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Part I - Overview 
Teaching is an extraordinarily complex task and doing it well requires years of study and 

practice. Historically, novice teachers have been inducted into the profession with a “sink or 
swim” approach that led many to leave the field before they could develop the knowledge, 
skills, and dispositions that would lead them to become excellent practitioners. The ever-
increasing demands for educator accountability in raising achievement levels for all students, 
including the federal mandate that teachers be highly qualified in their content areas and the 
state professional standards that outline what New Jersey expects teachers to know and be 
able to do, have made it even more essential that districts hire, support, and retain novice 
teachers who can grow into full-fledged professionals serving their communities for years to 
come.  

In December 2003, The New Jersey State Board of education adopted revised licensing 
regulations that included the requirement that all novice teachers participate in a rigorous one-
year mentoring program aligned with the New Jersey Professional Standards for Teachers. The 
regulations assign responsibility for development of the district’s standards-based mentoring 
plan to the local professional development committee (LPDC). Each local committee is 
responsible for developing a plan that will support novice teachers’ professional growth relative 
to their ability to deliver instruction aligned with the Core Curriculum Content Standards.  

The NJ Department of Education has amended its regulations governing teacher 
mentoring policies and procedures, effective May 5, 2014. The rules for the mentoring of new 
teachers better align with the TEACHNJ Act of 2012, reduce district reporting burdens, and 
promote flexibility and accountability for district implementation. This guide utilizes resources 
from the link below. Additional information about the regulations can be found at: 
www.state.nj.us/njded/profdev/mentor. 

The evaluation tools in this manual derived from the NJ DOE Tool Kit for Program 
Development and are to be utilized as resources for the mentor and novice teacher only.  The 
mentors do not serve as evaluators of teacher performance and the evaluation documents are 
to be utilized as a resource to focus and align the mentor/ novice teacher practice to the NJ 
Professional Standards for Teachers.  Mentors will be required to submit the Interaction 
Contact Log and novice teachers will be required to compensate mentors an annual fee of 
$750.00. All observation materials are confidential documents, and should not be reproduced 
and are to be given directly to the novice teacher. The mentorship program will follow the 
terms and conditions of the FLEA collective bargaining agreement, New Jersey regulations and 
law.  

http://www.state.nj.us/njded/profdev/mentor
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State regulations require the following components to be included in the mentoring 
plan: (http://www.state.nj.us/education/profdev/regs/regs.pdf) 

• Goals that, at a minimum, enhance teacher knowledge of and strategies related 
to the Curriculum Core Content Standards in order to facilitate student 
achievement; identify exemplary teaching skills and educational practices 
necessary to acquire and maintain excellence in teaching; and assist novice 
teachers in the performance for their duties and adjustment to the challenges of 
teaching, 

• An application process for selecting mentor teachers; 
• Criteria for mentor teacher selection; 
• Provisions for comprehensive mentor training; 
• Identification of mentor teacher responsibilities; 
• Logistics for mentoring plan implementation; 
• Consideration of collaborative arrangements with colleges and universities; and 
• Provisions for the use of State funds. 

Mission Statement         

The Fort Lee School District is committed to building a foundation for continued professional growth 
through structured interactions with mentors in order to assist novice teachers in the performance of 
their duties; adjusting to the culture of the school, district and community while identifying exemplary 
teaching skills and educational practices necessary to acquire and maintain excellence in teaching.   

 

Commitment to the Role of Mentoring 
The Fort Lee Public School District is committed to providing the support that is necessary to ensure a 
rigorous mentoring experience for all novice teachers by: 

1. Increasing the fundamental commitment of mentors in delivering effective guidance and 
support. 

2. Providing quality training for the mentor, as well as, the novice teacher so mentors are more 
aware and accepting of the unique needs of the novice teacher.  

3. Providing the time and opportunities needed so mentors and novice teachers can have ongoing, 
collegial dialogue based on their shared experiences in (but not limited to)  co-planning, 
observation, and shared professional learning/experiences. 

4. Communicating clear criteria for mentor selection in order to attract individuals who understand 
the importance of this role in impacting the success of the novice teacher.  
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5. Provide ongoing support for mentor teachers so they can find an outlet of sharing for their own 
struggles and frustrations in a manner which is supportive of sustaining a positive experience for 
all participants in the mentoring program.  

