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Ready, Set, Teach                 
Trinity High School 500 North Industrial Blvd    Euless, TX  76039 

817-571-0271 ext. 6216   
 kamink@hebisd.edu

TO:

Mentor Teachers for THS Ready, Set, Teach Interns

FROM:
Kim Kamin, Ph.D, CFCS, RST Teacher-Coordinator

SUBJECT: 
Introductory Letter

Dear Mentor Teacher:

Thank you for serving as a mentor teacher for the Trinity High School Ready, Set, Teach Internship Program.  My students are very appreciative of the opportunity you are providing for them.  I am available to support you in any way I can.  This course is designed to prepare students who are interested in being teachers or working with children in some way.  The students will spend three weeks on campus preparing for the experience, eight weeks at the field site campus (your campus) and one week back on Trinity.  We offer a second and third trimester of this course. The students continuing in the program for the seconding and third trimesters will spend the first and last weeks on campus.   My role includes providing related classroom instruction, supervising the students during their time at the schools, working with mentors and administration at the elementary schools.  This packet contains helpful information for the student’s experience in your class and school.  Please let me know when and how I can be of assistance to you.  The following procedures will assist in the implementation of the program.  

1. Students will check in and out each day in the elementary office before coming to your class.

2. For students taking the class for the first time, the student will be in your classroom from approximately 8:45-10:45 or 11:30-2:00 on Tuesday , Wednesday and Thursday. On Friday’s they will be working at Trinity with either our special education students or our ESL students.   Because of Trojan Talk days and other changes in our daily schedule, the times could be a little off.  Each student will have a weekly calendar of events that will help you know the times for class.  

3. When the students come to your campus they should come in their shirts, their ID badge and appropriate slacks/skirt.  If they are not in dress code please note that on their weekly journals.

4. If a student intern is sick and will not be on your campus they will contact you and Dr. Kamin before the school day starts.

5. Student interns will ask you to initial the weekly journals found on the clipboard.  The students should have this with them while in your classroom.  This will be used to document the student’s daily grade while participating at the elementary school.  This will also document what they have done. The student is responsible for completing portions of the journal sheet during the time on your campus.

6. I will be observing/checking on interns at once  every two weeks.  You may contact me by e-mail (kamink@hebisd.edu) or phone (6216) if you have concerns or questions.  

7. The attached information will outline some of the tasks the interns can do for you while they are on campus.  This is just a partial list.  They can help you in many other ways.

8. The following are suggestions for experiences or observations the student might participate in on your campus outside of the classroom if available.  You may have other suggestions to add.

Library

PTA Meeting

Special activities at other grade levels

Counselor
Site Based Meeting
Other programs available on your campus

School Nurse
Speech Therapist

Cafeteria
DARE

Please allow the students as many opportunities as you can to experience different 

teaching related activities.

9. You will have an opportunity to evaluate the students at four weeks and at the end of the trimester.

10. Each intern is expected to complete the following assignments during their time 


at the school.  More detailed directions will be provided during the trimester.

Teach A include 3 interviews, 2 teachings in your classroom, 2 readings to your 
students and the preparation of one bulletin board.  
Teach B and Teach C will have similar assignments.  
Students will also be completing assignments during the high school class.  These
 include preparation of a resume, practice teaching and other assignments to 
 prepare them for the classroom.  


Again, thanks for helping show how wonderful our profession of teaching can be and for contributing to “growing our own” teachers in the H-E-B ISD.

High School Supervisor Responsibilities 

1. Coordinate the placement of student in quality classrooms.

2. Prepare training plans in a timely manner.

3. Visit the classroom.

4. Assist the student in maintaining a good working relationship with the mentor teacher and other school personnel.

5. Evaluate the student’s training progress in conjunction with the mentor teacher.

6. Provide the student with classroom instruction in coordination with the mentor teacher’s instruction and the classroom experiences.

7. High School Supervisor acts as the liaison between the intern and the mentor teacher.

Student Responsibilities

1. Be on time.  Sign in the main office on time.  

2. Observe all policies, including those related to conduct, dress code, personal appearance, and personal hygiene.

3. Follow the instructions of your mentor teacher, your high school supervisor and campus administrators.

4. Establish respectable performance records to be assured good references in the future.

5. Maintain a written record of daily activities at your school.

6. Report to high school supervisor any problems that may occur at the school site. Follow school policies and the chain of command to resolve problems.

7. The high school supervisor must know your location at all times. Follow class procedures and field -site policies when it becomes necessary to leave a school site.  Your high school supervisor must know if you leave school early.

8. Follow school policies regarding student attendance and absences. In the case of absences, contact both the mentor teacher and high school supervisor immediately.

9. Abide by all school rules and regulations, keeping in mind the fact that a school jurisdiction includes the school classroom.

10. Family, Career, Community Leaders of America is an important part of a student’s Career Technology Education training.  All students are, encouraged to participate actively in the Family, Career and Community Leaders of American (FCCLA) chapter.  Other club activities are available through the Texas Association of Future Educators (TAFE).

