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Cedar Hill Independent School District 

 Teacher Induction Program for Success (TIPS) 
 

 

Mentors and Mentees: 

 

Thank you for your commitment to the TIPS Program. Your dedication to the success of 

our new teachers and students is truly appreciated.  As you know, the first year of 

teaching can be overwhelming, not only for those new to the profession, but also for 

those who are new to the district.  Research has shown that beginning teachers need 

support during their transition into professional practice and that teaching is one of the 

only professions that require beginners to do the same work as experienced teachers. 

 

Having someone to make teachers who are new to the profession feel welcomed and to 

show them the “ins and outs” of Cedar Hill Independent School District is invaluable.  

Through mentoring activities, both the mentee and the mentor gain understandings and 

concrete skills that will benefit their students and be shared with colleagues. As a 

district, we need to ensure that the induction-year and novice teachers are coming in as 

part of the team and that support is readily available and accessible. Mentoring must be 

connected to a vision of good teaching if it is to contribute to positive educational 

reform. Mentoring is more than a social role; it is also a professional practice. 

 

The goals of the induction program will provide a structured support system for teacher 

retention in our district. Your commitment plays a very important role in the vision and 

mission of the district in becoming a world-class school system. 

 

Sincerely, 

 

 
 

Charlotte S. Ford, Ph.D. 

Executive Director of Academic Programs & Schools 

Cedar Hill ISD 
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Introduction 
 

The district is delighted that this year’s new teachers have chosen to be a part of a district 

that is striving to set the bar in becoming a world-class school organization. Induction-year 

teachers have positioned themselves to receive support from experienced mentors that will 

help and support them in making the transition into their new assignment. The partnership 

will assist induction-year teachers in providing a quality education for students while they 

learn in a professional learning community environment.  

 

The TIPS Program is a structured program with three major components for teachers with 

less than two years of teaching experience. The three major components of TIPS will 

provide on-going support for new teachers on every campus in the district. These 

components are new teacher orientation, mentoring, and professional development as 

described in the following: 

 

 New Teacher Orientation: The orientation process of TIPS is Phase I of a systemic, 

integrated, multiyear plan formulated by the central office instructional leadership team 

to welcome, orientate, and make new teachers feel a part of the school and the district 

 

 Mentoring Component: The mentoring process is Phase II of the TIPS induction 

process. Using a very rigorous selection process, teachers with three or more years of 

experience will serve in an advisory role. Barring extenuating circumstances, the criteria 

for pairing mentor teachers to induction-year teachers are common grade level and 

content area, common planning periods, and needs of students. The mentoring process 

will allow release time for mentors to periodically observe mentees and for mentees to 

observe mentors.  In addition to the campus assigned mentors, the district’s instructional 

coordinators will provide on-going peer-coaching. There will be one mentor teacher 

assigned to no more than two induction-year teachers. There will be district developed 

activities to guide the campus mentoring as well.  

 

 Professional Development Component: Phase III of the TIPS induction process will 

involve new teacher training. The district understands that mentoring is not enough to 

retain good teachers. District and Campus administrators, campus mentors, and new 

teachers will be involved in extensive professional development throughout the school 

year.  
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Purpose 
 

The purpose of the TIPS Program is to provide support and reflective guidance to new 

teachers both to the profession and to the district through professional development, and 

peer coaching. This program will assist new teachers and teachers new to our district in a 

further understanding of teaching techniques, procedures, requirements, and expectations 

of their specific grade level or subject area assignment.  

Mission Statement 
 

The mission of the TIPS Program is to recruit, develop, and retain quality educators. Through 

this program, beginning teachers new to Cedar Hill ISD will receive guidance, support, and 

growth. TIPS will provide opportunities for teachers to sharpen their skills, which will enable 

them to enrich the learning experiences of their students. 

Program Goals 
 

The specific program goals are: 

 To provide new teachers with the opportunity to become familiar with the district’s 

employees, resources, and support service 

 To provide new teachers with professional support and guidance that will enhance 

teaching performance and student achievement 

 To provide personal and professional growth of experienced teachers through 

collaboration with new teachers and other mentor teachers 

 To provide and facilitate an effective educational environment by encouraging the 

development and promotion of professional learning communities with the school 

district.  