 

Program Participants 
A Novice teacher is defined as an individual new to the profession who holds a Certificate of Eligibility 
that will enable them to participate in the State of New Jersey Provisional Teacher program to acquire 
Standard Certification in a specific content area and grade level. The term “novice teacher” refers to 
both new classroom teachers and specialists.  

A   Mentor Teacher is a veteran teacher who has earned tenure in the district.  Where possible, the 
mentor teacher will possess certification in the same content/grade level area as the novice teacher.  

The following roles and responsibilities are essential to ensuring a successful experience for both the 
mentor and the novice teacher. The first five roles and responsibilities are required by the state 
regulations for mentoring.  

State Regulations 

A Mentor must: 

• Participate in sustained, ongoing mentor training; 
• Make a commitment of time to the mentor-novice relationship over the required one-year 

mentoring period; 
• Establish regular weekly conferencing times to discuss novice teacher needs, provide ongoing 

support, and plan and reflect on classroom practices aligned with the New Jersey Professional 
Standards for Teachers and the New Jersey Core Curriculum Content Standards; 

• Maintain confidentiality for all mentor-novice activities; and  
• Contribute to ongoing program evaluations.  

Additional Recommendations for Mentoring for Quality Induction 

A mentor should: 

• Assist the novice teacher in adjusting to, and becoming familiar with, the school culture, policy, 
procedures, resources, and personnel; 

• Attend the new staff orientation at the start of the school year; 
• Gather necessary resources to assist the initial educator with planning efforts. Examples include: 

curriculum guides, handbooks, schedules, target/benchmark assessments. 
• Establish a system of on-going communication with the educator and document mentoring 

activities and time using a mentoring/novice activity log; 
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• Provide opportunities for the novice teacher to observe the mentor and other content experts. 
• Observe the novice teacher during the school year to provide feedback, teaching tips, guidance 

on curricular issues, and suggestions for classroom management; 
• Be a model of professionalism; 
• Encourage the novice teacher to participate in collaborative professional learning activities, such 

as action research, team meetings, and reflective practice; and  
• Assist the novice teacher in understanding the importance of and receiving the benefits of the 

district’s observation/evaluation procedures.  
• Attend mentor/novice in-service and other professional development opportunities  
• Attend available seminars to enhance professional development in the mentor role. 

 

 

 

The role of the Building Administrator is to ensure the smooth operation of the program by acting as a 
facilitator for the collaborative partnership between the mentor and novice teacher by: 

 

1. Orienting the entire building faculty regarding the school district’s mission and the mentor 
program’s purpose. 

2. Recruiting and matching individuals to serve as mentors with new faculty members.  
3. Acting as a liaison between the mentor and district mentor program coordinator. 
4. Develop a process for teachers who are new to the district by not new to the profession by 

facilitating it using a “buddy mentoring” procedure and designing the requirements for 
completion by the end of the school year.  

5. Provide common release time, or joint planning time to facilitate mentor/novice teacher 
interaction. 

6. Share resources for professional development opportunities. 
7. Reassign a mentor, if necessary. 
8. Reflect on the year and offer suggestions to improve the mentor program to the Mentor 

Program Coordinator. 
9. Ensure that the evaluation process for new teachers is separate from the mentor relationship 

and professional development plan process. 
10. Evaluate the effectiveness of mentors specific to their building using the State rubric for 

assessment guidelines.  

The Superintendent of Schools (or designee) will appoint at least one educator to assume the role 
Mentoring Site Coordinator, who will assume the following responsibilities to facilitate the program 
throughout the school district. 
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1. Establishing a method of communication for the following: 
a. How administration will be informed of new hires (teachers and specialist) who require 

mentoring.  
b. Developing a procedure to align with Building Administrators to assign novice teachers 

to a mentor for the opening of school and as teachers are hired throughout the school 
year.  

c. Work with HR to verify certification and resolve any certification issues that prevent 
new teachers from appearing on the novice teacher list. 

d. Develop a data base to track mentor/novice teacher activity throughout the school year 
verifying the monthly checklist.   

i. Establish the procedure for how and when all verification forms for Mentors will 
be collected. 

