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NOTES:

Dear Mentoring Faculty Member,

Being a mentor is an incredibly important job as well as a great
honor, because you will be passing on the special heritage of
Sacred Heart, the importance of tGeals and Criter@ad what

it means to be part of our family. This is the most important
part of our jolsi sharing with your new teacher the importance
of our Sacred Heart bond.

The daily task of mentoring is a commitment. To help you with
this, there are monthly Mentoring Checklists, which attempt to
include everything the new teacher needs to be aware of at the
beginning of each month. It is vitally important that you meet
regularly with your new teacher to go over these. Weekly
contact is necessary, at least for the first few months. As your
new teacher gets on his or her feet, monthly meetings will
probably suffice. You and your new teacher may set up any kind
of schedule, formal or informal, that suits you, but it is
absolutely necessary to have frequent contact throughout the
year. If, at any time, you feel that due to scheduling conflicts, or
for any other reason, that you can't give your new teacher the
time required, please contact your Director, Human Resources.
or Assistant Head for help.

Dear New Faculty Member,

As you may begin to realize, you are now part of a very special
familyfi the family of Sacred Heart. Sacred Heart is more than a
job; it is a way of life. As you go through the year, you will
become aware of our rich heritage, and you will begin to feel
what it means to be a Child of the Sacred Heart. You will learn
about and share in our traditions, and, most importantly, you

will recognize the bond of love that unites us.

The work is challenging and rewarding, but also hard and
demanding. The mentoring program was put into place to take
care of you and help you adjust. We hope the mentoring
relationship and checklists help so that you won't feel 3
overwhelmed.



Here are some guidelines to help you mentor your new teacher
in life at Sacred Heart.

1.

2.

10.

11.

Be a friend to your new teacher. It is up to you to build a spirit of trust

and to stand by your new teacher when times are tough.

Meet regularly. It i¥ERY important to have a time set aside,
especially in the beginning. Formal and informal time together is
important.

Dondét assume that your new teach

covered at a meeting or in a memo. Review it again.

Dondét assume that everything is
it is.

Try to anticipate problems. For example, there are different
expectations for faculty on special days aside from duties and

responsibilities. New teachers
expectationso6 such as how to dr
di scipline and other customs.

the school and deal with as much as possible before things happen.

Answer questions OR tell the new teacher where to go or whom to ask

about problems. Don't leave a new teacher without some kind of
solution or a way to get a solution.

Help your new teacher establish lines of communication with
administration, and faculty and staff. This is an especially important
part of your job. It is very helpful to the new teacher if she or he can
develop positive relations with other members of the Sacred Heart
family.

Make your new teacher feel a part of Carrollton. This may require
going out of your way, often, but as you know, it is important for
everyone to feel included.

Help your new teacher to understand the importance of the

Goals and Critdrighe everyday life of Carrollton.

Explain our heritage. Encourage participation. Foster a positive
attitude.

Hel p your new teacher to underst

Carrollton.

t he sake
d have

-St. Madeleine Sophie Barat

Reflection on our heritage as
Sacred Heart Educators:

Wherever we are, we commit ourselves
as educators

to a broad critical vision of the world
enlightened by faith,

intellectual discipline,

directing our energies and our choices

to actions,

to a way to be,

a way to bring something new into being,
to nourish life.

International Education Commission
WORKING PAPER for
the Society of the Sacred Heart, 1988
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BEFORE SCHOOL OPENS / IN SERVICE

V Contact new teacher to get together if possible.
Be sure to touch base on the following:
A Where to park
Tour the school/Highlight school staff offices
Classroom preparation policy
New teacherds concerns (either
in the right direction)

> >

. . V Take charge of new teacher during social times. If you have to leave
Reflection on our hemage as campus, get someone to take your place.

Sacred Heart Educators: A Introduce new teacher to faculty and school staff.
A Help new teacher find his/her way around the school.

We must remember that each one of our children is ds-
tined for a mission in life. Neither we nor they can knd
what it is, but we must know and make them believe |
that each one has a mission in life and that she is boynd
to find out what it is, that there is some special work fc
God which will remain somehow undone unless she
does it, some place in life which no one else can fill .
We must bring home to our children and to ourselves
also, the responsibilities of our gifts. We must put our
talents at interest, not bury them in the earth and the
reason is sufficient, thlat t

V  Explain procedures for dealing with office business (at least what is
necessary to survive in the first week).

