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MENTOR & MENTEE LOG 
INSTRUCTIONS FOR MENTOR/MENTEE/CENTRAL ADMINISTRATION 
Mentor & Mentee Log Submissions in MLP are done AFTER the mentoring has been completed.
Mentor
1. Upload the hard copy of the log you have been keeping to the File Library of MLP. Be sure all signatures have been obtained.
2. Upload your completed Authorization to Compensate form to the File Library of MLP. Be sure all building level signatures have been obtained.
3. Complete the MENTOR Log Submission form in MLP & attach both the Log & the Authorization to Compensate documents that you uploaded to the File Library.
4. Submit. It will route to:

First, the appropriate building principal
Next, the appropriate Elementary or Secondary Asst. Superintendent 
Then, the secretary to the appropriate Asst. Superintendent
Last, the secretary in Human Resources

5. When received by secretary, the uploaded LOG, the uploaded Authorization to Compensate form and the Mentor Log Submission form itself (reflecting the electronic approvals) will be printed.
6. An original signature from the appropriate Asst. Superintendent will be obtained on the Authorization to Compensate form.
7. The secretary will send to Payroll:

a) The Authorization to Compensate form w/ the original signature 

b) The log that was uploaded
c) The Mentor Log Submission form showing all the electronic approvals
d) The document that previously went through a Board Agenda permitting the person to mentor.





 --- AND ---
8. Secretary will now electronically approve the Mentor Log Submission form in MLP and it will route to the last person, the HR secretary.

9. HR secretary will approve it and report the mentoring to TEACH on the mentor’s behalf. 

10. The Mentor Log Submission activity now appears in the mentor’s portfolio because it has a completed status.  This will now permit the hours for such mentoring to be reported to TEACH if the mentor holds a professional certification.
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Mentee
1. Upload the hard copy of the log you have been keeping to the File Library of MLP. Be sure all signatures have been obtained.

2. Complete the MENTEE Log Submission form in MLP & attach the log document that you uploaded to the File Library.
3. Submit.  It will route to:

1. First, the appropriate building principal

2. Next, the appropriate Elementary or Secondary Asst. Superintendent 

3. Last, the secretary in Human Resources

4. HR secretary will verify that the Mentor for the Mentee has been fully approved in MLP.
Upon that verification, secretary will approve the Mentee.  A Mentee Log cannot be approved until that person’s Mentor has been completely approved first.

Most often, mentees are new teachers and would not yet have a professional certification for which hours need to be tracked because you need to be mentored before the state issues a professional certificate. HOWEVER, if there could be a situation where someone being mentored does have a professional certificate already, remember it must be fully approved and in a completed status in order for the hours to be included on the TEACH report for that school year.

K.Koslow
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