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Mentor Jobs and Responsibilities 

 

 

 

Mentor Mission Statement 

 

It is our responsibility to provide opportunities 

for teacher candidates to experience the 

blending of theory and practice as they learn to 

become teachers.  

 
 
 
 
 
 
 
 
 
 

 
What does it mean to be a mentor? 

(Remember - your teacher candidate is on training 
wheels). 

 

“Pre-service mentors provide opportunities for interns to 

experience the blending of theory and practice as they 

learn to become competent teachers.  Interns learn 

instruction, classroom management, and human relations 

competencies under the tutelage of the pre-service 

mentor.  While coaching interns, pre-service mentors 

continue working with students remain the teacher's 

primary responsibility.  Even when the intern is providing 

large group instruction, the pre-service mentor should be 

engaged in instructional activities such as group tutoring 

or enrichment.” 

 ~MCPS Office of Human Resources and Development 
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What Does It Mean to Be a Mentor? 

 
 
 

   
 
 
 
  “As a mentor, it is important to share my knowledge and 

experience with student teacher candidates in order to 
foster future teachers, help build their capacity to 
facilitate meaningful instruction, while nurturing children 
in a safe and caring environment.” 

   
 ~Jeanette Thebaud, Stonegate ES, Mentor 

 
 
 

Think about yourself as their guide through this 

journey. Keep the relationship professional. You 

are a role model for your teacher candidate who 

will emulate your behaviors.  

Be mindful of:  

 

 Appropriate personal use of technology 

during the school day 

 

 Keep discussions in the faculty room at a 

professional level 
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 Keep discussions with and in front of the 

teacher candidate at a professional  

 

 Keep the university policy in mind when 

engaging in social interactions with staff 

beyond the school day and setting 

 

 
 
 
 
 
 
 
 
“Mentoring new teacher candidates is a way to refresh 
my perspective on education as both a profession and a 
calling.” 

 
~Heather King, Stonegate ES, Mentor 
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Roles and Responsibilities 

 

 
 
 
 
 
 
“Always set a good example.  Your teacher candidates 
will mimic your behavior, communication styles, and 
professionalism.” 
 
~Ursula Bell, Oakland Terrace ES, Mentor 

 

 

As a mentor, you are dedicating yourself to the 

education and professional development of a 

teacher candidate.  

 

 This will require additional responsibilities 

outside the duty day such as:  

 

1. Meetings regarding the mentoring 

program at the Universities at 

Shady Grove 
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2. Possible communication during the 

evenings and weekends to provide 

feedback on lesson plans in a timely 

manner so that the teacher 

candidate can make corrections 

 

Communication should include 
feedback that is focused, 
constructive and incremental. 
 

 Include your teacher candidate in 

professional meetings.   

 

 Allow your teacher candidate to 

shadow you as you complete all 

functions of your job. 

 

 Arrange a time/day when you will 

regularly meet with your teacher 

candidate to encourage reflection 

opportunities and to provide feedback, 

to plan, and to respond to questions. 
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 Guide the reflection process by posing 

key questions (see Appendices B & C). 

 

”As teachers, it is our goal to foster students to be life-
long learners in addition to teaching other adults to 
become teachers.  Mentorship is extremely important.  
We train a new generation of educators who will then 
teach another younger generation to be leaders.  The 
children we teach will grow up to be the leaders of our 
world a long time after we leave it.” 

 
~Megan Hill, Stonegate ES, Mentor 
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Collaboration and Communication 

 

 

 

Communication with the Teacher Candidate 

 

  “Although we, as mentors, might do things certain 
ways, encourage your teacher candidate’s individual 
learning style and developing teaching style, while 
fostering professionalism.” 

 
  ~Dorothy Grier-Jose, Oakland Terrace ES, Mentor 

 

 

 Maintain a positive, professional tone 

during daily interactions and weekly 

meeting. 

 

 Clarify lesson plan expectations.  Lesson 

plan formats may vary, however Towson 

University policy states all must include 

these elements: mastery objective, 
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procedure, materials, differentiation, UDL, 

assessment, reflection, analysis, and next 

steps. 

