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TLDSB PRINCIPAL / VICE PRINCIPAL MENTORING PROGRAM 
 

  

Handbook: Mentoring/Coaching Program for Newly Appointed School 

Administrators  
 

 

“The Invisible Hand” 

 

 

“Mentoring includes coaching and is one of the most powerful forms of professional 

learning. It takes place through a collaborative, ongoing, reciprocal learning 

relationship between an experienced school leader (mentor) and a newly appointed 

school leader (mentee). It is focused on essential aspects of the new leadership role.” 

 

                                                                            Ontario Ministry of Education 2008 
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INTRODUCTION 
 

The purpose of the TLDSB Mentoring Handbook is to provide mentees and mentors with the essential 

information about the program.  A number of the elements are components of the Ministry Mentoring 

Handbook which is available on the Ministry website. 

 

The Purpose of the Program 
 

Mentoring is a dynamic, mutually beneficial relationship in a work environment involving the pairing of a 

respected, experienced administrator with a mentee, aimed at promoting career development. 

The overarching purpose of the TLDSB Mentoring/Coaching Program is to provide newly appointed 

school leaders with an effective, well-trained mentor to support their transition into the leadership 

role. 

Mentoring provides benefits for both parties in the relationship.   

Mentors gain a: 

 satisfaction from helping a colleague; 

 an opportunity to reflect on personal skills; 

 validation for expertise attained over many years. 

Mentees, on the other hand, enjoy:  

 learning from someone who knows the system; 

 an opportunity to take risks with a safety net; 

 a vehicle to build confidence and competence; 

 an opportunity for continual learning in leadership theory. 

TLDSB also benefits from the Mentoring/Coaching Program in terms of achieving: 

 an organized process for leadership succession planning; 

 effective transfer of leadership skills; 

 a mechanism for diffusing the Board’s leadership vision throughout the system. 
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Defining the Image Of A School Leader 
 

The Ontario Leadership Framework sets out a compelling image of the school leader and one that is directly 

supported by the Mentoring Program. 

 

Mentoring And Coaching Within The Leadership Development Plan 
 

The Mentoring/Coaching Program is an integral component of the Leadership Development Plan. As set 

out in the following chart, the Program is formalized for newly appointed school leaders. However, it is a 

significant element of the program offering for Aspiring School Leaders. 

 

Program Expectations For Mentors, Mentees and TLDSB 
 

The TLDSB Mentoring/Coaching program has specific suggested activities. In general, however, all three 

partners – the mentor, the mentee, and the Board - have responsibilities for the success of the program. 

 

 

 

 

 

 

OUTCOMES INDICATORS of SUCCESS 

OUTCOMES INDICATORS of SUCCESS 

The MENTOR will:  

 Listen effectively, provide constructive 
feedback and provide moral support 
to the protégé. 

 

 The mentee will indicate a high degree 
of satisfaction that the mentor has 
been an effective and collaborative 
partner. 

 Reflect along with the protégé on 
shared readings and provide the 
protégé with other appropriate 
resources. 
 

 The mentee will be able to 
demonstrate enthusiasm for continual 
professional learning. 

 Model for the mentee behaviours and 
attitudes congruent with the Board’s 
vision of school leadership. 

 The mentee will be able to articulate 
and support the Board’s vision of 
school leadership.  
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The Mentee will  

 Identify areas for professional growth.  Mentee will have identified areas for 
growth through self-assessments and 
ongoing reflections of their personal 
competencies. 
 

 Develop a growth and performance 
plan. 

 Mentee will have produced growth 
and performance plans in accordance 
with Ministry and Board guidelines. 
 

  Mentee will have accepted 
suggestions for their plans from their 
mentor when necessary. 

 Take risks, demonstrate sound 
knowledge and implement new skills. 

 Mentees will show confidence as a 
result of having tried new strategies or 
having acted on the advice of their 
mentor. 
 

  Constructive feedback given by the 
mentor will have assisted mentee in 
making modifications to their actions.  
 

  Mentees will demonstrate new or 
refined skills in areas identified on 
growth plans.  
 

 Gather evidence and examples of 
professional growth acquired as a 
result of the mentoring relationship 

 Mentees will have a portfolio that 
documents their experience. 

 

OUTCOMES INDICATORS of  SUCCESS 

The BOARD will:  

 Support a process for succession 
planning. 

 A comprehensive and effective 
mentoring program will have been 
implemented. 

  Senior administration will have visibly 
promoted and, where appropriate, 
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participated in the mentoring 
program. 

  New mentees and mentors will be 
identified. 

 Provide effective and ongoing 
professional development 
opportunities for its leaders. 

 Funding and resources will be 
provided to support the mentoring 
program and other professional 
development activities. 

  An ongoing interest in leadership 
development and a desire to be 
involved in the mentorship program 
will be evident. 

 Recognize improved student learning 
by developing effective leaders. 

 Effective leadership from participants 
in the mentorship program will be 
demonstrated in schools. This will be 
evident in excellent teaching practices, 
improved student learning and 
positive school community morale.  
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Mentoring/Coaching Model 
 

1. Mentoring/Coaching Focus: 

 

Mentoring includes coaching and is one of the most powerful forms of professional learning. It takes place 

through a collaborative, ongoing, reciprocal learning relationship between an experienced school leader 

(mentor) and a newly appointed school leader (mentee). It is focused on essential aspects of the new 

leadership role. Mentoring is non-supervisory and is based on trust, respect and confidentiality. It includes 

job-embedded learning and enables mentors and mentees to connect in a planned and purposeful manner. 

