ECF MENTOR SUGGESTED AUTUMN HALF-TERM CHECKLIST 

	Date
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	Things to do
	Completed

	Before the start of term
	Complete usual staff induction processes within your school. 

	

	Wb 18th Sept
	Make sure ECTs have agreed a time to meet each week for your mentor meeting.
	

	Wb 18th Sept
	Have your first mentor meeting and discuss any targets from last term. 
	

	Wb 18th Sept
	Confirm with the induction tutor that you and your ECT(s) have received the Welcome bulletin and the bulletin for the w/c 18th Sept. If not, this will be due to incomplete registration, so please contact Kate du Toit, the Year 1 administrator, on k.dutoit@xaviercet.org.uk 
Look at the bulletin with your ECT and ensure they feel prepared for the week ahead.
	

	Wb 18th Sept
	Check all ECTs have accessed the Xavier secure ECF Member Area of our website, Xavier Teaching School Hub - Secure Area (xaviercet.org.uk) Username xavierecf@xavier.org.uk password Xaviertsh (case sensitive).
	

	Wb 18th Sept
	Check ECTs have watched their induction videos and check that they are aware of location, dates and times their seminar dates for the term ahead.
	

	Wb 25th Sept
	Log into the mentor section of the Xavier secure member area, and watch the mentor ‘meet and greet’, if you were unable to attend the training.
	

	Wb 25th Sept
	If your ECT(s) have access to Brightspace, log in with them and navigate through the new modules with them.
	

	Wb 25th Sept
	Ensure that your ECT attends their Module 1 Seminar 1 training and completes the seminar evaluation.
	

	Wb 2nd Oct
	Encourage your ECTs to go and seek out opportunities to see other people teach and observe good practice.
	

	Before half-term
	Save the date for the next mentor training: 
Year 1 mentors w/c 20th November (dates and logins to be released in the bulletin two weeks before)
The next Year 2 training session is not until the Spring term. 
Recordings of the first Year 2 training session can be found on the ECF Member Area.
	

	Each week
	As part of your mentor meeting each week, look at that week’s bulletin with your ECT and ensure that any action points are completed.
	



