Polk County Schools 

Professional Education Competence Documentation Program (PEC)

Support Team Checklist/Timeline
2010-2011
Teacher_________________________ School ________________________________
Hire/Selection Date _______________________ Mentor Teacher_________________

I. District-based Orientation and Training—first available sessions after hire date

	DATE COMPLETED
	INITIALS
	ACTIVITY

	
	
	New Employee Orientation (on blackboard as applicable)

	
	
	Teacher Induction Program Seminar (TIPS)

	
	
	TIPS Follow-up-Seven Simple Secrets (Reflections due to PD staff by 180th day)


II. School-Based Orientation and Planning—within 20 working days
	DATE COMPLETED
	INITIALS
	ACTIVITY

	
	
	School-Based Orientation

	
	
	Review PEC process and establish portfolio expectations

	
	
	Establish tentative timeline

	
	
	Assign AIF/Mentor Teacher & set meeting schedule as  appropriate

	
	
	Email Mentoring Teacher Assignment form to Marilyn Hunt in Professional Development


III. Screening Observation (QPOI)—within 30 working days
	DATE COMPLETED
	INITIALS
	ACTIVITY

	
	
	Pre-Observation Conference

	
	
	Observation (place copy in portfolio)

	
	
	Post-Observation Conference 


IV. Develop Teacher Action Research Goals and Educational Timeline (TARGET)

(Developed on Data Day, September 20th)
	DATE COMPLETED
	INITIALS
	ACTIVITY

	
	
	TARGET Conference/Discuss goals & strategies

	
	
	Complete first three sections of TARGET on Data Day (Sept. 20th)


Continued on page 2
Support Team Checklist (continued from page 1)
V. Initial Formative Assessment (QPSA)—within 90 student contact days
	DATE COMPLETED
	INITIALS
	ACTIVITY

	
	
	Assessment Rating Process

	
	
	Conference


VI.  Second Formative Observation (QPOI)—within 120 student contact days

	DATE COMPLETED
	INITIALS
	ACTIVITY

	
	
	Pre-Observation Conference

	
	
	Observation (place copy in portfolio)

	
	
	Post-Observation Conference 


VII. Summative Assessment (QPSA) –within 180 student contact days
	DATE COMPLETED
	INITIALS
	ACTIVITY

	
	
	Conduct Assessment Conference

	
	
	Complete Accomplished Practices Checklist

	
	
	Complete PEC Annual Completion Form 

	
	
	Sign Mentor Supplement Sheet

	
	
	Return completed stapled forms to HRS [Support Team Checklist, Accomplished Practices Checklist, and PEC Annual Completion Form]


*Upon completion, please send to District Certification Office Route E
**Year end payment spreadsheet from HRS will follow at a later date to verify mentor supplement
HRD

Human Resource Development Department
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