As mentors, we are passing on/sharing our wisdom, experience and expertise. As coaches, we are eliciting 

the strengths, wisdom and solutions from the client. 

A successful relationship is about meeting the needs of the client.  

 

2. Expectations for Interaction: 

 

The expectation is for 2.5 hours of interaction per month for 16 months. The majority of the interaction 

is to be in the context of face-to-face meetings.  That stated, other forms of interaction as set out below are 

encouraged.  

3. Interaction Continuum: 

 

 

                           

Face-to-Face 

 

 

Video Conferencing 

 

Telephone 

 

WEB Conferencing 

 

E-Mail 

 

Traditional 

Interaction 

 Point-to-point  Audio 

 Readily available 

 No designated 
time 

 

 Audio and video  
 

 Interaction whiteboard 
 

 Document sharing 
  

 Text 
 

 Voice File 
 

 Tracking 
 

 

Travel 

 

 

 V.C. equipment - One-to-one or large 
group 

 

 High speed connection 

 

 VOIP 

 Cell 

 Desktop 

 

 Breeze software 
 

 Web cam and headset 

 

 E-mail service 
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<  Decreases 

 

Independence of Time 

Availability 

Independent of Distance 

 

 

Increases > 

 

<  Increases 

 

Time Dependence 

Mentor Interaction 

Costs 

Length of Contact 

Planning for Interaction 

 

 

Decreases > 

 

4. Mentors: 

 

Current administrators who are interested in serving as a mentor must express their interest to the Director 

of Education.   The Director, in consultation with Superintendents, will make a decision about who will be 

trained and available for the mentoring program. 

Recently retired school administrators may serve as mentors in the program.  Interest must be expressed to 

the Director for consideration. 

 

 

Site designation 

 

Extended contact 

 

 

 

 Lower speed connection 

 

 Connectivity 
 

                   100% 

                    

Synchronous 

 100% 

Asynchronous 
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5. Interaction Groupings: 

 

Although the emphasis is on one-to-one interactions, mentors and mentees may wish to establish the 

occasional group meeting. 

 

6. Anticipated Stages in Mentoring/Coaching Process: 

 

a. Mentees attend orientation. 

b. Mentors attend orientation and training. 

c. Mentors make contact with assigned mentee. 

d. First meeting 

 Getting acquainted 

 Discussion of the program 

 Review logistics of the partnership, including electronic and face-to-face meetings  

 Review accountability requirements of the partnership 

 Assessment of Learning Needs 

 Preparation of Learning Plan 

e. Subsequent Meetings 

 Completion of Required Activities outline below 

 Review Learning Plan – discuss 

 Review Mentee learning needs – modify plan  

 Client Driven Discussions 

f. Following meetings and contact 

 Mentor and mentee maintains activity log 

 Mentor and mentee  maintains reflective journal  

g. Drawing the Program to Closure 

 Closure activities 
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Program Administration 
 

Role of Steering Committee: 

           

The Steering Committee will be made up of the Director, the Leadership Development Officer, a mentee 

and a mentor.   

 

Role of Director and Executive Council: 

 

The Director will be involved in all program related decisions and consulted on administrative issues.  

Executive Council will receive reports from the Director, adding advice or direction as may be the case. 

 

Role of Leadership Development Officer: 

 

The Leadership Development Officer shall be the program lead and administrator, responsible for all 

aspects of the program. 

 

Mentee Eligibility: 

 

Newly appointed school leaders are eligible for the program (within first two years of the role).  Normally, 

the program will take place for 16 months. The program has continuous intake. 

 

Mentee Orientation: 

 

Mentees will receive a copy of the Handbook and will be provided with opportunities to clarify.  The 

orientation is structured to reflect the continuous intake. 
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Mentor Selection Criteria: 

 

Nine clusters of criteria must be considered in determining suitability of the individual: 

a. Administrative Skills: problem solving, judgment and organizational ability; 

b. Communication Skills: oral and written communication; use of email and other  

technologies; 

c. Interpersonal Skills: building trust, empathetic listening, skilled questioning; 

d. Motivation: a keen interest and commitment to the role; 

e. Mentoring Reputation: a history of guiding peers; 

f. Leadership: strong conceptual understanding as well as demonstrated leadership; 

g. Availability: few other commitments; willingness to drive; 

h. Knowledge: A keen understanding of current educational issues and factors affecting the 

administrative role. 

i. Professional Reputation: The individual must have a strong professional reputation as 

a school administrator, as judged by the Director and Executive Council. 

 

Mentor Selection: 

   

The selection of a mentor is a two step decision-making process. First, mentors must be approved by the 

Director, after consultation with superintendents. Individuals interested in the role must express interest to 

the Director. Second, the mentee must accept/select the individual as their mentor. Normally, mentees will 

be presented with the names of several individuals who might serve as their mentor and will select one who 

is deemed to best meet their needs. The Leadership Development Officer will facilitate the selection 

process. 