11. Scholarships are available for students who are pursuing a career in education.  If you know of any scholarships, please let your student know.  

Mentor Teacher Responsibilities 

1.   Provide instruction consistent with the time requirements and parameters for 

students participating in the Ready, Set, Teach classes.

2. Ensure that the school classroom provides interns with a quality-learning situation.  Clearly delineate expectations for the student.  Provide clear instructions with regular positive and corrective feedback.  With the teacher- coordinator, target and sequence essential knowledge and skills to be emphasized in the experience with the teacher- coordinator.

3. Explain to the student applicable policies, procedures, rules, and the chain of command.  Help the student feel a part of the school organization.

4. Provide safety orientation and a safe work environment (i.e. fire drill and lock down procedures).

5. Deal fairly with the student.

6. Support high school attendance policies (i.e. arrival and departure times, rule in case of absence, sign in and out procedure).

7. Communicate with the high school supervisor on a regular basis.  Provide ongoing feedback about the student’s field site progress (strengths and weaknesses) and direction of upcoming field experience in order that the teacher-coordinator can most effectively coordinate class instruction activities.

8. Complete at least two written evaluations of the student’s performance at the field-site classroom each grading period. The students will see these evaluations.  The evaluations will be distributed during the fourth week and eighth weeks during the trimester.  Please be aware that your evaluation will be part of the student’s grade.  

9. Plan an activity to introduce the intern to your students and setting aside time for establishing goals for the activity

10. Remember these student interns are high school students and you are in a good position to help the students develop professionally and personally.   This activity supports the 40 Developmental Assets. (See the handout at the end of the handbook).

Things Ready, Set, Teach Interns Can Do to Help YOU.

The skills of the students will vary; below are suggestions of the tasks the student interns can to do help you.

*Teach lessons to the class

* Assist with clerical tasks, for example staple papers.

*Run errands on campus

*Assist in grading papers.

*Read to small groups of  students

* Listen to students read

*Present a lesson to a small group of students.

​*Present a lesson to the class.

*Tutor individuals or small group

*Supervise students in an emergency.

*Create bulletin boards or displays.

*Change bulletin boards or displays.

*Conduct morning warm up.

*Duplicate materials for class.

*Assist in making die cuts.

*Tutor individuals or small

*Prepare materials for class.

*Monitor students before school



1.  Dress Code-Appearance is an important factor in developing an attitude that promotes success.  As educators we should set a good example for our students and present a professional image to others in the school. Student will be encouraged to dress with the same interest in professionalism.   Students will be provided an ID badge to wear at the field sites.  Students must wear their ID’s at all times.  

2. Attendance- Attendance is an important factor in job success. Students should

1. Sign in at the office

2. Call both mentor teacher and teacher coordinator if absent

3. Secure permission from your teacher coordinator, if the student must leave the field site.

4. Know each day counts toward their weekly attendance grade. 

5. Students will complete make up work for the days they are absent from the field site.

3. Tardy Policy- Students is expected to be at the school site by on time.  If there is a problem with punctuality please contact the teacher coordinator.  The students should be on campus approximately 120 minutes.

4.  Pictures-Interns will be required to take pictures at the school site to include in their portfolios.  Please let the intern know if there are students who cannot be photographed.

5.  Assignments-Students will be asked to complete a variety of projects.  Your assistance will be appreciated but it is the student’s responsibility to complete their assignments. For example: students may be asked to interview another teacher in the building.  Your help in making contact with the teacher will be invaluable to the student.  

6.  Questions-If there are any questions, throughout the trimester, feel free to contact the teacher-coordinator by e-mail, phone, interschool mail or sending a note with the intern.  

7. Communication-When the students are on their home campus, it has been customary to allow the students to communicate with their mentor teachers as needed. 

8. Active Participation-Get the interns actively involved with your students as quickly as possible. 

9. Training Plans-The attached training plan (see handbook) must be signed by all involved parties.  It provides outlines the TEKS required for the course. 

Ready,Set,Teach

            Important Dates(dates subject to change)
Fall Trimester

September  8



Starting time for RST (A) students 

September 28-October 1
Evaluation sheet goes out to teacher mentor for student interns

October 18
Final Evaluation for all interns goes out to teacher mentors

October 29



Last Day for interns at school sites

Winter Trimester

November 16



Starting time for RST(B-returning students)

December  7



Starting time for RST (A) students 

January 11-January 14
Evaluation sheet goes out to teacher mentor for student interns

February 1-Febuary 4
Final Evaluation for all interns go out to teacher mentors

February 11



Last Day for interns at school sites

Spring Trimester

March 1, 



Starting time for RST(B or C-returning students)

May 10-May13
Final Evaluation for all interns go out to teacher mentors

May 20



Last Day for interns at school sites

       ** A= new student  * B= returning student

By working together, we can give the student the very best possible training that will benefit both the student and the field-site classroom.
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