________________________________________________________________ 
 
Intern: ______________________________________________________________________ 

 
Date Duration Topic 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   
 

Total Hours Logged: ___________________________________________________________________ 
 
Mentor Signature: _____________________________________________________________________ 
 
Mentor NYS Teaching Certificate #: ______________________________________________________ 
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