 

Matching Process: 

 

The Leadership Development Officer will lead the process.  Where possible, the LDO and Director will 

identify at least two potential mentors for the mentee’s consideration (note: this is not always possible).   A 

broad number of factors will be considered: availability, geographic location of the mentor, panel 

experience, current mentoring engagements, perceived strengths of mentors and perceived needs of the 

mentee. 
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The LDO will offer the services of the identified mentors to the mentee. A brief description of the mentor 

will be provided.  The mentee will be encouraged to talk to their supervisor or peers in making the 

selection. 

The mentee selects their mentor. 

 

Mentor Honorarium: 

           

Retired mentors will receive a $1,000 honorarium for each successfully completed relationship.  Mentors 

may receive mid-year payment with the submission of the payment request.  Time logs must be submitted 

at the close of the year to receive final payment. 

Mentors will have travel costs covered according to Board policy, with the submission of the appropriate 

form. 

All forms must be approved by the Leadership Development Officer. 

   

Mentor Records: 

                

The mentor is required to complete the Mentoring Log (one per relationship).  

 

Available Funds to Support Relationships: 

 

For mentors who are current administrators, 10 supply days during the first school year of the program are 

available to support the relationship. 

For mentors who are retired administrators, 2 supply days during the first school year of the program are 

available to support the relationship. 

Travel will be covered according to Board policy.  

 

No Fault Exit: 

 

It is understood, that either party may discontinue the relationship for any reason, without the expectation of 

disclosing reason. 

The following protocol is expected: 



TLDSB School Leadership Development Plan – Section D Page 15 

 

a. The initiating party communicates directly with the LDO; 

b. The LDO will discuss issue with the initiating party; 

c. The LDO will give notice to both parties that the relationship has been terminated; 

d. The LDO, where the initiating party is the mentee, will offer another mentor. 

Confidentiality: 

 

The existence of the relationship is not confidential.  The content of discussions between the mentor and 

mentee is confidential. 

The expectation of confidentiality exists for both parties. 

That said, the parties may agree to certain discussions/issues being shared with others.     

 

Mentor Training 
 

TLDSB is committed to the training of mentors.  Provincial level opportunities for mentors will be made 

available, as will other supporting materials.  The training is based on the work of L. Zachary. 

 

Required Program Activities For All Mentees (P and VP) in The Mentoring 

Program  
 

Required Outcome:  Assessment of Mentee Learning Needs 

 

Early into the relationship, the Mentor needs to assist the Mentee in assessing their learning needs in the 

context of the Mentoring program.  The Ontario Leadership Framework must be used to assist in the 

analysis and discussion. One or two domains and related practices and competencies must be identified.  

The TLDSB strategic plan must also be considered. 

 

Reference Documents: 

 Ontario Leadership Framework 

 Self-Assessment Tool: Ontario Leadership Framework 

 TLDSB Strategic Directions  
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 360o Feedback Report 

 Interview Feedback 

 Discussions with Supervisor 

 

Required Outcome: Development of a Learning Plan 

 

Mentors and mentees are required to develop a Learning Plan specific to the mentoring relationship early 

into the program.   

The plan will reflect the learning needs of the mentee, identified through the learning assessment 

(described above) and will guide the work of the mentor and mentee. The mentor and mentee will 

review the plan on a regular basis to determine progress and identify any change in learning needs 

and interests of the mentee. (Ministry of Education) 

The Learning Plan becomes the core of the relationship; however, emerging mentee needs will drive a large 

portion of the conversations. 

Appendix A presents the template to be used in the preparation of the plan.   

 

 

Required Program Activities For Mentee’s First Year Of Involvement in The 

Mentoring Program (as a principal or vice-principal) 
  

 ‘Beginning the Principalship/Vice-Principalship’  

 

Text:  Daresh, J.C. (2006). Beginning the Principalship. Corwin: California.  

These activities must involve a combination of face-to-face and electronic meetings or conversations. The 

mentee must gain experience in responding in a variety of modes: direct conversation, email, and responses 

among others. 

 

1. A Personal Leadership Checklist 

Exercise:  
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The mentor and mentee will complete together and discuss the Personal Leadership  Checklist 

found in Daresh pg 21 – 29    OR   complete the Self Assessment Tool for P/VP: Ontario 

Leadership Framework. 

The purpose of this exercise is to  

 Give the mentor and mentee common ground for commencing the relationship. 

 Allow the mentee to begin the process of reflection that is crucial to the mentoring exercise. 

 Allow the mentor to tailor further exercises to the areas that the mentee identifies as worth 

attention. 

Discussion:  

The mentor should probe the mentee’s thinking by asking the mentee for evidence and examples of 

the identified behaviours. 

 

2. Seeing Your Invisible Heroes 

Exercise:  

The mentor and protégé will read and discuss Daresh pg 83 - 92. 

The purpose of this exercise is to  

 Allow the mentee to explore school culture in ways that may not be part of their 

background. 

 Socialize the mentee into a wider leadership arena. 

 Allow the mentee to pay direct attention to the wider school community. 

Discussion:  

Most mentees have extensive teaching backgrounds and have been socialized as teachers. The 

mentor should encourage the mentor to think about the new sphere of influence that includes a 

wider school community. Decisions must be made in this arena – they are not always in the interest 

of teachers first and foremost.  

