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MENTOR CHECKLIST                

	Completion Date
	School Nurse Mentor Action:

	
	Protégé obtained Colorado Department of Education (CDE) Special Services License

· Verified

	
	Protégé attended CDE School Nurse Orientation (SNO) (note date in left column)

· Verified 

	
	At the first meeting with school nurse protégée:

· Discuss the “School Nurse Mentor Program Checklist” 

· Discuss the “Protégé School Nurse Program Checklist” 

· Encourage setting goals for the school year and objectives to meet these goals.

· Review and sign the Mentor Service Agreement (originals to go with the protégée to acquire the signature of their supervisor/administrator).

· Complete the Mentor Request Form and exchange contact information

· Set up dates for two visits. Preferably one in the Fall and one in the Spring. The protégée’s supervisor and/or supervisor may be present for a portion of one of these visits. Meetings may be virtual or face-to-face
· Arrange for regular phone or email contact between meetings and as needed

	
	Document ALL interactions with protégé, using the “Mentoring Log Form”, and include: 

· Formal, informal, phone, e-mail

	
	Attend Mentor training and review meeting in the Spring

· Attend the Colorado Association School Nurse Conference (note date in left column). 
· Plan to meet with the School Nurse Mentors for updates and support during this conference.
· Spring Mentor Update meeting and training in May

· Regional School Nurse Workshop 

	
	Encourage protégée to make arrangements to attend one or both of the following 

· CASN Fall Conference – November 3 and 4, 2018 (November 2 is the preconference)

· CDE Regional Workshop

	
	Visits:

· Review School Nurse Mentor Program Checklist and Action Plan discussing the status of current goals and objectives

· Develop goals and objectives with a timeline for completion

· Coordinate and/or attend meetings, either virtual or face-to-face

	
	Meeting with the District Administrator/Supervisor:

· Discuss the School Nurse Mentor Program and District Induction Program
· Complete the Service Agreement, Mentor and CDE Coordinator contact information, and 

· Consider other topics, as appropriate

	
	Submit Travel Reimbursement forms to CDE within 30 days of travel

· Maps, Receipts, Mileage, and Agenda 

	
	Submit Timesheets Bi-weekly, following scheduled dates

· Tracker hours match timesheet, dated and signed, submitted by Noon of the due date

	
	Submit the following forms to the School Nurse Induction Program at the completion of Induction Program, unless otherwise noted:

· Mentor Request Form – Completed and submitted 

· Service Agreement dated and signatures of the protégée, mentor and administrator/supervisor. (signed and dated)

· School Nurse Mentor Program Goals and Progress

· Protégé Program Checklist (signed and dated)
· Mentor Program Checklist (signed and dated) 

· Administrator Evaluation of the program (signed and dated)
· Protégé Evaluation of the program (signed and dated)
· Mentor/Protégé contact/visit log (completed and signed)
· If additional visits are necessary, contact the CDE representative to discuss options. 
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