What is teacher mentoring? 
 

Mentoring is an individualized process. It involves an experienced teacher guiding, 

coaching, and supporting a novice teacher’s progression into greater levels of competence 

and confidence. A mentor is a “trusted advisor” to the mentee when emotional support is 

needed, a coach when individual assistance is needed, and a teacher when the mentee 

lacks information or skills. Mentors should never be asked to evaluate their mentees nor 

should they consider themselves to be evaluators. Rather, they are assistants in helping 

their mentees become more proficient through modeling, planned and structured 

experiences, and thoughtful informal conversations and reflections.   
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Roles and Responsibilities 
 

New Teacher/Recommended Teacher 

In general, the role of the New Teacher in the Cedar Hill Independent School District TIPS is to 

accept and actively pursue professional development and growth as an educator.  Opportunities 

will be provided to new teachers that will support and assist their success in the school building, 

district, and profession. The specific responsibilities of the New Teacher are:  

  

 To perceive the Teacher Induction Program as an opportunity for professional growth and 

participate in these activities with that goal in mind.  

  

 To participate in peer observation experiences with mentor and other teachers.  

Observations will be done during the school day and will be arranged between the new 

teacher, mentor teacher and administrator.  These observations may take place during a 

plan time, during recess/lunch, by using a substitute already in the building with a plan 

time, or as otherwise arranged within the building.  There will not be substitutes hired for 

this specific program.  

  

 To work cooperatively with mentors and building administrators to identify areas where 

support and assistance are appropriate.  

  

 To participate in an evaluation and make necessary annual adjustments to the Teacher 

Induction Program.  

 

 

Considerations for Selection into Mentoring 

 New to the teaching profession  

 One year of teaching experience 

 

  

  

Mentor Teacher  

 

The overall role of the mentor is to provide daily support, advice, and counsel to the new teacher 

helping him/her to have a successful experience fur their first two years in the school community 

as well as work in collaboration with the campus administration while participating in activities 

designed to support a district-wide induction and new teacher program. The specific 

responsibilities of the Mentor teacher/Lead Mentor teacher are as follows: 

 

 Responsible for meeting with the mentees monthly as well as attend TIPs meetings 

 Participate in new teacher orientation (Summer 2017)  

 Meet weekly with your assigned new teacher and document contact on the weekly 

meeting log.  The mentor will submit completed log for both Fall and Spring 

semesters to the TIPs campus administrator. The fall semester log is due on 

December 15, 2017 and the spring semester log is due on April 27, 2018. 
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 Provide on-going support to the new teacher throughout the school year, assisting 

the new teacher with classroom management, discipline, design & delivery of 

instruction, and assessment of student learning 

 Assist the mentee in the continuation of his/her professional growth by making him/her 

aware of targeted professional growth opportunities that address identified needs 

 To observe the new teacher in an instructional atmosphere. Observations will be done 

during the school day and will be arranged between the new teacher, mentor teacher, and 

administrator. These observations may take place during a plan time, during recess or 

lunch, by using a substitute already in the building with a plan time, or as otherwise 

arranged within the building.  

 To maintain confidentiality regarding all aspects of the mentoring program, including 

observations, conversations, etc with the new teacher.  

 Attend building based and district wide meetings that will be held to help support the 

mentor teachers. 

 

Considerations for Selection of Mentor Teacher 

 At least 3 years of teaching experience 

 Has received great evaluations 

 Administrative discretion 

 

Administration  

  

The general role of the Administration is to provide support for the Teacher Induction Program 

by facilitating the components of the program and providing the new teacher and mentor teacher 

with the necessary time and resources to fulfill their respective responsibilities.  The specific 

responsibilities of the Administration are:  

  

 To establish a roster of capable and qualified mentor teachers and facilitate the pairing of 

new teachers as appropriate  

  

 To arrange for mentor training, facilitate timelines for completion of responsibilities, and 

provide resources for the program’s success.  

  

 To establish beginning induction meeting and individual follow-up meetings with 

mentors and new teachers according to the timeline provided by the Executive Director 

of Academics.  