 

3. Learning About Your School’s Culture 

Exercise: 

The mentor and mentee will read and discuss Daresh pg 117 – 124 
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The purpose of this exercise is to  

 Give the mentee tools to intelligently observe their school. 

 Show the mentee that jumping into action without learning about the potential consequences is 

a dangerous act. 

 Allow the mentee to become immersed in the history and character of the school in order to 

place needs and supports into an appropriate context. 

Discussion:  

The mentee should be able to identify the driving forces in the life of the school. These might be 

athletics or the arts, or they might be people on the staff of the school or parental expectations for 

the school. When administrators act in ignorance of these factors they risk their efforts being 

unexpectedly unwelcome or, perhaps worse, irrelevant.   

 

4. Reviewing Personal Values 

Exercise: 

The mentor and mentee will read and discuss Daresh pg 129 - 137  

The purpose of this exercise is to 

 Allow the mentee to clarify personal values and beliefs about school leadership. 

 Allow the mentee to compare their own goals and ideas with those of the wider community 

that were clarified in earlier exercises. 

 Allows the mentor to present a variety of optional visions for the school drawn from more 

extensive experience.  

Discussion:  

Often the mentee will have a strong set of beliefs, but just as often those ideas are imprecise or 

hidden in cliché. The mentor should be prepared to show the protégé that personal beliefs must 

work together with Board goals and school culture so that student achievement may be improved. 

Schools whose leaders have uncertain or non-existent educational values will likely appear 

rudderless, while those whose leaders have values in overt contradiction to the school culture will 

often become embroiled in rancor and experience uncooperative behaviours. 

 

5. Building a Support System 

Exercise:  
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The mentor and mentee will read and discuss Daresh pg 157 – 167 

The purpose of this exercise is to  

 Generate a support system of peers for the mentee.  

 Move the mentoring relationship into a wider context so that the mentee will begin to 

become socialized as a system administrator. 

 Help the mentee to overcome the isolation inherent in their work. 

Discussion:  

From a system perspective it is important that the mentee begin to feel a greater sense of affinity 

with other administrators than they do with their previous colleagues. The mentor should offer 

direct contacts and discussions with other administrators as part of this exercise. A group meeting 

or discussion of common problems, issues or interests is a good way to achieve this. In addition, 

this allows new administrators to discuss “nuts and bolts” items that are often uppermost in their 

minds. 

Note on Activity 5: 

The mentor has a responsibility, during this activity, in educating the mentee in the area of 

managing the stakeholders in their own world. In particular, mentee must learn about their 

responsibilities to the Board and to its senior administration. On account of the diversity of their 

work, administrators are responsible to a number of senior administrators. Mentee must be educated 

in the nuances of these relationships. 

 

6. The Professional Portfolio 

This is an ongoing activity. At the outset the mentor will review the mentee’s portfolio or, if none 

exists, outline how such a portfolio is built and maintained. The portfolio will be reviewed at face-

to-face meetings and at the end of the process. The resulting product must be a sophisticated, 

professional object. 

The purpose of this exercise is to 

 Formalize mentee thinking by insisting that it become organized, coherent and presentable 

to others. 

 Ensure that the mentee understands the Board’s model for leadership development. 

 Allows the mentee to arrange their own strengths in ways that make them compatible with 

Board beliefs thus allowing the protégé to visualize their own career trajectories in the 

context of Board requirements. 

Discussion:  
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The Portfolio should be constructed and maintained with the Board’s leadership model in mind. 

The model is outlined in the next pages. 

  

7. The Learning Plan 

The mentee, with the assistance of the mentor will produce a Learning Plan by the conclusion of the 

process. The growth plan will be in accordance with Ministry and Board guidelines. 

The purpose of this exercise is to 

 Familiarize the mentee with new Ministry requirements for administrators. 

 Allows the mentee to construct plans that are compatible with Board requirements and 

appropriate for potential career advancement. 

 Ensure that the mentee understands the planning process and the importance of making all 

plans in the context of the system, school or personal requirements. 

 The Learning Plan (Appendix A) and the process described in this Handbook must be 

followed. 

 

Suggested Program Activities 
 

A series of book studies are available for mentors and mentees to use as a base for conversations and in 

the process of addressing the learning plan (Appendix D) 

 

Program Assessment, Evaluation And Modification 
 

The program will be assessed and evaluated over the course of the year, with a mid-year and end-of-year 

collection of data (Appendix E).   
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Appendices 

Appendix A – The Learning Plan Template                                              

    

TLDSB Mentoring/Coaching Program 

Administrator Learning Plan 

Administrator Name ____________________                                                                                                      Date  ______________ 

 

Goal  #  

Leadership Framework:  Domain 

 

 

Leadership Framework:   Practices and Competencies 

 

 

Goal Statement 
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Strategies 

 

 

 

 

 

 

 

 

 

 

 

 

 

Evidence Collection 

 

 

 

 

 

 

 

 

 

 

 

 

 

Anticipated 

Completion 

Date 

 

 

 

 

 

 

 

 



 

Appendix B – Mentoring Log 

 

TLDSB MENTORING LOG 

 

Mentor’s Name: 

 

Mentee’s Name: 

Date Activity Location Hours 

  

 

  

  

 

  

  

 

  

  

 

  

  

 

  

  

 

  

  

 

  

  

 

  

Mentor’s Signature:  
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Appendix C – Honorarium Request                                

 

Trillium Lakelands DSB 

Mentoring\Coaching Program 

 

Invoice for Mentoring Services 

Please submit to Andy Scott upon completion of each stage or at the conclusion of the program.  Mail a signed 

copy to Andy Scott in care of Linda Evans at the Lindsay Education Centre. 