A Mail - email; teacher mailbox

Phondi how to receive messages, dial out, voicemail

Whom to see for different problems

Repairs- maintenance procedures

Copy room procedures

Laptop/Laptop Hospital

Net work OoOP6 Drive

Outl ook OPublico6 Fol der

Parking- decal, parking space

DU > > > > > >

V Review the following, even though it may have been covered at
meetings.

A First day procedures

Lesson plans/Syllabi/Atlas, especially reference menu

Carrollton Website and Portal

Books and supplies

Duties

Schedule

Class preparation

Planning time

Goals & Criteria

Phone Tree

Substitute List

Janet Erskine Stuart, RCJ

Tt 1 >t o1 I I o > > >
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FIRST DAYS

V Meet daily. The following are some of the things that may be overwhelming

for

the new teacher. (I'f the new t

these items, review them anyway.)

Entire School-

I

DDA PPAPAL PP P

p>]

b1

Lesson plans, yearly plan, unit
plans

Syllabi

Class lists

Attendance

Assembly

Office procedures
Questions about discipline
Due dates for upcoming two
weeks

Opening liturgy procedures
Duties

Copy room

Where things are located 9812
Hurricane procedures; emergency A Prime Time HS
procedures

Lunch and break policies
Arrival & dismissal procedures
Homeroom

Faculty meeting dates for
September

Professional Work Days
Backto-School Nights

Athletic Program

After School Program

Red Envelope

oP6 Drive

Senior Systems
www.sofie.org

Library Procedures & Databases
Outlook and Outlook Public
Folder

Software programs, including
Atlas mapping
www.carrollton.org &
Cyclones Center

M- 3:
A Montessori First Days

STAY CLOSE!
IF YOU MUST BEAWAY FORANY REASON
GETA FRIEND TO TAKE YOUR PLACH

e

MAY/JUNE CHECKLIST

V  Review dates and procedures for Yy »

<
Entire School: g
-

A Easter Break \-\ /
A Parent Faculty Appreciation \

Luncheon
Volunteer Luncheon
Memorial Day
Feast of St. Madeleine Sophie (May 24)
End of Year Activities

Cleanup

Sports Awards Luncheon

It > > D >

7012:

AP & IB Testing

JH Sea Camp

8" Grade Retreat and Trip
Senior Pin Ceremony

I v >y >

Reflection on our heritage as
Sacred Heart Educators:

In this struggle concerning Christian educa-

tion, the heart of Jesus asks from us not our
blood, but our brains d there is no
question of flight from this task.

St. Madeleine Sophie Barat
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APRIL CHECKLIST

V Review dates and procedures for

Entire School:

A Earth Day Celebration

M 3d6:

A Parent & Student Transition Meetings
Grade K to Grade 1
Grade 3 to Grade 4
Grade 6 to Grade 7

7912:

A Parent & Student Transition Meetings
Grade 6 to Grade 7

y Grade 8 to Grade 9
A High School Drama Production

Reflection on our heritage as
Sacred Heart Educators:

We must know how to inspire in our pupils a passion fo
the beautiful. Let us put history into their souls; without
that, memories will fade and we shall have wasted our
time. In seeing the empires that rise and fall one after tije
other, they will perhaps learn to rise above their own
troubles. They will thus better understand the sic transit
Gloria mundi, and their hearts disillusioned with what is
nothing, will be more strongly drawn to God who alone
remains in the midst of so many ruins.

St. Madeleine Sophie Harat
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Reflection on our heritage as

Sacred Heart Educators:

The secret of bringing up children well ligs

in the knowledge of the human heatrt, in
patience, in influence, in example. An ed
cation which does not give self possessi
personal discipline, is an education man
gué. Remember that the children often bg
come like the mistress whom they most
love . .. Some of you are too agitated, al
ways running about
your children through the heart, through

their sense of honor, reward them gener
ously, but three of four times a year, it is
well to come down upon them with the

majesty and thunder of the Last Judgme

Quotes from the Second $o '
Mother Aloysia Hardg
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