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It has been said that, “The most effective leadership is by example, not edict.”  (John C. Maxwell).  Every day in the Rochester City School District, administrators make critical decisions that impact staff, students and parents.  Our District faces the impending eligibility to retire many administrators in the next three to five years.  The challenge then is twofold:  to provide guidance and support to new administrators and to recruit outstanding candidates for future administrative openings.

The CIA/S Panel and ultimately the RCSD Community is charged to provide that support and guidance through the Mentor/Intervention Specialist program.  The Panel has high expectations for staff selected as Mentors/Intervention Specialists because they will increase the opportunity for success by exhibiting, teaching and inspiring excellence in our profession. 

Following a rigorous selection process, Mentors/Intervention Specialists are provided inservice about the District’s Professional Expectations, as well as the mentoring process.  They are then matched with interns for one year.  Throughout that year, are expected to observe and conference with their interns.  In addition, they submit biennial intern status reports and one final status report to the CIA/S Panel.  Mentors provide support both with advice and by example.

The Panel is pleased to provide this handbook outlining the intern/mentor process.  By defining the process, we confirm both the power and the many future benefits of peer support.

CIAS Panel Members for 2019-2020
Harry Kennedy - CO-Chairperson
Timothy Cliby - CO-Chairperson
Rebecca Boyle

Shirley Green

Carmine Peluso

John Rowe

Amy Schiavi

Sheelarani Webster


JOB DESCRIPTION FOR THE POSITION OF:

MENTOR/INTERVENTION SPECIALIST

JOB RESPONSIBILITIES:

1. Mentors will provide support to newly assigned administrators designated as interns or to administrators who have changed tenure areas.

2. Mentors will develop and direct the internships of new administrators by involving building-level administrator as well as appropriate Central Office supervisors/administrators when appropriate and by assisting with the development of specific performance goals.  These performance goals must reflect the District’s focus on improving student performance and will include the use of data, benchmarks, and goal-setting.  The mentor will offer assistance, provide feedback, and monitor the intern’s progress.

3. Mentors/Intervention Specialists will enlist the assistance of other administrators where and when it is deemed appropriate.

4. Mentors/Intervention Specialists will participate in professional activities as required by the CIA/S Panel and will complete reports in a timely manner.

5. Intervention Specialists will provide assistance and support to tenured or non-tenured administrators who are experiencing severe difficulties in their current placement.

6. Intervention Specialists will direct the implementation of an assistance plan for administrators who choose to or are directed to participate in the Intervention Program.  The program will include the design of specific performance goals, supports, and progress monitoring.  Other school or district personnel may assist in the program when needed, and when invited to do so by the Intervention Specialist.

QUALIFICATIONS FOR EMPLOYMENT AS MENTOR/INTERVENTION SPECIALIST INCLUDE THE FOLLOWING:

· Status as a permanently certified and tenured administrator or previously tenured as a RCSD Administrator, or at least five years of successful administrative experience.

· Demonstrated outstanding administrative/supervisory skills.  These should include but are not limited to: leadership, organizational management, teaching and learning expertise, high performance management, and public engagement.
JOB DESCRIPTION (continued)

· Demonstrated effective written and oral communication skills.

· Demonstrated effective interpersonal skills.

· Evidence of professional growth, including leadership and participation in a wide range of significant professional development activities.

· Demonstrated ability to work cooperatively and effectively with other professional staff members.

· Demonstrated involvement with students, staff, their families, and the RCSD community.
INTERVIEWING AND PROFESSIONAL LEARNING:
· Interviews for this position will be scheduled during the months of July and August after the deadline for application.

· Mentor/Intervention Specialist professional learning will be scheduled monthly and mentor/intern are expected to attend.

Intern Data Sheet

Mentor:







 Area:







Intern #1:














Address:














Home Phone:





School Phone:







Worksite(s):














Grade Level(s) or Subject(s) - (if applicable):









Immediate Supervisor(s):












Type of Contract:  
Acting
(
Probationary
(
Tenured (

Mentor/Intervention Specialist Observation/Conference Notes

Intern’s Name:






  Date:







School:














NOTES:

Strengths:
Needs:
Opportunities:
Next 
Mentor’s Signature:











A copy should be shared with the Intern.
DIRECTIONS:  This list is intended to help you get off to a good start this year.  A few areas may not apply to each Mentor/Intervention Specialist at this time.


(
Take care of your own building and professional responsibilities.

(
Administrative Handbook given to all Mentors/Intervention Specialists.