Name ________________________________________________ 

Address ______________________________________________ 

             _______________________________________________ 

 

Mentoring Relationship #1 

Mentee’s Name 

         Total Honorarium Claim 

Stage 1: Mid program:  

 

Stage 2: End of program: 25 hrs, end 

of school year. 

                     $500.00 

 

                     $500.00  

 

 

Sub Total:                     $1000.00 a. 

 

          Total Claim a+b+c 

 

Coach/Mentor Signature 

 

 

Approval Signature: Andy Scott 

 

Date: 

 

                                                   

 



 

TLDSB School Leadership Development Plan – Section D  Page 25 

 

Appendix D: Suggested Book Studies  

 

OPC Series: The Principal as Mathematics Leader 

 

The Principal as Mathematics Leader makes the observation that while an evolution in teacher 

practice in mathematics education is essential, “unlike other subjects such as literacy or history, 

most teachers face the extra challenge of not having a solid understanding of the mathematics 

content itself.” This is an extra challenge for the school administrator as well.  

 

During this book study you, with the help of your mentor, will be asked to assess the state of 

mathematics education in your school, learn about modern mathematics pedagogy, and develop 

implementation plans to move your school forward. The book study is divided into 3 parts, 

which correspond to the first three chapters of the book. The fourth chapter is a useful resource 

reference. The entire study will take approximately 10 hours to complete, although this will vary 

depending upon individual interest and circumstances. 

Read each chapter, answer the questions, and be prepared to discuss the issues raised by the text 

and the questions with your mentor. 

Chapter 1 

1. The text suggests that the reform movement in mathematics education has not translated 

very well into a change in teacher practice. Give three reasons for this. 

 

2. Produce a staff list for your school and include your own name on the list. Place two 

columns to the right of the names. Head the first column “Mathematics Knowledge” and 

the second “Beliefs.” For each person on your staff and yourself, enter “W” (weak), “A” 

(adequate) or “E” (excellent) in the first column and “T” (believes in traditional methods 

– teaching as they were taught) or “R” (believes in reformed mathematics pedagogy). 

 

What evidence do you have for your entries? How did you get that evidence? Looking 

over the chart as a whole, what concerns do you now have for mathematics education in 

your school? 
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Chapter 2 

1. “Problem solving strategies can and should be taught to students.” Are your teachers are 

educating students in the appropriate use of problem solving strategies? Which ones? 

How do you know? Given that some teachers are weak in this area, how do you plan to 

educate them? 

 

2. The role of the school administrator in supporting teacher growth in mathematics 

education is central to this chapter. There are many sentences that begin with “The 

principal must …” and the like. List 5 areas in which the text suggests administrative 

support is critical. 

 

3. What are the characteristics of “balanced and effective assessment practices”? 

 

 

Chapter 3 

1. “The principal’s role is to act as an instructional leader and model the characteristics of a 

mathematics leader and learner.” 

A useful list of appropriate administrator behaviours is provided on pages 42 and 43. Use 

the method of gap analysis (page 83 provides a template) to assess your own performance 

in each of the suggested behaviours. In your view which of the listed strategies would be 

most effective in influencing long term instructional improvement? 

 

2. This chapter examines a number of specific strategies that you can try with your staff. As 

you consider each in turn, complete the following chart. 

 

 Advantages Roadblocks 

Moderated marking  

 

 

Lesson study  

 

 

Book study  

 

 

Co-teaching  
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OPC Series: The Principal as Data-Driven Leader 

 

The collection and manipulation of data is essential to the management and improvement of a 

school. In this book study you will read “The Principal as Data-Driven Leader (OPC)” and 

discuss with your mentor some of the issues raised in the text. The items below have been 

divided into appropriate sections of the book for the convenience of your discussion.  

 

The final task requires that you and/or your mentor request from a supervisory officer a copy of 

the Board’s guidelines on data literate administrators. This document will give you a chance to 

assess your own skills.  

 

This book study can be completed in less than 12 hours, but the resulting discussions may be 

longer. 

 

A. Read pp. 3-28 

 

Examine your school improvement plan. Explain how data may be collected to support or verify 

the effectiveness of each element. 

“If there are questions about the reliability of the information those questions apply to any 

conclusions or inferences drawn from that information.”  

Be prepared to discuss assumptions you make about your school that are based upon uncollected 

data or potentially unreliable data. 

B. Read pp. 31-66 

 

“The principal must show staff, students and community that evidence must be used to make 

decisions.” 

Make a list of data items you expect to use under the headings “Formative Data” and 

“Summative Data.” Mark each item as one of “Outcome,” “Demographic,” “Process” or 

Perceptual. 
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Consider fig. 4.5 (pg 62). Answer each question in the chart for yourself. Then think of 1 person 

for each question who could answer more accurately than you can. Then consider a way that you 

can get a reliable answer to each question. 

C. Read pp. 71-87 

“Outcome data abounds in schools. It is fairly easy to collect and easy to present.” 