  

 To be available to mentors and new teachers as necessary throughout the school year.  

  

 To coordinate and participate in an evaluation and make necessary annual adjustments to 

the Teacher Induction Program 
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Memorandum of Understanding & Compensation 
 

Teachers selected to serve as a mentor must sign and submit the Memorandum of 

Understanding (MOU), on page 16, in order to receive compensation. The mentor stipend 

for working with one to two teachers is $750.  Please note that the total stipend is $750 and 

is not paid per mentee. Half of the stipend will be paid in December 2017 and the remaining 

balance will be paid in June of 2018 contingent upon timely completion of all duties and 

submission of documents.  Please note that it is the mentor’s responsibility to ensure all 

necessary documents have been submitted to the campus administrator in a timely fashion 

to meet the appropriate deadlines.  Failure to meet submission deadlines could forfeit 

semester payment.   Mentors who are assigned a mentee hired in December or January will 

be paid only half of the stipend, $375, in June. 

 

Mentor Task Completion Dates 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

Task 

 

Completion Date 

 

Submit signed MOU to the Executive 

Director of Academic Programs and 

Schools 

 

 

August 31, 2017 

 

Mentee Fall Semester Professional 

Development 

 

 

September 27, 2017 (Elementary) 

October 4, 2017 (Secondary) 

 

Submit Fall Semester Meeting Log to the 

TIPs campus administration 

 

 

December 15, 2017 

Campus Administrator Meeting December 18, 2017 

 

Mentee Spring Semester Professional 

Development 

 

 

February 6, 2018 (Elementary) 

February 7, 2018 (Secondary) 

 

Submit Spring Semester Meeting Log to 

the TIPs campus administration 

 

 

May 4, 2018 

 

Complete online Mentor Survey 

 

May 30, 2018 
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All forms may be submitted via email, fax (972)-293-0593, or interoffice mail.  

EMAIL is the preferred method as it provides an electronic record of submission.  All 

forms must be received by 4:30pm on the due date to be considered on-time. 

Teacher Induction and Mentoring Program Activity Logs 
 

 

August/September 
Activity Initials 

Teacher        

mentor 

Date 

completed 

Review teacher evaluation process   

Attend orientation meetings   

Arrange regular meetings between mentor and mentee   

Develop an understanding of emergency drills and 

procedures 

  

Develop a classroom management plan   

Discuss parent-teacher communication procedures   

Develop a system for documenting parent contacts and 

discipline referrals 

  

Create a substitute folder   

Review grading procedures and scale   

Discuss standardized testing procedures   

Review curriculum for grade level/subject area   

Review state standards   

Review school culture (lunch bunch; flower fund; etc)   

Review school procedures (hall supervision, passes, field 

trips) 

  

Complete one peer observation of mentor teacher   

Review procedures for Special Education, 504 meetings, etc   

Discuss curriculum plans for the first grading period   

Review building/district committees   

Review homecoming (high school)   

Share and discuss written reflections completed by the new 

teacher. Reflections are on his/her teaching practices and 

focus on relevant standards and content-area standards that 

apply to their assignments and areas of certification. Also 

discuss issues discovered by the mentor teacher.  

  

**For year 2 and teachers recommended by administration, this can be a great time 
to discuss the previous year and revise if necessary.  
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October 
Activity Initials 

Teacher        

mentor 

Date 

completed 

Participate in new teacher/mentor meetings to discuss issues   

Complete one peer observation of the new teacher by mentor   

Complete one peer observation of the mentor teacher by the 

new teacher 

  

Review format and strategies of the common of the 

assessment 

  

Participate in workshops/institutes with the mentor teacher   

Review end of grading period procedures and grade 

reporting with the mentor 

  

Discuss parent/teacher conference expectations   

Review SPED processes as needed   

Discuss data and plan according to the data   

Share and discuss written reflections completed by the new 

teacher. Reflections are on his/her teaching practices and 

focus on relevant standards and content-area standards that 

apply to their assignments and areas of certification. Also 

discuss issues discovered by the mentor teacher. 

  

Discuss the analysis provided by the mentor regarding at 

least one of the new teacher reflections. 

