
       

 

Spring and Summer Planning Checklist 

This checklist suggests steps to take after the placement is confirmed but before you report to school in the fall. 

PLEASE KEEP THIS FORM FOR YOUR RECORDS. 

Before you leave for the summer: Notes 
___ Discuss how you would like to work together and how your respective 
ideas can be accommodated. 

 

___ Review a lesson plan that you prepared and taught during the senior year. 
Explain the ideas about planning that you have been studying, and the aspects 
of a teacher’s planning practices that you still need to learn. Discuss how you 
might approach unit and lesson planning:  when and how you will get guidance 
and resources from your mentor before and after preparing a draft plan, a 
timeline for preparing a draft and sharing with your mentor before teaching, 
the format you will use to do your everyday planning, etc. 
___ Get a copy of the district’s subject-specific curriculum objectives, course 
descriptions, or pacing guides for the courses you will be teaching. 
___ If possible, get copies of textbooks or other key materials that your mentor 
will be using early in the fall semester, so that you can study them over the 
summer. 
___ If possible, get a copy of the teacher evaluation tool in use in your district. 

___ Use the attached Planning Grid to make a rough sketch of the subjects and 
topics that your mentor will be teaching in the first 10-12 weeks of the year. If 
that cannot be done at this time, decide on a time that this will be completed 
(should be no later than the first week of school).  
___ Share some ideas and strategies you have been discussing in your 
classroom for meeting the needs of students with a range of learning needs, 
and the aspects of a teacher’s practices for working with students with a range 
of learning needs that you still need to learn. Ask your mentor teacher to share 
information about the range of learning needs that students in your classes 
might have.   
___ Share some ideas you have for using information about the community to 
meet students’ learning needs, and the aspects of a teacher’s practices for 
working with families and communities that you still need to learn. Ask your 
mentor to share information about the community surrounding the school, and 
how they use that information to meet the needs of their students.   
___ Share some ideas you have learned about classroom management, and the 
aspects of a teacher’s management strategies that you still need to learn. Ask 
your mentor to talk about his/her approach to classroom management.   
___ Tentatively, select a course that will serve as your “focus class” during the 
internship year. See the Internship Guide for additional information about the 
structure of the intern’s lead teaching load during the internship year. You 
might also wish to begin discussions at this point about which class period 
(“hour”) will serve as the focus class. 
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___ Review the date of the New Teacher Orientation for your district and the 
first day that teachers must report. Review the date and location of Opening 
Day for interns in your area. The Opening Day is required for all interns. 
Mentors should attend also, whenever possible. 

 

___ Review both intern’s and mentor’s summer contact information and make 
plans for when you will first see each other in the fall. 
___ Discuss any other tasks the mentor would suggest in order for the two of 
you to be well prepared to start school in the fall. 
Before you begin work in the fall: Notes 
___ By August 1, call your mentor to confirm when you should first report to 
school for the New Teacher Orientation and beginning-of-the-year meetings. 
Review dates, times and locations for The Opening Day in your area, checking 
the Secondary TP Team Google calendar for any last-minute information about 
this event. 

 

___ Revisit the discussion of the focus class that you had in the spring. Make a 
tentative list with your mentor of the duties you will take on in your focus 
class, and in the other classes, during September and plan to discuss these with 
your field instructor during the initial conference. Begin thinking about what 
other courses and class periods the intern will teach during the lead teaching 
period in the spring. 
___ Consult the revised Internship Guide on the Secondary Team website. In 
particular, note the responsibilities of field instructors and the expectations for 
the focus class “binder”.  An updated calendar can always be found on the 
Secondary TP Team Google calendar. 
___ Carefully tour the classroom with your mentor and find out what 
everything is and why it is where it is. 
___ Make a plan for your use of technology in your district. Interns should NOT 
plan to use their mentor teacher’s email and should not be supplied with 
mentors’ passwords. Mentors can help interns work with district IT to acquire 
appropriate login information and access.   
___ Discuss with your mentor how you will introduce yourself to students on 
the first day. 
___ Bring your completed checklists and notes to your initial conference with 
your field instructor. See the Internship Guide for more information about this 
meeting. 
 

Questions for our field instructor:  