Collect and display the last 10 years of one of EQAO grades 3 or 6 mathematics results or 

EQAO grade 10 literacy results for your school. Use a spreadsheet to compare these results with 

both board and provincial results. Be able to display this information graphically. Calculate 3 

year moving averages for your school, the board and the province. What does this tell you about 

your school’s overall performance, and the performance over time? 

List as many elements of raw data as you can that could be used in the construction of a teacher 

performance appraisal. 

D. Self-Appraisal 

Use the Trillium Lakelands D.S.B.’s “Profile of a Data Literate Leader” (see pg.2 of the profile) 

to locate your own skills in each category. Be prepared to suggest steps that would be required to 

improve your self-assessment. 
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OPC Series: Principal as Early Literacy Leader 

 

“Literacy programs that work for older children are not well suited to younger children.” (pg. 9)   

How do the early literacy programs in your school differ from the literacy programs of the older 

children in your school? 

Chapter One:    

1.  As you read through Chapter One, make jot notes about HOW young children learn.  

Include the insights provided by the various theorists.  How are these understandings 

reflected in the early literacy programs in your school?   

 

2.  When you observe young children at PLAY, how do you know that the play activity is 

purposeful, complex and challenging?  The following questions may help guide your 

response: 

What language do you hear?  What kinds of questions are being asked?  What prompts 

are used?  How is new vocabulary brought into the activity?  What is the teacher 

observing? 

3. How are your teachers providing young children with “rich” literacy experiences? 

Chapter Two:    

1. In reviewing your School Improvement Plan, how have you included parents as partners 

for both school improvement and student success?  How do you involve your parents in 

student literacy learning? 

 

2. How is your school team (teachers, SERT, Lit. Coach, administrator) tracking student 

achievement, identifying levels of proficiency, and planning for next steps for students? 

 

3. How does your school celebrate student success in early literacy and therefore build a 

more positive school climate?  What strategies could your school implement to ensure a 

more consistent celebration of student success in literacy?   

Chapter Three: 

1.  Construct an activity that would initiate purposeful discussion among your teachers with 

regard to effective early literacy programs.   When and how could this activity be used?  

What would the next step be? 
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2. What tool/s are you using to identify gaps in early literacy programs.  Consider Tool #2.  

What is useful to you and your school?  What would you add or delete given your 

understanding of effective early literacy programs? 

 

3. School administrators must be able to identify literate rich environments and promote 

practices that benefit young children.  They must be able to differentiate between those 

practices that are beneficial and those that are not.   

 

When conducting your daily “walk-throughs”, what components of an effective early 

literacy program and literate rich environment will you be looking for?  You may wish to 

work with your teachers to identify a list of these “look fors”.  Consider Tool #4.  How is 

it useful?  What would you add or delete? 

 

 

4. How are you tracking the use of and implementation of the TLDSB Literacy Profile in 

classrooms, with regards to a balanced literacy program?  How are the components of the 

profile reflected in your teachers’ daily plans? 

 

5. How do you ensure that your teachers are addressing the various learning styles of their 

students and differentiating instruction during their literacy blocks?   

 

Chapter Four: 

 

1.  How have you timetabled for teachers to meet in their PLC’s to specifically address 

literacy instruction?  How is the agenda for these meetings established and how is the 

conversation of these meetings focussed and tracked?  Identify measures that you could 

take to improve the quality of activity during the PLC’s. 

 

2. How will you ensure that school improvement goals for student success in literacy is 

sustained? 

 

Further Readings and Other Considerations: 

1.  Identify any questions you still have with regard to early literacy instruction and 

programs.   
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2. The book mentioned boys’ literacy only briefly. What steps has your school taken in 

order to meet the unique learning styles and needs of young boys?  How can your school 

support literacy learning of young boys more effectively?  
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OPC Series: The Principal Professional Learning Community Leader 

 

Creating a collaborative school culture that focuses on improving student achievement is a 

complex undertaking. In this book study you will read “The Principal as Professional Learning 

Community Leader (OPC)” and discuss with your mentor some of the issues raised in the text. 

The book offers a philosophical overview of PLC’s and many practical suggestions for 

establishing them in schools. You, along with your mentor will examine the establishment and 

workings of a Professional Learning Community. 

 

The study is divided into sections in alignment with the book. This is for ease of organizing the 

discussion.  

This book study can be completed in less than 12 hours, but the resulting conversations may 

extend that timeframe. 

A. Read pp. 5-16 

Examine the table on page 15. Note the relationship between this chart and the scheme outlined 

on page 9. Think of two suggestions that answer the questions in each category of the chart. 

B. Read pp. 17-41 

Examine the chart on page 23. Re-read the sections dealing with each of the four core practices 

and complete the Reflection column of the chart. 

 

“… the principal builds a PLC upon the resilient foundation of mission, values and goals. 

Principals may need to reassess their prior knowledge about these concepts …” (pg 34) 

Consider the questions on page 39 in light of your renewed knowledge of mission, value and 

goals. Be prepared to discuss your answers to questions 4, 5, 7 and 8 with your mentor.  

 

Using whatever best suits you as an organizer, answer question 3 on page 39. How do you know 

that the list that you have prepared includes all of the key challenges that your school faces? Ask 

your mentor to assess your list. 
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C. Read pp. 43-55 

Find the definition of a learning team on page 44. List five key elements.  