 

 Provide positive, constructive feedback 

which will promote the teacher candidate’s 

ability to grow as an effective educator. 

 

 Know when to “let go” and “reign in.” 

Teacher candidates might need more 

support and guidance in some areas, as well 

as opportunities with less direction from 

their mentor in order to demonstrate their 

knowledge and creativity. 

 

 Provide an ongoing dialogue regarding 

decision-making, teaching and behavioral 

strategies, etc. 
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“It is important for teachers to be mentors so they can 

model effective instruction and classroom 

management to teacher candidates. Additionally, as 

mentors explain the rationale behind their instructional 

delivery, teacher candidates can broaden their 

understanding of their own instructional practices.” 

 

~Anita Elaraj, Stonegate ES, Mentor 
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Communication Observed by 

the Teacher Candidate 

 

 

 

 

 
 Act as a role model and display 

appropriate, professional communication 

behaviors with staff, parents and 

students, including verbal, body and 

written language.   

 

 Provide teacher candidate with 

opportunities to observe professional 

discussions with administrators and staff, 

and provide appropriate background, 

explanation, and context for further 

clarification. 
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 Provide opportunities to observe 

communication with parents. 

For example; conferences, phone calls, 

and emails. 

 

 Time management 

1. Arrange a time when you will 

regularly meet with your teacher 

candidates for debriefing, 

discussions, and feedback. 

 

2. Follow university guidelines for 

lesson plan submissions 

 

Teacher candidate must submit 
written lesson plans 36 to 48 
business hours in advance for 
feedback; otherwise the lesson 
cannot be taught. 
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3. Work with the teacher candidate to 

develop a plan for the entire 

rotation leading up to the takeover 

teaching period. 

 

4. Submit observations, weekly 

checklist form, and final evaluations 

on time. 

 

 Processes and People 

 

1. Problem Solving Partners:  

a. University Supervisors – Always 

available to discuss elements of 

the program and proactive 

strategies to support mentors 

and teacher candidates. 
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b. Site Coordinator 

 A resource for observations, 

questions, strategies, etc.   

 A liaison between university 

and school 

 Will remind staff to 

demonstrate professional 

courtesies to teacher 

candidates 

 

2. Communicate openly with the site 

coordinator and the university 

supervisor if a teacher candidate is 

experiencing challenges; as soon as 

you have a concern, immediately 

contact the problem-solving partners. 

 

 

“Teaching is a team sport.” 

~Mentor Guide Development Team 
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Team Quotes 

 

(Words of Wisdom from our Principals, Site 

Coordinators, Mentors, Teacher Candidates, and 

University Supervisors) 

 

Principals 

“Teacher candidates succeed through hard work, a desire 
to learn, and to a large extent, the quality of their 
mentor.  Exemplary mentors empathize with their teacher 
candidates, respect them, and believe that each one has 
the skills and abilities which can be built upon, resulting in 
an effective educator.”  
 
~Shawn Miller, Principal, Little Bennett Elementary 

 

Site Coordinators: 

“One of my favorite parts of working with young children 

is teaching them how to read.  By the time I retire, I can 

say I have given the gift of literacy to hundreds of 

children.  By mentoring teacher candidates, I am able to 

multiply that gift into reaching thousands; it is a 

powerful gift to be able to pass on.”   

~Cheryl Dembroski, Ronald McNair ES 
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Mentors: 

 
“It is important for teacher candidates to have an 
opportunity to observe and practice emailing and speaking 
with parents.  Whenever practical or appropriate, have 
them sit with you while you draft emails responding to 
parent concerns, or questions, in addition to having them sit 
in on parent conferences, and IEP meetings.  After you’ve 
modeled your skills, give them opportunities to draft 
responses and practice professional communication skills.”   

 
~Kathy Naimon, Tilden MS 
  

“The mind is not a vessel to be filled, but a fire to be 

kindled.” 