ii. Maintain files for all Mentor evaluations to use in future selection processes. 
iii. Determine how the documentation for the completion for each cycle will be 

submitted and added to the data based.  
iv. Determine how all documentation will be stored. 

e. Create certificate of program completion at the end of the mentoring period.  
f. Develop a procedure for new to the State or returning educators who are not new to 

the profession but come to the district with experience.  
i. At the end of the school year, during close-out, make certain that experienced 

staff, new to the district, have completed some form of the mentoring process 
as assigned at the beginning of the school year by the building administrator. 

g. Establishing a procedure by which the need for an extension will be communicated and 
handled. 

h. Chair the Steering Committee for the mentor program.  
1. Coordinate with the business office for financial reimbursement for teachers 

participating in mentoring activities. (if applicable) 
2. Actively seek additional grant money that can be used to finance the mentor 

program. 
3. Coordinate new teacher mentoring activities throughout the year. 
4. Arrange mentor-training sessions. 
5. Annually evaluate the effectiveness of the mentor program and make 

recommendations for continued improvement.  
6. Share resources for professional development opportunities. 
7. Address the challenges/concerns presented by the building administrators 

and/or mentors. 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            



6 
 

 

 

 

Part II - Program Overview       

Mentor Application Process  

Qualities for a high performing mentor are outlined to attract individuals who understand their 
role as a primary coach who supports and encourages the new educator(s) during their first 
year of induction. The “Criteria for Mentor Selection “considers the “Qualities of a High 
Performing Mentor Teacher” and is used along with the Mentor Self-Survey, Mentor 
Application, Administrative Interview and Classroom Evaluation Information to assess the 
criteria necessary for mentor selection by the building administration.   

 

Mentor Training Program 

This program addresses the mentor. It will include a focus on: the qualities of effective mentors; criteria 
for mentor selection; mentor roles and responsibilities; and facilitation of the elements contained in a 
comprehensive mentor training and support.  

Sample Agenda:  District Mentor Training  
Mentor Training I (Summer Training) 

• Understanding the Regulations and State Guidelines 
• Roles and Responsibilities of the Mentor 
• Roles and Responsibilities of the Novice Teacher 
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• Roles and Responsibilities of the School Leader 
• District Mentoring Plan 
• Needs of the New Teacher 
• Adult Learning Theory 

Mentor Training II (August/Novice Teacher Orientation) 

• Meet the novice teacher and gain knowledge of the role of journaling in strengthen 
communication between the mentor and novice teacher.  

Mentor Training II (September- October) 

• Case Studies of New Teachers: Common Problems 
• Conferencing and Communication Skills (journaling and dialogue) 
• Facilitating Inquire Based Learning Community       

Mentor Training III (November- December) 

• Peer Coaching Models          
• Observation Models 

Mentor Training Support Group IV (ongoing) 

This model will provide opportunities for practicing mentors to meet with the District Mentoring 
Coordinator to discuss issues and experiences. 

Mentor Training IV ( March and April) 

(This module is done with the Mentor and novice Teacher working as a team.) 

• Designing an Effective Professional Growth Plan That Enhances an Individual’s Professional 
Growth. 

• Professional Development Strategies (action research, study groups, etc.) 
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Pre-Service Orientation 

This program assists new teachers in learning about the district by attending an orientation program.  
Time will be provided for the teachers to meet with their mentors, building principals, Fort Lee 
Education Association and Central Office personnel.  

             

            Sample Novice Teacher Training Module:   
    Fort Lee Academy of Professionalism (FLAP) 

A Comprehensive Induction and Mentoring Program 

The Fort Lee Academy of Professionalism (FLAP) will offer a series of professional development 
workshops designed to support the novice teachers practice and enrich the on-going dialogue between 
mentor and novice teaching pairs.  Attendance is required by mentors and novice teachers.  Sessions will 
be offered on a regular basis for mentor and novice teacher teams. Release time will be arranged to 
enable teachers in the mentor program to attend.   

All professional learning opportunities are aligned with and support the NJ Professional Standards for 
Teachers as referenced in N.J.A.C. 6a:9-3.3. 

