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àà

What topic have you covered so far? 
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5rupon1u 

0(</"l 

3(60%) 
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Sresponses 

0{0%) 0(0%) 0(0%) 0(0%) 
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Congratulations on being selected as a 

CLTA-MN 2020-2021 Chinese Language Teacher Mentor! 

It has often been said that the most significant factor in the success of a 
new teacher is the new teacher-mentor relationship. As Chinese language 
being one of a critical language taught in the U .S, the role of the mentor 
teachers will be even more crucial. The extent to which new teachers keep 
high education standards and develop the necessary knowledge, attitudes, 
and skills to help us realize our vision will depend in no small part on you, 
your words, and your actions. The mentor commitment you have been asked 
to sign attests to the importance of your work. 

Many of the conversations with your New Teacher will need to focus on 
being an effective teacher in language classroom, as well as the technical skills 
and teaching methods needed to get there. All learning experiences have been 
designed to provide you with tools to effectively and efficiently assist your 
New Teacher.We also need your feedback to strengthen our Induction process 
for years to come. 

Please complete the feedback form online and respond to surveys and 
focus on affinity group opportunities throughout the year. 

Sincerely, 

Yue Cheng 

Director 

Chinese Language Teachers Association of MN 
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Mission for Mentoring in CLTA-MN 

Successful teachers have a deep understanding of Chinese language and 
culture, use appropriate instructional methods, and apply various classroom 
assessment strategies. These teachers participate in sustained, intellectually 
rigorous professional learning in second language acquisition by which they 
assess student progress in achieving high academic standards. 

The Chinese Language Teachers Association Program strives to provide on
going, quality learning experiences that: 

• support mentors and new teachers 
• develop instructional leaders at K-16 private or public schools. 

In order to focus upon the role of mentors in CL TA-MN, it is important that a 
definition for the role be established. 

• A mentor is a current or former teacher who has taught at least three years 
and is not on an improvement plan. 

• A mentor is a current or former teacher who express commitment to retain 
teachers of color and teachers who are American Indian. 

•A mentor is a teacher leader who shares ACTFL language teaching standard 
and school's vision. 

• A mentor is an experienced, successful and knowledgeable professional who 
willingly accepts the responsibility of facilitating the professional growth and 
support of a colleague through a mutually beneficial relationship. 

• A mentor is a teacher leader who possesses a friendly and positive attitude. 

• A mentor is an experienced teacher who is willing to assist and support 
mentee teachers to reach career goals. 
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A teacher new to the profession 
A teacher new to holding a full license 
An experienced teacher in need of peer coaching 
A new hire for a public or private school if the teacher had not taught in 
that control of school in the previous year (A teacher who moves from a 
public to private or a private to public school is considered a new hire). 

In order to effectively impact student achievement and retain quality teachers, 
mentoring must address the critical needs of new teachers. These needs 
include the following: 
• knowledge of school and district culture, including demographics, timelines, 
and curriculum. 
• accessibility to supportive, informative colleagues/mentors who will guide 
and assist with academic and personal needs. 
• accessibility to and open lines of communication with all administrative 
staff. 
• sensitivity of administrative staff regarding new teacher assignments and 
workloads. 
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27. 
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29. 

30. 

31. 

32. 

Frequently Asked Questions English Version 

What are the unique characteristics of our students and neighborhood? 
How do I find out about professional learning opportunities? 
How do I obtain teacher editions, curriculum guides, and software? 

4. How do I select textbooks? 
What technologies are available to help me engage my students? 
What is the teacher dress code (Homecoming week, special events or parent 

conference)? 
What are the procedures for lunch/recess? 
What are the policies for collecting money from students? 
How do I report maintenance problems? 
What are the policies when I need to leave my classroom? 

What are the procedures for the library? 
Where do I get office supplies? 
What are the procedures for having materials copied? 

What can or can't I copy? 
What is the school policy concerning leaving campus for workshop or conference? 

What is the policy for field trips with students? 

17. What are field trips opportunities in Minnesota for Chinese Learners? 
What is the procedure for referring a student who seems to have a learning problem? 
Where do I park? Does my car need a special sticker? 
Is there a building map? How to find the location of emergency evacuation for students? 