~ Plutarch…Submitted by Judy Cobian, Washington 

Grove ES 

 

“I enjoy learning side by side with my intern. I can give her 
the benefit of my experience over the past 7 years of 
teaching and she can share her enthusiasm for new 
teaching practices with me. We have developed a 
partnership in which we learn from each other and 
communicate openly about what we both expect to get out 
of this experience. It has made me want to be a better 
teacher so that my intern can get the most out of this 
learning opportunity.”   

 
~Amira Berry, Ronald McNair ES 
 



17 
 
 

“A mentor/teacher candidate relationship is unique.  As 
mentors, we share what we know, give advice, strengthen 
the weak areas, encourage the strong areas, and build up 
the confidence of our teacher candidates to become effective 
educators.  My teacher candidates also teach me.  I have 
learned to “let go” in my classroom and allow the mistakes 
so I can give constructive input.  I have learned to listen to 
my teacher candidates, so I can support them in their areas 
of need during the stressful times.  Lastly, I have learned that 
my teacher candidates are “sponges”.  They listen to every 
word I say, and they are observant of everything I do.  A 
mentor has a powerful influence on a future educator, who 
in turn, has a powerful influence on future generations.” 
 
~Shelly Hawksford, Tilden MS 
  
 
“Being a first year mentor, I was a bit hesitant at first to take 
on a teacher candidate. I quickly realized that taking on a 
teacher candidate is a special experience which benefits 
teachers, teacher candidates, and students.  This experience 
forces teachers to analyze what they do and make sure they 
are using best practices because what they model will be 
utilized by future generations of teachers." 

 
~Natalie Tabakin, Tilden MS 

 

Teacher Candidates: 

"I have been inspired by many people in the past. I want 

to become someone that will inspire others in the 

future." 

~Joy Yan, Class of 2014 
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“The mentors I had were hands-down the most 

important facet of my teacher training. Under their 

guidance and expertise I learned not only how to put 

into practice what I had learned in my coursework, but I 

learned the realities of what it takes to be a great 

teacher. Through their mentorship, they modeled for me 

the perfect balance of pushing a student to do better, 

while remaining constant and unwavering in their 

support, encouragement, and belief in my growth and 

success.” 

~Batya Toso, Class of 2013 

 

University Supervisors: 

“Being a mentor is like growing a garden. The more care 

and cultivation; the more beautiful the outcome.” 

~Val Sharpe, Towson University EESE Program 

 

"I've learned that people will forget what you said, 

people will forget what you did, but people will never 

forget how you made them feel."  

~ Maya Angelou…Submitted by Ruth Hopkins, Towson 
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Appendix A: Monthly Duties 

Month Possible Activities (Vary from school to 
school) 

Ongoing  Bulletin boards 

 Planning (team and individual) 

 Interactions with parents 
(conferences, phone calls, emails 
and meetings) 

 Meetings with staff 

 Timeline for IEP meetings 

 Professional development 
workshops 

 IEP at a glance 

 Meet with SPED/ESOL staff 

 Newsletters 

 Grade level/MCPS/State 
assessments 

 Seasonal weather implications  
 

 

Pre-Service 
Week: 
Orienting 
Your Teacher 
Candidates 

 Introduce teacher candidate to 
staff 

 Familiarize teacher candidate 
with the school building and 
where to find specific resources 
(copy room, book room, 
guidance counselor, etc.) 

 Provide a physical space – desk, 
chair, workspace, place for 
binder 

 Classroom set-up/bulletin 
boards  

 Exchange contact information 
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 Apply and follow-up to get 
email address for teacher 
candidate. 

 Set up temporary computer 
access for teacher candidate by 
getting a guest account (Site 
Coordinator) 

 Ensure teacher candidate has 
photo taken for ID badge 

 Learning professional behavior 
(ongoing) 

 Discuss monthly calendar of 
suggested topics 

 Open House – introduce teacher 
candidate to parents and 
students 

 Have teacher candidate shadow 
mentor in all pre-service 
meetings, planning sessions, 
and duties 

 Provide opportunities for 
teacher candidate to remain 
actively engaged at all times 

 Begin to map out the rotation, 
arrange regular meeting times, 
etc. 

