First Mentor Meeting
1) Mr. Foster will help you choose a mentor

2) Draft an email to the mentor. Use your armadanow.net email account through gmail. This email serves many functions:

a. Thank the mentor for being involved in the teacher cadet program

b. Briefly introduces yourself (1-5 sentences) by explaining that you are the Teacher Cadet assigned to him/her. Then, explain how serious you are about becoming a teacher. Also, maybe mention how you have/do enjoy(ed) his/her class. 

c. Professionally request him/her to provide dates that work for him/her to have the first mentor meeting

d. Explain that at the first meeting you will bring the teacher cadet code of conduct and final evaluation form; you will establish the dates that you will observe; and you will establish the date for the final meeting. 

e. Thank the mentor again for being a mentor.   

3) Bring it to Mr. Foster for editing and approval; send email and reply professionally. 

4) Dress respectfully for the first meeting. Jeans and T-shirt is not OK for this meeting, but you don’t need a shirt/tie or dress. Something in the middle that says, “I am taking this seriously” is fine.
5) Throughout the entire meeting, start the meeting with a smile and firm handshake, be extra polite and professional, and express enthusiasm for the opportunity.  

6) Bring the code of conduct and the final evaluation form. Get this either from Mr. Foster in class or from armadafoster.weebly.com Make sure your mentor has read (or knows) both of these documents before you leave this meeting.
a. Code of conduct = For the first three paragraphs, either read through it with your mentor, have them read it on their own, or highlight key points of the form for the mentor. Then, fill out the rest of the form with your mentor and bring it to Mr. Foster the day after this meeting. 
b. Final evaluation form = Provide the mentor with a copy of this form. Tell them that they need to give it to Mr. Foster at the end of the observing process either through school mail or digitally through email. Tell them that if they lose it, or want to complete it digitally, it is at armadafoster.weebly.com

7) Throughout the meeting emphasize that you are there to metaphorically “take pictures,” then make logical insights about what you saw in a humble manner, then report to Mr. Foster and the mentor what you saw. 

8) Prompt the mentor to ask any questions of clarification. Either answer the questions thoroughly or tell the mentor that he/she can email Mr. Foster at afoster@armadaschools.org.

9) Thank the mentor for the meeting and end the meeting with the same smile and firm handshake with which you started the meeting. 
10) Bring the code of conduct form to Mr. Foster to turn in and discuss how this first meeting went. 

11) One or two days before you go your mentor for a meeting or observation, send your mentor an email reminder. This is a professional courtesy; do this every time you go to meet your mentor. 