21. What duties will I have outside my classroom? 
What emergency procedures should I know? 
Where do students go in the morning before school starts? 
Do I need to meet students at a particular location? 
Is there a homework policy or test policy? 
What are the confidentiality procedures? 
What do I do with substitute folders? 
What is the textbook accountability system? 
What do I do if a student loses a textbook or does not return it? 
What suggestions do you have regarding grade books? 

How to use the school management systems (for example: Schoo logy, Infinite Campus, 
Canvas, Moodie, Google Classroom. etc)? 

How are attendance and tardies recorded? 
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33. 

34. 

35. 

36. º » ¼
38. 

39. 

40. 

41. 

42. 

43. 

44. 

46. 

47. 

48. 

49. 

50. 

51. 

What are the procedures for sending post grades to parents? 

When are the district-wide parent conferences? 
What are the policies and procedures for using regularly-scheduled, written 

communication with parents? 
What is my responsibility for conferencing with parents? 
How can I establish positive relationships with parents? When do I inform parents 

regarding their child's performance? 
How do parents serve as volunteers at school during the school day? 
What services are provided by Communities in Schools/Parent Liaisons to benefit 

students? 
Where do I obtain students' records that will give me a better understanding of my 

students? 
Under what conditions may students be allowed to leave school during the school day? 
What is expected of students regarding permits to class, hall passes, tardy permits, etc.? 
Whom do I call if I must be absent? How to request or assign a substitute online? 
At what time does my workday begin and end? 

45. What if I am going to be late or leave early? 
What forms do I complete when I am absent or when I am on professional leave? 
How and when are teachers evaluated? 
What are the expectations for my classroom management? 
What are the school procedures for handling discipline problems? 
Where and how do I obtain the Student Handbook and the Student Code of Conduct? 
What are the homework and testing procedures? 

52. What activities can Chinese Club and Chinese Honor Society do? 

53. What resources, application process and regulations are there for China Study Tours 
and Host Family Short-term Exchange Programs? 

54. How to introduce Chinese Language Program and make it available for all the students 
who are interested? 

55. How to involve parents in Chinese teaching? 
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Frequently asked questions (Chinese Version) 
1. 

2. 

3. 

4. 

5. 

6. 

7. I 
8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. 

22. 
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23. 

24. 

25. 

26. 

27. 

28. 

29. 

30. 

31. Schoology Infinite Campus 
Canvas Moodie Google Classroom 

32. 

33. 

34. 

35. 

36. 

37. 

38. 

39. / 

40. 

41. 

42. 

43. 
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44. 

45. 

46. 

47. 

48. 

49. 

50. 

51. 

52. 

53. 

54. 

55. 
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Substitute Folder/Emergency Plans Checklist 
__ 1. Daily plans made out in enough detail 
__ 2. Weekly and daily schedule of classes 
__ 3. List of students' names and seating chart( s) 
__ 4. List of students in special programs and schedules 
__ 5. List of supervisory responsibilities such as duty 
__ 6. Copy of class rules 
__ 7. Fire drill and other emergency procedures 
__ 8. Important or unusual information about special students 
(physical or medication) 
__ 9. Textbooks, manuals, workbooks, and worksheets in an 
accessible place 

10. Name and location of another teacher who can answer 
questions 

11. Lunch schedule 
__ 12. Attendance procedures 
__ 13. Emergency lesson plans on file per campus policy 
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Conducting an Observation 
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To be completed by the Mentor 
 
Mentee’s   Name:   ___________________  Mentor’s  Name:  ______________________ 
 
Date:  ______________________________________ 
 

ACTFL Standards-  
Alignment  with  Curriculum  
 
 
 
 
 
 
 
 
 
 
 
  

Learning  Goals 

Activities  Evidence of Learning 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Dynamics of Class-  Classroom 
Environment 
 
 
 
 

Mentee Teacher's Observation of Mentor: Pre-Observation Conference 
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To be completed by the Mentee 
 
Mentee’s   Name:   ___________________     Mentor’s  Name:  ______________________ 
 
Date:  ______________________________________ 
 

ACTFL Standards-  
Alignment  with  Curriculum  
 
 
 
 
 
 
 
 
 