(
Mentors/Intervention Specialist review of Handbook and “dual evaluation” process and forms with intern.

(
Needs Assessment completed with intern.

(
Started a daily log of Mentor/Intervention Specialist activities (include Mentor/Intervention Specialist conference and observation notes).

(
Started a monthly mileage voucher to be sent to CIA/S each month.

(
Started a professional file on each intern.

(
Started and recorded formal observation of intern.

(
Sign in and out of all buildings.

(
Maintain contact with appropriate C.O. subject area director(s) and CIA/S Panel, if needed.

(
Copies of Appropriate Status Reports to your panel liaison and the CIAS mailbox.
(
Arrange for intern observations of other administrators, if needed.

(
Engage in staff development activities.
(
Communicate serious problems early and share positive experiences to CIA/S.

(
Engage colleagues in your Mentor/Intervention Specialist’s activities where appropriate.

(
Develop timeline for appropriate building and District items/tasks.

(
Provide copy of ASAR, RTA and BENTE Contracts.

(
Review professional Expectations of Teachers and Other District Personnel.

(
Review professional Expectations for Administrators & Supervisors

(
Review Early Warning Report.

(
Complete status and final evaluation of Administrators and Supervisor reports.

(
Review Principal’s Handbook.

(
Familiarize intern with Automated Sub Calling – Smartfind Substitute System.

(
Review suspension Process and Hearings – Code of Conduct
(
Make contact and introduce yourself to your intern’s immediate supervisor.
(
Take time out for yourself once in a while!


Intern Status Report

(Intern Assigned prior to November 1st: Due first Friday in December and first Friday in March)

(Intern Assigned after November 1st: Due first Friday in February and first Friday in April)

December

March

Other:

Intern’s Name:



School:

Certification:



Level:

Mentor’s Name:



Telephone No:

Observation Dates:





Conference Dates:





Telephone Conference Dates:






	
	I.
Dimensions of Leadership:
Ÿ Ability to communicate vision, beliefs, District initiatives, and school plan.

Ÿ Demonstrates effective human relations skills.

Ÿ Demonstrates the ability to delegate responsibilities
II.
Teaching and Learning :
Ÿ Encourages staff involvement in curriculum review focusing on student needs.

Ÿ Supports student, staff and parent involvement in activities that enhance program and classroom learning. 
III. Organizational Management:

Ÿ Demonstrates knowledge of administrative policies.

Ÿ Demonstrates knowledge of administrative and District policies.

IV. Public Engagement:

Ÿ Involves parents, students, staff and community in the planning, support and implementation of school programs

V. High Performance Management:
Ÿ Seeks and promotes professional development in self and others.

Ÿ Promotes varied teaching strategies and learning styles which enhance student performance. 

Ÿ Models high expectations and standards for staff and students.

	
	I.
Shared Vision of Learning

II.
School Culture and Instructional Program 

III. Safe, Efficient, Effective Learning Environment:

IV.
Community:
V.
Integrity, Fairness, Ethics:


	¨ Highly Effective

¨ Effective

¨ Developing

¨ Ineffective 

¨ Highly Effective

¨ Effective

¨ Developing

¨ Ineffective

¨ Highly Effective

¨ Effective

¨ Developing

¨ Ineffective

¨ Highly Effective

¨ Effective

¨ Developing

¨ Ineffective

¨ Highly Effective

¨ Effective

¨ Developing

¨ Ineffective




Intern’s Signature:







Date:





Mentor’s Signature:







Date:








Intern may attach a response or comment.

(Please return form, under seal, to your contact person on the CIA/S Panel.)


Early Warning Report

Note:  Complete this report if an intern is assessed to be in serious difficulty in fulfilling one or more of the professional expectations for administrators.  This report may be completed at any time after the first status report (which is due by the 1st Friday in December).
Intern:







Location:






Mentor:







Date:







Description of area(s) of difficulty:

Summary of actions taken:

Future outlook and additional support suggested:

Mentor’s Signature:







Date:





Intern’s Signature:







Date:






(Send your report under seal to CIA/S Panel Chairperson, CO-1.)

Intern Final Report

(Due first Friday in June)

Intern’s Name:






Certification:





Mentor’s Name:






School:






A.
Describe the progress this intern made during the school year.  Include references to growth and/or problems in meeting professional expectations for interns and any other areas germane to the intern’s future as an administrator.

B.
Describe the procedures you employed to assist this intern.  Include specific references to time and frequency of observations and conferences.  Note other assistance and interaction as reflected in your records.