  

November 
Activity Initials 

Teacher        

mentor 

Date 

completed 

Participate in new teacher/mentor meetings to discuss issues   

Complete one peer observation of the team, grade level, or 

department leader by the new teacher 

  

Review EOC Procedures (high school only)   

Purposeful plan lessons with a focus on data and 

instructional strategies 

  

Discuss final exam process and expectations (secondary)   

Review end of grading period procedures and grade 

reporting with the mentor 

  

Discuss challenges, needs for improvement, and plan for 

success 

  

Share and discuss written reflections completed by the new 

teacher. Reflections are on his/her teaching practices and 

focus on relevant standards and content-area standards that 

apply to their assignments and areas of certification. Also 

discuss issues discovered by the mentor teacher. 
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December 

Activity Initials 

Teacher        

mentor 

Date 

completed 

Participate in new teacher/mentor meetings to discuss issues   

Participate in mid-year meetings with building 

administrator/mentor 

  

Review end of grading period procedures and grade 

reporting with the mentor 

  

Purposeful plan lessons with a focus on data and 

instructional strategies 

  

Discuss challenges, needs for improvement, and plan for 

success based on reflections from first semester 

  

Share and discuss written reflections completed by the new 

teacher. Reflections are on his/her teaching practices and 

focus on relevant standards and content-area standards that 

apply to their assignments and areas of certification. Also 

discuss issues discovered by the mentor teacher. 

  

 

January 
Activity Initials 

Teacher        

mentor 

Date 

completed 

Participate in new teacher/mentor meetings to discuss issues   

Reflect and discuss the first semester and self-evaluate 

personal effectiveness 

  

Complete one peer observation of a team, grade level, or 

department member 

  

Purposeful plan lessons with a focus on data and 

instructional strategies 

  

Discuss challenges, needs for improvement, and plan for 

success 

  

Share and discuss written reflections completed by the new 

teacher. Reflections are on his/her teaching practices and 

focus on relevant standards and content-area standards that 

apply to their assignments and areas of certification. Also 

discuss issues discovered by the mentor teacher. 

  

Discuss progress of your students on their universal 

screeners and other diagnostic programs and how their 

progress relates to academic performance. 

  

Discuss process for future testing (benchmark, TELPAS, etc)   
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February 
Activity Initials 

Teacher        

mentor 

Date 

completed 

Participate in new teacher/mentor meetings to discuss issues   

Complete a second peer observation of the new teacher by 

the mentor 

  

Data reflection using multiple data sources (classroom, 

benchmark, common assessments, screeners, etc) 

  

Purposeful plan lessons with a focus on data and 

instructional strategies 

  

Share and discuss written reflections completed by the new 

teacher. Reflections are on his/her teaching practices and 

focus on relevant standards and content-area standards that 

apply to their assignments and areas of certification. Also 

discuss issues discovered by the mentor teacher. 

  

 

 

March 

Activity Initials 

Teacher        

mentor 

Date 

completed 

Participate in new teacher/mentor meetings to discuss issues   

Discuss Standardized Testing   

Data reflection using multiple data sources (classroom, 

benchmark, common assessments, screeners, etc) 

  

Purposeful plan lessons with a focus on data and 

instructional strategies 

  

Share and discuss written reflections completed by the new 

teacher. Reflections are on his/her teaching practices and 

focus on relevant standards and content-area standards that 

apply to their assignments and areas of certification. Also 

discuss issues discovered by the mentor teacher. 
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April 

Activity Initials 

Teacher        

mentor 

Date 

completed 

Participate in new teacher/mentor meetings to discuss issues   

Complete a second peer observation of the new teacher by 

the mentor 

  

Data reflection using multiple data sources (classroom, 

benchmark, common assessments, screeners, etc) 

  

Purposeful plan lessons with a focus on data and 

instructional strategies 

  

Share and discuss written reflections completed by the new 

teacher. Reflections are on his/her teaching practices and 

focus on relevant standards and content-area standards that 

apply to their assignments and areas of certification. Also 

discuss issues discovered by the mentor teacher. 