                                                                                          ISLIC Standard 

Session I:            New Teacher Orientation : 3-Day Pre-service Program for teachers new to the Fort Lee  
  Fort Lee School District. 
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• Day 1: (AM) Superintendent’s & Human Resources Orientation 
 FLEA/Superintendent Community Bus Ride 
 FLEA/Superintendent luncheon 

 
(PM)Technology Training & work time with tech mentors and mentor 
for content assistance 
 
• Day 2: (AM) Mentors & Novice Teachers with Building 

Administrators  
• (PM) Mentors & New Teachers Planning 

• Day 3: (AM) Mentors & New Teachers w/ Mentor Program Coordinator 
(PM) Mentors & New Teachers – first day planning 

 

Mentoring Program 

All first year teachers, newly hired to the district, will be assigned a mentor for the first year of 
employment with the district. The purpose of the mentor will be to reduce the isolation experienced by 
novice teachers by providing them with opportunities to learn and collaborate with colleagues who 
support their professional growth.  

 

Fort Lee Academy of Professionalism (FLAP)       

Each semester opportunities for professional development will be provided by the district.  All educators 
new to the Fort Lee Public School District are expected to attend. Mentors are asked to attend to 
nurture a professional development connection that will promote the personal and professional growth 
of the novice teacher.     

Fort Lee Professional Academy –  (FLAP) 
15-hour Mentoring/Induction professional development sessions for all Novice teachers teaching 
under a provisional license will be offered.  Each session will be 90 minute for 10 weeks at 4:00-5:30 
p.m. for novice teachers. Scheduling will be dispersed throughout the school year. 

• Probationary teachers are expected to attend. 
• Mentors are expected to attend 
• Professional growth opportunity for all district staff. All other staff is invited to 

attend on a “drop-in” basis 
• Professional Development hours are earned for all attendees and presenters. 
• Group support for Novice Teachers 
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• Time for mentors & mentees to process information and experiences provided 
by building administrators.  

• “Workshops” co-taught by teachers and administrative team 
• Course syllabus will follow the NJ Standards for Teachers. 

Session I: (New Teacher Orientation – noted above) 

Session II: Classroom Management    Standard 5 

Session III: Lesson Planning                    Standards  4, 10 

Session IV: Common Core State Standards    Standards  1, 4 

Session V: Assessment/Data Analysis/Lesson Planning  Standards  5, 8 

Session Vi: Differentiated Instructions    Standards  4, 6, 7 

Session VII: How the Brain Learns/ Special Needs   Standards  2, 7 

Session VIII: Diverse Learners/Culturally Responsive Teaching Standard 3 

Participation in a minimum of one of the following areas is required during the second and third year: 

• Two professional workshops outside of the district that focus on subject matter knowledge 
• Participation in a professional book study group  
• Conducting an action research project that uses data to drive decision making 
• Enrollment in an alternate teacher education program or graduate school                      
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Criteria for Mentor Selection 
A mentor is a tenured teacher with at least four years of teaching experience and certified as a mentor 
in the Fort Lee Public School District.  

A Mentor must: (F4-R4) 

1. Be experienced and certified in the subject area in which the novice teacher is teaching, where 
possible.  

2. Be recommended, selected, and approved by the administrative team, based on demonstrated 
exemplary command of content area knowledge and pedagogy;  demonstrated qualities as a 
continuous learner; and interpersonal skills which convey hope and optimism for success as a 
teaching professional.  

3. Committed to the goals of the Fort Lee Public School District mentoring plan. 
4. Maintain the confidential nature of the mentor teacher/novice teacher relationship. 
5. Be knowledgeable about the social and workplace norms of the district board of education and 

the community. 
6. Be knowledgeable about the resources and opportunities in the district and able to act as a 

referral source to the novice teacher.  
7. Provide letters of recommendation as determined by the district mentoring plan from those 

who are familiar with the mentor teacher applicant’s work. 
8. Agreeable to completing the comprehensive mentor training program 

 

Other Criteria to be considered in the selection of mentors include:     

• Strong interpersonal skills 
• Credibility with peers and administrators 
• Leadership Capacity 
• Demonstrated curiosity and eagerness to learn 
• Respect for multiple perspective 
• Demonstrated commitment to improving the academic achievement of all students 
• Experience with coaching or other collaborative models. 
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