
	
	
	

	
	
	

	

wctp.olemiss.edu	
Mentor	Handbook	

2021	
	
	
	
	
	
	



	

My	Passwords	and	Login	Information	 (Record	your	information	here)	

	
			At	the	Start	of	the	Fall	Semester	
	
	
	
	
	

	 Read	and	Sign	Contract,	Complete	W9	only	if	you	are	a	new	mentor,	have	a	
name	change,	or	have	moved	to	a	new	address	

	 Mentor	Training:		Attend	or	Watch	Mentor	Training	Videos	and	submit	
assignment	(REQUIRED)	Login	to	WCTP	601,	watch	the	introductory	videos.	

	 Contact	ALL	candidates	the	week	you	receive	their	information.	Request	
that	they	have	printed	copies	of	the	following:	Their	Standards,	
Component(s),	Guide	to	National	Board	Certification,	General	Portfolio	
Instructions,	and	the	Scoring	Guide,	WCTP	601	At	a	Glance	(available	in	
WCTP	601),	and	National	Board	Certification	Survival	guide.	There	is	a	
sample	email	provided	on	the	WCTP	mentor’s	page.	
	
	
sample	email	provided	

	 Communication:	Provide	an	email	to	all	candidates.	
The	WCTP	uses	Remind.	If	you	have	not	received	a	text,	contact	the	WCTP.	

	 	Send	a	copy	of	your	meeting	schedule	to	the	WCTP	as	soon	as	possible.	

	 First	Meeting:	Go	over	National	Board	Certification	Guide,	the	writing	
sample	in	The	General	Portfolio	Instructions,	help	all	candidates	sign	up	for	
their	ATLAS	account,	tour	WCTP	601.	

	
			Need	to	Know:	Throughout	the	Semester	

	 All	mentors	will/may	service	Face-to-Face	and	online	candidates	if	the	need	
exists	

	 Complete	the	WCTP	Attendance	Sheets	(This	is	required	by	procurement	in	
order	to	receive	payment).	

	 Face-to-Face	mentors	must	hold	6	meetings	in	the	fall	and	8	in	the	spring.	

	 Use	WCTP	601	

	 Make	other	teachers	aware	of	the	certification	process	by	directing	them	to	
the	WCTP	website	and	the	interactive	graphic	

						
			At	the	End	of	the	Semester	

	 Email	attendance	sheets	to	the	WCTP	as	soon	as	possible	once	the	fall	and	
spring	mentoring	sessions	conclude.	(Required	for	payment	to	be	issued)	

	 Remind	continuing	candidates	to	complete	a	new	application	for	the	WCTP.	
Application	is	available	on	WCTP	website	

	 Candidates	and	Mentors	should	complete	Exit	Survey	at	the	end	of	the	year	
in	May.	Link	is	on	WCTP	website	

Mentor	Checklist	



	
Site	 Username	 Password	
www.wctp.olemiss.edu/Mentoring/Mentors	
																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																																

No	Username	 wctp1848	
ATLAS	 	 	
WCTP	601	 	 Changes	every	90	days	

	
Communication:	
The	WCTP	uses	Remind	as	its	primary	source	of	communication	with	mentors.	Please,	make	sure	you	
have	been	enrolled.	
	
Required	Meetings/Meeting	Time	
	
Each	mentor	should	complete	the	required	number	of	fall	and	spring	semester	hours.		
	
Fall/Six	Meetings	(2	hours)	or	12	(1	hour)	meetings	
September	 (2)	
October	 (2)	
November	 (2)	
	
Mentoring	will	start	the	second	Tuesday/Second	week	in	September.	

	
*	Attendance	sheets	should	be	submitted	to	the	WCTP	by	December	1		
to	ensure	payment	 is	received	before	Christmas.	Mentors	who	submitted	attendance	
documentation	after	 December	1	are	not	guaranteed	payment	prior	to	Christmas.	

	
Spring/Eight	Meetings	(2	hours)	or	16	(1-hour	meetings)	
	
January	 (1)	
February	(2)	
March	(2)	
April	(2)	
May	(1)	This	meeting	should	address	electronic	submission.	
	
Mentoring	will	start	back	the	third	Tuesday/third	week	in	January.	

	
In	order	to	receive	full	mentor	pay,	you	must	hold	the	set	amount	of	meetings	

• If	a	conflict	arises,	please	reschedule.		
• If	you	physically	go	 to	meet	and	no	one	comes,	you	may	document	 that	and	count	that	

meeting.	Unattended	meetings	are	not	expected	 to	be	 rescheduled.	You	may	only	do	this	
once.	

• In	the	 case	of	severe	weather	threats,	please	reschedule.	There	will	be	no	scheduled	
meetings	in	 December.	Hold	meetings	each	month.		

• Email	correspondence	does	not	count	as	a	meeting.	
	
	
	
	



Documenting	Attendance	
	

• Mentors	must	submit	the	attendance	forms	provided	by	the	WCTP.		
• The	forms	can	be	found	on	the	WCTP	website	under	Mentors.	The	password	is	wctp1848.	
• All	attendance	forms	must	be	emailed.	Do	not	send	a	screen	shot



	

Mentoring	Face-to-Face	Attendance	

Use	the	provided	sign	in	sheet	to	track	candidate	attendance	at	the	meetings.	This	sheet	is	available	
on	the	WCTP	website	under	Mentoring/Mentors	(password	wctp1848).	The	samesheet	will	
reflect	fall	and	spring	attendance.	Please,	only	submit	the	single	time	sheet.		