  

 

May 

Activity Initials 

Teacher        

mentor 

Date 

completed 

Participate in new teacher/mentor meetings to discuss issues   

Discuss the importance of maintaining student focus and 

direction until the end of the school year 

  

Review end of the year procedures   

Discuss professional goals   

Complete and submit TIPS Evaluation form   

Participate in a TIPS year end event   

Evaluate the TIPS program with the campus administration, 

mentor, and new teacher 

  

Share and discuss written reflections completed by the new 

teacher. Reflections are on his/her teaching practices and 

focus on relevant standards and content-area standards that 

apply to their assignments and areas of certification. Also 

discuss issues discovered by the mentor teacher. 
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TIPS Suggestions 
 

The first day with your class is critical, as it will set the tone for the rest of the year. The 

following tips will assist you as a new teacher to be welcoming and organized. Being well 

planned is the key to a memorable, interesting, and successful year. Begin in September to reach 

out to students’ families. Several avenues of communication should be explored as you work to 

establish a strong partnership. Regular written communications, parent conferences, phone calls, 

and encouraging parent volunteers can each play an important role in developing good rapport 

with students’ families. The following suggestions can help get you started. 

 

1. Be positive - Parents, guardians, and other family members want the same thing you do for 

their children: a good education. You will win support if you let them know you expect that you 

and your students will have a successful, productive year. They will want to be part of the good 

things happening for their children. 

 

2. Clarify expectations—yours and theirs - Introductory newsletters, bulletins, and 

parent/student/teacher commitment forms can all be used effectively to establish 

communications. Let students’ families know how you will direct the learning in your classroom, 

and what you expect from your students. What are your goals for the class? What are your class 

rules and grading system? When will report cards or other forms of assessment come home? 

When can parents come to school conferences? How can a telephone conference be arranged 

when necessary? What special activities will families be invited to attend? What can parents do 

if their child is having difficulty with you or your class? How can students’ families support you? 

Try to make your written communications brief and regular, and be sure to provide an 

opportunity for questions, responses, and suggestions on any communication you send home. 

 

3. Encourage students’ families to take part in their child’s learning - Let them know how 

important they are to their child’s progress by sending corrected work home regularly. You 

might want to keep a folder for each student’s work, which can be sent home, signed by a parent 

or family member after review, and returned to school. 

 

4. Be realistic and flexible in your expectations - For some families, reasonable involvement 

may be limited to reading school notices, overseeing homework, and talking with their child 

about school. Others will have the time and inclination to become much more involved. Be ready 

to acknowledge all parents and family members in their efforts to support you. 

 

5. Provide guidelines for help with homework - Include your personal ideas along 

with any school homework policy.  
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An Outline for Successful First Year Teachers 
 

A. Ask for help 

1. Day one 

2. Paperwork 

3. Lessons 

4. Classroom management 

5. Policies 

 

B. Adapt and change 

1. Use common sense 

2. Accept/try suggestions 

3. Observe others to further develop own 

style 

4. Realize class differences 

 

C. Classroom Management 

1. Consistent 

2. Fair 

3. Proactive/not reactive 

4. Pre-set procedures 

5. Built on respect 

6. Caring relationship/not “buddies” 

7. Clear expectations 

8. Accepts responsibility for classroom 

interactions 

 

D. Organization 

1. Establish set procedures 

2. Is prepared before class begins 

3. Aware of class climate/environment 

4. Back-up plans in place 

5. Room is “user-friendly” 

6. Develop positive relationships (students, 

parents, peers, administration) 

 

E. Flexibility 

1. Adapts to constant changes 

2. Sees more than one way 

3. Remains positive-change will happen 

 

F. Accept mistakes as part of learning 

1. Recover/learn from mistakes 

2. Admit personal mistakes 

3. Avoid defensiveness 
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Memorandum of Understanding  
 

In order to be eligible for the Mentor Stipend, the mentor must meet the following 

guidelines: 

 

 Work in collaboration with the campus principal participating in activities designed to 

support a district-wide induction and new teacher program. 

 Provide on-going support to the new teacher throughout the school year, assisting the 

new teacher with classroom management, discipline, planning and delivery of instruction, 

and grading and assessment of students. 

 Assist the new teacher in continuation of his/her professional growth by making him/her 

aware of professional growth opportunities that address his/her needs. 