Mentor’s Signature:

Date:


Intern’s Signature:

Date:


Intern may attach a response or comment; please initial if comment is attached.  Return under seal to your contact person on the CIA/S Panel.

Reviewed by CIA/S Panel:

Date:



Signature


Personal Status Report by Intern
(To be completed by Interns)

Due First Friday in June

Mentor/Intervention Specialist’s Name:





School:




Intern’s Name:







Date:






Please comment on the ways in which your Mentor/Intervention Specialist worked with you in the areas listed below.  Feel free to add other appropriate comments about your work with the Mentor/Intervention Specialist.

I.
In what specific ways has your Mentor/Intervention Specialist assisted you to advance your dimensions of leadership (i.e., ability to articulate/communicate vision, beliefs, District initiatives, and school plan; demonstrates effective human relations skills; demonstrates the ability to delegate responsibilities)?

II.
In what specific ways has your Mentor/Intervention Specialist helped you advance your skills in the area of knowledge of teaching and learning (i.e., encourages staff involvement in curriculum review; focusing on student needs; supports student, staff and parent involvement in activities that enhance program and classroom learning; establishes and implements techniques which assess student and staff performance)?

III.
In what specific ways has your Mentor/Intervention Specialist encouraged your effective organizational management (i.e., demonstrates knowledge of administrative procedures; demonstrates knowledge of administrative and District policies)?

IV.
In what ways has your Mentor/Intervention Specialist assisted your participation in public engagement and collaboration with others (i.e., involves parents, students, staff and community in the planning, support and implementation of school programs)?

V.
In what specific ways has your Mentor/Intervention Specialist assisted your participation in high performance management/professional development/reflective practice (i.e., seeks and promotes professional development in self and others; promotes varied teaching strategies and learning styles which enhance student performance; models high expectations and standards for staff and students)?

Additional Comments:

Intern’s Signature:








Date:





Mentor/Intervention Specialist’s Signature:




Date:




Mentor/Intervention Specialist may attach a response or comment.

Return to your mentor’s contact person on the CIA/S Panel.


#1 - Dimensions of Leadership
Professional administrators display all the dimensions of leadership in their daily work.  Leadership is crucial to effective performance and encompasses a number of essential capabilities: having a vision and being able to communicate it well, understanding and applying good leadership skills and group process techniques, and developing an effective team to manage educational change so that students achieve demonstrable growth in what they know and can do.

Standards for Leadership
Ø Articulate vision and beliefs persuasively, effectively communicate and defend decisions, explain innovations, and behave in ways that are congruent with these beliefs and decisions.

Ø Maintain ongoing and effective communications with various constituencies.

Ø Demonstrate effective human relations skills.

Ø Encourage and develop the leadership of others.

Ø Analyze relevant information, make decisions, delegate responsibility, and provide appropriate support and follow-up.

Ø Initiate and/or manage constructive change.

Ø Participate actively as a member of local, state, and national professional groups.

Ø Demonstrate sensitivity to individual needs of all staff, students, and parents, including those with varied cultures, backgrounds, and abilities.

Ø Apply effective human relations skills and conflict-resolution methods in all situations.

Ø Model District values.

Ø Demonstrate consensus building, both as a leader and as a member of a group.

Ø Involve staff and members of the community in the development of budget priorities, based upon the mission and goals of the District.

Ø Demonstrate evidence of growth.

#2 - Knowledge of Teaching and Learning and Commitment to Students
Professional administrators possess and demonstrate knowledge of the teaching and learning process and are committed to student success.  Teaching and learning is the center of an administrator’s mission and improved outcomes for students is  his/her chief purpose.  Every aspect of schooling must connect to and support this process.  An effective administrator understands the theory and practice of the learning process, models this understanding in his/her daily work, and involves staff, parents, and students continually and appropriately both in and out of the classroom.

Standards for Teaching and Learning

Ø Encourage staff input and involvement in continual review and monitoring of curriculum.

Ø Provide and support multicultural, nonsexist and developmentally appropriate programs.

Ø Support student, staff, and parental participation in activities that enhance and complement classroom learning.

Ø Understand and apply the principles of human growth and development.

Ø Utilize a variety of techniques and strategies to assess:

Ÿ student performance;

Ÿ individual staff and personal performance;

Ÿ progress toward achievement of schools’ goals; and

Ÿ effectiveness of the overall District programs.

Ø Model and support effective principles of teaching and learning for both children and adults.

Ø Articulate effective instructional management and planning strategies.

Ø Demonstrate awareness of learning styles.