 Teacher candidate writes 
introduction letter for parents 

 Develop classroom schedules 
 

 

September  Back to School Night 

 Plan field trips for year 

 Explain baseline assessments and 
data notebooks 
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 Get equipment/devices for 
specific students 

 Familiarize teacher candidate 
with MCPS notices/forms 

 Familiarize teacher candidate 
with school emergency 
procedures, and behavior 
expectations and systems. 

 School protocol for 
cafeteria/dismissal/arrival 
 

 

October  Halloween Party – Fall Harvest 
Party 

 Open House 

 Invite parent volunteers into the 
classroom 

 Interims 

 Rotation 1 ends mid-October 
(complete two full teaching days) 

 Rotation 2 begins; Orient new 
teacher candidates (see above 
lists for ideas) 
 

 

November  Conferences  

 Report cards 

 End of marking period 
procedures 
 

 

December  Be aware it is a stressful time for 
teachers and students  

 Keep in mind not everyone 
celebrates a holiday during this 
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time 

 Prepare for more indoor recess 
days and early dismissals 

 Write “thank you” cards for gifts 
you may receive 
 

 

January  Re-establish classroom 
procedures, routines, and 
expectations 

 Report cards, end of first 
semester 

 Articulation (Staff) 
 

 

February  Valentine’s Day parties 
 

 

March  Report cards 

 Hiring process/Positions for next 
school year 

 

April  Plans for finalizing the school 
year 
 

 

May  Field Day 

 Articulation (students) 

 Warehouse orders for next year 
 

 

June  Report cards 

 Clean and pack up classroom 

 End of year celebrations 

 Summer packets 
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Appendix B: The Reflective Process for 

Teacher Candidates 

Self-Reflection 
Questions for 
Teacher 
Candidate 

Yes/
No 

In the future, 
what would I 
do differently?  

In the 
future, 
what I do 
the same? 

Did I meet the 
lesson objective? 

   

Were all students 
actively 
engaged? 

   

Did I differentiate 
this lesson to 
meet the needs 
of all students? 

   

Did I incorporate 
Universal Design 
for Learning 
(UDL)? 

   

Was I culturally 
responsive when 
planning this 
lesson? How? 

   

Was I aware of 
time constraints? 

   

Were my lesson 
materials 
prepared and 
readily 
accessible? 
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Self-Reflection 
Questions for 
Teacher 
Candidate 

Yes/
No 

In the future, 
what would I 
do differently?  

In the 
future, 
what I do 
the same? 

Did I manage 
student 
behaviors? 

   

Did I adjust the 
lesson’s 
implementation 
as needed? 
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Appendix C: Reflective Process Initiated by the 

Mentor 

Reflection 
Questions for 
Teacher 
Candidate 
Posed by 
Mentor 

Yes/
No 

In the 
future, 
what would 
you do 
differently?  

In the 
future, 
what 
would 
you do 
the 
same? 

Describe your 
impressions of 
your 
performance 
during this 
lesson. 

   

Did you meet 
the lesson 
objective? 

   

Were all 
students 
actively 
engaged? 

   

How did you 
differentiate 
for the array 
of learning 
differences? 

   

Were your 
materials 
prepared and 
available? 

   

If applicable, 
did you plan 
for the active 
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inclusion of 
the Para-
educator 
during 
instruction? 
How? 

 

Reflection 
Questions for 
Teacher 
Candidate 
Posed by 
Mentor 

Yes/
No 

In the 
future, 
what would 
you do 
differently?  

In the 
future, 
what 
would 
you do 
the 
same? 

Did you 
prepare the 
instructional 
environment? 
How? 

   

Was the pacing 
of the lesson 
appropriate? 

   

Did you use the 
appropriate 
tone of voice 
throughout the 
lesson? 

   

How did you 
assess student 
performance? 

   

What do you 
plan to do with 
the 
performance 
assessment 
data? 
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