SUPERVISORY DUTIES 2015
GENERAL POINTS

1. Pick up the turquoise blue MENTOR BINDER from Ang Thompson’s Mailbox:

· This binder has the student Mentoring Teams List, supervisor’s list of duties, and student medical information and emergency contacts.
2. Students should know which school they are to get off at (you may need your list to verify for students) 
3. The bus will always be with the supervising teacher throughout the morning

4. Supervisors spend time at each school, and are always on the bus when students are being transported

5. Please take attendance at all points (departures, drop-offs, pick-ups)

6. Return binder to Ang Thompson’s mailbox.
7. Any questions, see Ang in room 236 with any questions or concerns.
      (or text her with any questions or concerns – (780) 907-9183

PROCEDURES:

· Call Adele Macbeth to book a sub for the morning (780-459-6867)

· Upon return fill in sub form, and let Donna know that it was for the IB Mentoring Program

· Departure preparation:

· Please meet mentors at 8:15 am in front foyer
· Check attendance (orange sheets) according to the list provided.  (Circle Names)
· On occasion a student will be substituting for another group member and will notify you of this.  If so, check their name on the sheet
· If a student(s) is missing, notify Donna or Kendra, as another student from that group of 3 will be summoned to attend.  (Donna/Kendra will check timetables)
It is imperative that one student from each group of 3 goes mentoring.  (Otherwise the two littles will be really disappointed when they don’t get a mentoring experience that day.  We want to avoid that)

· Once you have taken and updated attendance, make a photo copy and leave on Kendra’s desk prior to departure.  (Keep original in binder)
· Send students to bus as soon as it arrives (around 8:35 ish am)
· Bus goes to Overlander School for first drop off
· Arrivals/Departures at Elementary School(s) 
· At Overlander School, accompany the students (1/2 of the group) into the building and hand off students to BGCBBBS (Boys and Girls Club Big Brothers Big Sisters) MRP – the bus will wait for you

· Get back on the bus and accompany the second group to Homesteader School

· Escort students in and spend time at the school with this group (the bus will wait for you)

· At approximately 9:50 am, get back on bus and go back to Overlander School

· Spend time there and board bus with students at 11:00 AM for return trip

· Go to Homesteader School to pick up remaining group of students

· Arrive back at BCHS during FLEX at 11:45 am
HOPE YOU ENJOY YOUR MORNING!!!!!