Turn to the guiding questions on page 53. Prepare answers for discussion with your mentor to 

questions 1, 2,3,10 &11. Don’t be vague – provide answers that are both practical and also refer 

directly to your school. 

D. Read pp.57-66 

The continuous improvement cycle is well-known to most administrators, but is effectively 

presented here using the mnemonic device of the “5 R’s.” List them. As an example, think about 

your school improvement planning process. Where in this cycle is that process? What is your 

schedule for each of the following stages? 

Be prepared to discuss with your mentor your proposed approach to each of the following 

questions posed by the text: 

How will I promote systematic study of teaching and learning in the school? 

What will I have to put in place at my school for the staff to work together collaboratively? 

What do I do in my building to foster trust among the staff?  (Also … consider the opposite 

question – are there things you do that increase distrust?) 

How do I ensure that teachers are reflecting on their work? 

Do the symbols and signs at my school reflect the celebratory nature of a professional learning 

community? 
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OPC Series: The Principal as Instructional Leader in Literacy 

 

Literacy – the ability of an individual to read, comprehend, make connections and respond to text 

– is a primary responsibility of all schools. Literacy instruction nowadays is analyzed, measured, 

and evaluated on a regular basis. Schools and school principals are judged on the strength of 

student performance in this critical area.   

 

In this book study you will read “The Principal as Instructional Leader in Literacy” and discuss 

with your mentor the issues raised by the book. To guide you the study has been divided into 5 

parts, corresponding to pairs of chapters. You will be asked to read the text and consider some 

key questions. The questions are designed to connect the subject matter to your own practice and 

to assist in your conversations with your mentor. 

 

The book study can be completed in 12 hours, but the resulting discussion may take longer. 

 

A. Read Chapters 1 and 2 

 

1. Explain how the balanced literacy approach differs from past practices. As the 

instructional leader of the school, what significant advantages (if any) do you think this 

approach offers? 

 

2. The balanced literacy approach is described in detail in the book  

 

o In text form pp 22-25 

o As a metaphor in fig. 2.3 

o As the “four blocks” model in fig. 2.4 

 

Use any of these to select the two areas in which your primary teachers excel. How do 

you know? 
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Select two areas of weakness in your primary teachers knowledge or practice. What will 

you do about these? 

 

3. Examine the characteristics of a balanced literacy classroom found in fig. 2.5. Select the 

three elements that you believe are most critical to improving literacy. Be prepared to 

defend your choice. 

 

B. Read Chapters 3 and 4 

 

4. The text refers to “research based interventions” in literacy development. What does that 

mean? Why is it important? Give an example of a research based intervention. 

5. Consider fig. 3.4. As the principal you are expected to be able to guide your teachers 

towards the ideal. As you go through the list of the characteristics of a differentiated 

classroom, decide how you would identify each one in your own teacher’s rooms. 

 

6. The leader’s beliefs are critical to success. Consider fig. 4.2. Rank the list of beliefs from 

most important to least important. For your most important belief – How well is this 

reflected in the approaches and attitudes of your teachers? How can those attitudes be 

changed if that is what’s required? 

 

C. Read Chapters 5 and 6 

 

7. As a school develops and moves forward with a literacy plan, to which individuals should 

a principal give the most time, energy and resources? Why? 

 

8. Describe the principal’s actions in a literate school. 

 

9. Fig. 5.7 is an example of one goal in a literacy plan. Keeping in mind the characteristics of 

SMART goals, devise one of your own. 
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10. Give 2 examples each of contributing and inhibiting factors that might affect community 

involvement in a school like yours. 

 

D. Read Chapters 7 and 8 

 

11. What inhibits shared leadership in a school? 

 

12. Describe the role of the literacy coach in your school. Are you satisfied with it? How 

would you improve it? 

 

13. “Teams need a purpose.” What literacy issue does your school face that would justify the 

establishment and management of a team? 

 

E. Read Chapters 9 and 10 

 

14. Describe the Downey and Fase “Walking About the School” strategy. 

 

15. How does your school literacy plan align with your teacher evaluation process? 

 

16. When you consider the issue of organizing collective teacher planning time in your 

school, which of the text’s suggestions is the most appropriate? How would you need to 

modify it to make it work? 
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Appendix E: Relationship Assessment  

P/VP Mentoring: Mentor Template  
 

  
Click on the "New Pg" button to add a new item on a new first page.  

 

  

  
[No Title Entered]  

 

 

  

      

  

 

   Dear Mentors and Mentees, 
Many thanks for taking the time to complete this survey.  
You are unable to logout and return to the same item later. Please make sure you 
have enough time to complete the survey. 

Again, many thanks. 
Andy 

 

 

  

     

  

 

1.  What is your name? 

    
 

 

  

     

  
Click on the "Insert" button to add an item here. 

Click on the "New Pg" button to add an item here on a new page.  
 

  
 

  

  

  
[No Title Entered]  

 

 

  

      

  

 

2.  How many meetings have taken place? 

   -- None --
 

 

 

  

     

  
 

3.  Approximately how many face-to-face contact hours have taken place? 

   -- None --
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4.  Approximately how many emails have been exchanged? 