 
 
  

Learning  Goals 

Activities  Evidence of Learning 
 
 
 
 
 
 
 
 
 
 
 
 
 

Dynamics of Class-  Classroom 
Environment 
 
 
 
 

Mentor Teacher's Observation of Mentee: Pre-Observation Conference 
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Instructor  ’s  Name______________________________________  Date______________________ 
 

Observer’s  Name_________________________________________  Campus___________________ 
 

Assignment______________________________________  Grade  level____________  #  of  students____ 
 

Lesson  Objective/Purpose______________________________________________________________________ 
_________________________________________________________________________________________________ 
 
Based on the  goals   set  during   the  pre-observation   conference,  what   specific  data  is  
collected  in the following areas? 
Classroom  environment________________________________________________________________________ 
_________________________________________________________________________________________________ 
Classroom  management_______________________________________________________________________ 
_________________________________________________________________________________________________ 
Instructional  strategies________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
Evaluation/assessment  strategies  ____________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
Two  positive  aspects of  lesson 
_______________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
Ideas  for  improvement_________________________________________________________________________ 
_________________________________________________________________________________________________ 
Comments 
_________________________________________________________________________________________ 
 
 
 
 
 
 
 

Observation Record 

"E;1Aseot 0111, tt1e go1ALs set o!urLll\.,g tt1e -pre-obseYVC!Holl\., co111,fere ll\.,e,e, wt1cit s-pecLfLc cfot1A Ls 
e,o LLecteo! L111, tt1e foLLowL111,g cweii!s? 



� ¸ � � � � �

  

í î ï ð ñ ñ ò ó ô õ ö ÷ ó ø î ù ö ú ó û î ü ö ý ó þ ÿ ñ ó � î � ð � � � î � ó þ � � ð � �� � 	 
 � �  
 � � � � � �  � � � �  � � � � � � � � � � � � � � �� � � � � 
 � � � � � � 
 � � � 
 � 
 � � � � � � � � 
 � � � � � � � � � � �� � 	 
 � 
 � � � � � �  � � � 
 � �  � � ! � � � � �� � " � � � � �  � � � � 
 � � �  � � ! � � � � �� � " � � � � � � � 
  � � �  �  #  # � � � � � � � � 
 � 
 � � �  # � � 
 � � � � � �  � 
  � � � � � � � �$ � " � � � � � � � 
  � � �  �  # �  # � �  � 
 � # � � � 
 � � �  
 % % � � � � �& � � '  
 � � � � � � � �  � � �  � � � 
 � � � � � � � � � � 
 � � � 
  � � � 
 � � � � � � �( � ) * 
 � � 
  � � � �  � � � �  � � � � � � � � � � � � �+ � 	 �  � * 
  � � � �  � � � �  � � � � � �� , � - � � � �  � � � �  � � � �  �  �  # � � � � � 
 � � � � � � � � � � �� � � . � 
 � � � �  �  # � � � � * � � � 
 � � � % % � � � � � � � 
 � � � � �  � � � �  � � � � � �� � � / � � � � �  
 � � � � �  # � � � � � � � � � � � � � � � �� � � " � � � � � � � 
  � � �  �  # � 
 � � �  � � � � � �� � � / � � � � �  
 � � � � � � � � � � 
 � � � � #  � 
 � � � � � � � � � � ' � � �  � � � 
 � 
  � 
 � # � � � � � � �� � � . � 
 � � � �  �  # �  � � � � � � � � �

Mentee Teacher Questionnaire (by April 2021) 

Name/Date _____ _ 

Part 1: Please circle the number that best indicates your level of mastery in each area. 

Part 2: Rank the following in order from greatest concern/problem=lO through 
least 
concern/problem=l (Leave the item blank if it doesn't apply to your assignment). 
__ Instruction: planning and preparing lessons 
__ Instruction: instructing and assessing 
__ Managing time 
__ Managing materials and paperwork 
__ Managing student behavior 
__ Dealing with difficult students 
__ Dealing with parents and families 
__ Physical / emotional stress 
__ License application/Minnesota Teacher Licensure Exam 
__ Feeling supported as a new teacher 
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Mentor End-of-Year Feedback (by April 2021) 