 Maintain the confidentiality of what is discussed with the mentee. 

 Submit all required documents by the due date. 

 

Compensation: 

The annual mentor stipend is $750.00, regardless of the number of mentees.  Half of the 

stipend will be paid in December and the remaining balance will be paid in June contingent 

upon timely completion of all duties and submission of documents.  Please note that it is the 

mentor’s responsibility to ensure all necessary documents have been submitted to the 

Director of Academic Programs and Schools by the appropriate deadlines.  Failure to meet 

submission deadlines could forfeit semester payment. Mentors who are assigned a mentee 

hired in December or January will be paid only half of the stipend, $375, in June. 

 

My signature acknowledges that I am aware of the conditions that must be met for me to receive 

the mentor stipend for the 2017-2018 school-year and I agree to these conditions.  I also 

understand that this stipend is funded 100% through federal Title II funds, and I agree to 

complete requested documentation to maintain audit files of completed works. 

 

 

 

____________________________           __________________________           _____________ 

Employee Name           Teaching Assignment                 Campus 

 

 

____________________________ 

Employee Signature 

 

 

_______________________________ 

Charlotte S. Ford, Ph.D. 

Director of Academic Programs and Schools 
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Peer Observation Form 

 

Teacher:_________________________ School:________________ 

 

Observer:________________________ Date:__________________ 

 
The purpose of the peer observation form is to identify effective teaching methods and review 

techniques that enhance instruction in the classroom.  Please use the guidelines below to assist in 

discussing growth and development in teaching and not as an evaluation instrument. Check those 

areas that were effectively accomplished by the teacher and write comments indicating evidence. 

Discuss these items at your next mentoring meeting. 

 

Did the teacher: 

 

 

1. Frame the lesson (have the objective listed; informed the students of expectations; have 

a demonstration of learning)?  

 

 

 

 

 

2. Maintain appropriate student management? 

 

 

 

 

 

3. Were the activities aligned with the objective? Aligned with the TEK/SE? 

 

 

 

 

 

4. Provide adequate time for the lesson? 

 

 

 

 

 

5. Assess for learning? 
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6. Maintain a balance of teaching and student interaction? 

 

 

 

 

 

7. Seek appropriate involvement from all students? 

 

 

 

 

 

8. Use varied questioning techniques to elicit student response? 

 

 

 

 

 

9. Have good knowledge of material being taught? 

 

 

 

 

10. Taught the lesson at the correct level of depth and complexity? 

 

 

 

 

11. Summarize key points and concluded the lesson effectively? 

 

 

 

 

12. Appear confident and comfortable? 

 

 

 

Additional comments: 
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Campus Administrator 

Meeting Timelines and Content 

 

The campus administrator is expected to meet with the mentees and mentors frequently. The 

focus during the 2017-2018 school year will be on the instructional techniques that are described 

in Get Better Faster by Paul Bambric-Santoyo. You will also review what you saw during 

campus walks. You must turn in a sign-in sheet and agenda of each meeting.  Please schedule 

meetings according to the timeline below and discuss the content listed below.  

 

 

Timeline Topics of Discussion 

Campus PD Week Develop Essential Routines and Procedures 

Lesson Planning 

Strong Voice 

September 24-30 Teacher Radar 

Write the Exemplar 

**For those struggling with management, 

What to Do/Routines and Procedures 201 

October 30-November 1 Independent Practice 

Monitor Aggressively 

** Revisit Management Topics 1-6 

individually or as a group if more than 1 

December 11-15 End of Semester Review 

January 29-February 2 Build the Momentum 

Pacing 

Habits of Evidence 

March 5- 9 Engage All Students 

Check for Whole Group 

Reteaching 

April 9-13 Narrate the Positive 

Individual Student Correction 

Engage Small Groupwork 

Reteach Model Revisit 

April 30-May 4 Complete the GBF Scope and Sequence 

 

** Each mentor/mentee pair get a release day to plan and do campus walks each semester. You 

must turn in your release dates a month in advance to ensure that all of the teachers are not off at 

the same time.  You are responsible for making sure all MOUs and sign-in sheets are turned in as 

well as checking to ensure each of the monthly activities are completed.  