   -- None --
 

 

 

  

     

  

 

5.  Approximately how many emails have been exchanged? 

   -- None --
 

 

 

  

     

  

 

6.  Approximately how many telephone calls have taken place? 

   -- None --
 

 

 

  

     

  
Click on the "Insert" button to add an item here. 

Click on the "New Pg" button to add an item here on a new page.  
 

  
 

  

  

  
[No Title Entered]  

 

 

  

      

  

 

7
.  

My mentee reflects on personal needs (1 for low and 5 for high). 

   
    1   2   3   4   5 

Personal Reflection                
 

 

 

  

     

  
 

8
.  

My mentee prepares for each meeting (1 low and 5 high). 

       1   2   3   4   5   
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Preparation                
 

  

     

  

 

9
.  

My mentee initiates contact with me (1 low and 5 high). 

   
    1   2   3   4   5 

Initiates Contact                
 

 

 

  

     

  
Click on the "Insert" button to add an item here. 

Click on the "New Pg" button to add an item here on a new page.  
 

  
 

  

  

  
[No Title Entered]  

 

 

  

      

  

 10
.  

How is the relationship developing? (1 for low and 5 for high) 

   

    1   2   3   4   5 

Focus on learning                

A plan provides focus                
Adequate time and 
frequency                

Evidence of reflection                

Level of trust                

Level of confidentiality                

Mentee's commitment                
Clear purpose and 
direction                

Effective 
communication                

 

 

 

  

     

  
Click on the "Insert" button to add an item here. 
Click on the "New Pg" button to add an item here on a new page.  

 

  
 

  

  

  [No Title Entered]    
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11
.  

Overall, how beneficial is the mentoring relationship to the mentee? 

   
    1   2   3   4   5 

Beneficial to mentee                
 

 

 

  

     

  

 

12

.  
Overall, how beneficial is the mentoring to you? 

   
    1   2   3   4   5 

Beneficial to mentor                
 

 

 

  

     

  

 

13.  Would you like to meet as a group of mentors? Would you like to participate in a 
teleconference with other mentors? Would you like further training? 

   

 
 

 

  

     

  
Click on the "Insert" button to add an item here. 
Click on the "New Pg" button to add an item here on a new page   

 

P/VP Mentoring: Mentor Template  
 

  
Click on the "New Pg" button to add a new item on a new first page.  

 

  

  
[No Title Entered]  

 

 

  

      

  

 

   Dear Mentors and Mentees, 
Many thanks for taking the time to complete this survey.  

You are unable to logout and return to the same item later. Please make sure you 
have enough time to complete the survey. 
Again, many thanks. 
Andy 

 

 

  

     

   

1.  What is your name?   
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Click on the "Insert" button to add an item here. 

Click on the "New Pg" button to add an item here on a new page.  
 

  
 

  

  

  
[No Title Entered]  

 

 

  

      

  

 

2.  How many meetings have taken place? 

   -- None --
 

 

 

  

     

  

 

3.  Approximately how many face-to-face contact hours have taken place? 

   -- None --
 

 

 

  

     

  

 

4.  Approximately how many emails have been exchanged? 

   -- None --
 

 

 

  

     

  

 

5.  Approximately how many emails have been exchanged? 

   -- None --
 

 

 

  

     

   

6.  Approximately how many telephone calls have taken place?   
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   -- None --
 

 

 

     

  
Click on the "Insert" button to add an item here. 

Click on the "New Pg" button to add an item here on a new page.  
 

  
 

  

  

  
[No Title Entered]  

 

 

  

      

  

 

7
.  

My mentee reflects on personal needs (1 for low and 5 for high). 

   
    1   2   3   4   5 

Personal Reflection                
 

 

 

  

     

  

 

8
.  

My mentee prepares for each meeting (1 low and 5 high). 

   
    1   2   3   4   5 

Preparation                
 

 

 

  

     

  

 

9
.  

My mentee initiates contact with me (1 low and 5 high). 

   
    1   2   3   4   5 

Initiates Contact                
 

 

 

  

     

  
Click on the "Insert" button to add an item here. 

Click on the "New Pg" button to add an item here on a new page.  
 

  
 

  

  

  
[No Title Entered]  
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 10
.  

How is the relationship developing? (1 for low and 5 for high) 

   

    1   2   3   4   5 

Focus on learning                

A plan provides focus                
Adequate time and 
frequency                

Evidence of reflection                

Level of trust                

Level of confidentiality                

Mentee's commitment                
Clear purpose and 
direction                

Effective 

communication                
 

 

 

  

     

  
Click on the "Insert" button to add an item here. 
Click on the "New Pg" button to add an item here on a new page.  

 

  
 

  

  

  
[No Title Entered]  

 

 

  

      

  

 

11
.  

Overall, how beneficial is the mentoring relationship to the mentee? 

   
    1   2   3   4   5 

Beneficial to mentee                
 

 

 

  

     

  

 

12
.  

Overall, how beneficial is the mentoring to you? 

   
    1   2   3   4   5 

Beneficial to mentor                
 

 

 

  

     

  

 

13.  Would you like to meet as a group of mentors? Would you like to participate in a 

teleconference with other mentors? Would you like further training? 
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Click on the "Insert" button to add an item here. 
Click on the "New Pg" button to add an item here on a new page   
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