#3 - Effective Organizational Management
Professional administrators understand effective organizational management and employ effective management techniques.  Organizational management is the structural framework of an administrator’s daily practice.  Understanding contracts, policies, rules and procedures, whether federal, state or local, and applying them appropriately is one element of this framework.  Equally important is the understanding, preparation and management of budgets and taking into account their ramifications.  The third major element of the organizational management framework is how an administrator can work well with staff, parents, and colleagues, organizing effectively to accomplish the business of teaching and learning.

Standards for Organizational Management
Ø Develop and implement administrative procedures consistent with local policies, state and federal rules and regulations, and contractual agreements.

Ø Utilize collaborative strategic planning to help identify and accomplish the District’s mission and goals.

Ø Demonstrate an understanding of the School District budget priorities and their specific implications of one’s role or position.

Ø Plan, prepare, and manage budgets in accordance with School District budgeting procedures.

Recruit, manage, and organize staff in such a way as to assure the greatest potential for the accomplishment of the District’s mission.

Ø Utilize research and technology to guide decision-making.

Ø Provide a caring, safe and orderly climate for learning.

Ø Manage the operation and maintenance of the physical plant.

#4 - Public Engagement and Collaboration with Others
Professional administrators understand the significance of public engagement and meaningful collaboration with others.  Creating strategies to engage education’s various publics appropriately is a key component of effective administration.  This involves both the ability to be an effective communicator of the District’s work, and the ability to involve those publics in the business of public education.  This translates into success when staff, parents and students are deeply engaged in program development and presentation.  It also suggests the administrator’s active presence in his/her community.

Standards for Public Engagement

Ø Develop and support strategies to promote public education.

Ø Develop strategies and plans to attract continual support for public education.

Ø Involve members of the community in the development and support of school programs.

Ø Demonstrate effective strategies for dealing with the dynamics of School District decision-making.

Ø Support and/or participate in local, state, and federal legislative activities.

Ø Understand and support the District’s values policy as it is applied to its initiatives.

Ø Involve staff, parents, students, and the community in the planning process.

#5 -
High Performance Management Incorporating Professional Development and 


Reflective Practice
Professional administrators display high performance management in their work.  They think about what they do, analyzing their performance to improve it, and constantly seek out development opportunities to enhance their knowledge base.  High performance management incorporates those administrative attributes which allow the individuals within an organization to move it from acceptable performance to exemplary achievement.  It also provides the connection to all those system elements which are broadly referred to as professional development.  An administrator must understand how individuals grow and change, individually and organizationally, and must be able to apply that understanding to his/her own practice as well as to assist others in their growth and development.  (S)he must also understand how systems work, including the formal and informal processes and procedures that shape or guide the conduct of individuals within the system as well as their interaction with each other.

Standards for High Performance Management

Ø Demonstrate effective observation and conferencing skills.

Ø Utilize both formative and summative evaluation procedures.

Ø Utilize due process procedures and legal assistance in dealing with disciplinary and dismissal cases.

Ø Be familiar with and follow contractual and legal procedures.

Ø Engage in and encourage continuing personal and professional development.

Ø Identify and utilize appropriate support services.

Ø Encourage and support teaching strategies that complement the varied learning styles of students.

Ø Encourage and set high expectations for students, staff, parents, and self and offer encouragement and support in the attainment of those expectations.


This rating applies to the overall rating of performance on the summative appraisal process:

Highly Effective
This is a level of performance that few attain.  It is highly unusual and reflects the successful combination of quantitative and/or qualitative accomplishments over a sustained period of time.  Virtually all elements of their job description and duties were accomplished in an exceptional manner, has demonstrated the willingness and ability to consistently go well beyond the job responsibilities.  In order for this rating to be used, the supervisor must provide additional documentation that the administrator’s work is exemplary as it supports improved student performance.

Effective
This is a level of performance which is expected in the majority of employees or may be the norm for some longer service employees.  Employees at this level are consistently productive in meeting their responsibilities.  In general, all ongoing responsibilities have been concluded and performed successfully.

Developing
This is a level of performance which is not completely satisfactory.  Specific ongoing responsibilities have been unfulfilled, incomplete or not met in a timely and/or acceptable manner.  The employee does not always work diligently or produce sufficiently on a consistent basis.  Professional support services are to be recommended; intervention if performance does not improve.

Ineffective
This is a level of performance which, unless substantial and immediate improvement is achieved, will lead to termination for cause.  Key and/or basic responsibilities are not met and without good cause.  Placement in this category may have been preceded by a “developing” rating.  Formal recommendation for intervention is required.
3