Phone	conversations	and	emails	cannot	be	documented	as	a	replacement	for	meetings.	If	a	candidate	is	
unwilling	to	attend	any	meetings,	which	includes	Zoom,	we	will	not	be	able	to	serve.	Please,	contact	
me.	
	
The	attendance	sheet	is	necessary	to	be	turned	in	to	receive	mentor	pay	and	for	the	obtainment	of	CEUs	
and	must	be	done	by	semester.	
	
The	Office	of	Procurement	at	the	University	of	Mississippi	also	requires	written	proof	that	online	Mentors	
have	invested	time	working	with	online	candidates	in	order	to	issue	payment	for	services.	The	following	
documents	 will	be	submitted	to	the	WCTP	at	the	end	of	each	semester	for	online	candidates.	
	
ALL	our	mentoring	is	Face-to-Face,	which	includes	Zoom.	Online	mentors	are	no	longer	required	to	have	
candidates	complete	the	WCTP	601	assignments	due	to	the	use	of	Zoom.	However,	ANY	mentor	is	welcome	
to	use	the	assignments.	
	
The	University	of	Mississippi	replaced	the	World	Class	Teaching	 Program’s	MOU	with	a	
Consulting	Agreement.	A	contract	will	be	supplied	to	all	mentors	each	fall.	Retired	mentors	
will	be	asked	to	complete	an	additional	form	for	PERS.	
	
	

CONTRACTUAL SERVICES in CONSULTING AGREEMENT 
 
 

SCOPE OF WORK 
 

CONSULTANT  shall: 
 

a) Meet	regularly	with	and	provide	support	to	my	assigned	candidate	or	group	of	candidates	
from	September	until	all	candidates	have	submitted	their	portfolios	(component)	in	May.	(See	
Mentor’s	Responsibilities	in	Mentor	Handbook)	

	
b) Provide	a	meeting	schedule,	which	includes	meeting	dates,	times	and	locations	to	my	

candidates	and	to	the	WCTP	within	two	weeks	of	the	first	meeting.	
	

c) Document	all	meetings	by	providing	an	attendance	sheet	by	the	end	of	November	and	after	my	
last	 meeting	 in	 May.	 An	 attendance	 sheet	 will	 be	 emailed	 to	 the	WCTP	 at	 the	 end	 of	 each	
semester.	

	
d) Provide	mentoring	for	all	four	components,	utilize	WCTP	601,	and	provide	

mentoring	for	all	candidates	on	my	list	including	WCTP	601	candidates.	
	

e) Complete	the	mentor	training.	
	

f)			Abide	by	the	rules	set	forth	by	the	National	Board	concerning	ATLAS	use.	I	will	not	allow	
candidates	to	download,	record,	or	screen	shot	the	information.		

	



Please,	Note	
	

• All	Face-to-Face	mentors	could	have	a	combination	of	Face-to-Face	and	online	candidates.		
• Because	of	the	nature	of	mentoring,	if	you	are	unable	to	mentor,	please,	let	the	WCTP	know	 in	

the	spring.	If	you	sign	a	contract	and	are	assigned	candidates,	you	will	be	expected	to	 fulfill	
your	obligations.	

	
Providing	Feedback	to	Candidates	
	

• All	mentors	are	expected	to	respond	to	candidates	within	7	to	10	days	
• Should	mentors	have	an	emergency	and	are	unable	to	do	so,	please,	contact	the	WCTP,	and	we	

will	notify	your	candidates	for	you.	
	
How	to	Provide	Candidate	Support	

• Provide	meaningful	and	constructive	feedback	
• Bring	something	to	every	mentor	meeting.	Mentor	meetings	are	not	just	Q	&	A	sessions	
• Visit	the	Mentor	page	on	the	WCTP	website	for	an	example	Mentoring	Schedule	provided	by	

Susan	Martin.	
• Use	WCTP	601.	It	was	created	for	mentors!	Work	your	way	through	a	component	with	your	

candidates.	
• Use	the	WCTP	601	Feedback	Forms	(See	sample	below)	

	
Feedback	Examples	Using	WCTP	601	Feedback	Forms	
	
	
	

	
	
	



	
	

	
	
	
	
	
	
	



	
	
	
	

	
	
	
	
	
	
	



	
How	to	Provide	Feedback	Electronically	
How	to	Video	is	available	on	Mentor’s	page	on	WCTP	website	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
							



							
Electronic	Feedback	Example	
	
	

	
	
	
	
	
	
	
	



	
	

	
WCTP	Participation	Terms	

	
*Due	to	the	NEW	National	Board	Account	System,	the	Pay	as	You	Go,		

is	temporarily	not	available.	
	

	

	
	

	
	
	
	
	
	
	
	
	
	

WCTP	Policy	
	

• No	candidates:	new,	continuing,	or	advanced,	can	receive	any	sort	of	candidate	support	
or	attend	a	mentoring	session	until	the	WCTP	Participation	Terms	have	been	met.		

													(This	requirement	is	due	to	funding	changes	made	at	MDE).	
• Should	a	candidate	enroll	in	an	additional	WCTP	after	having	electronically	signed	the	

University	of	Mississippi’s	application	saying	they	would	not	do	so,	the	candidate	will	be	
dismissed	from	the	University	of	Mississippi’s	WCTP	due	to	unethical	conduct.	

IMPORTANT:	Mentors	should	encourage	all	continuing	candidates	to	
complete	the	application	and	terms	prior	to	the	start	of	mentoring.	
	
The	WCTP	application	is	online	only.	
	
Candidate	support	at	The	University	of	Mississippi	is	still	FREE!	
	



	
Online	Application	
	
	
	

	



	
	
Miscellaneous	
	

Mentor	Class	Size	
• 7	to	10	candidates	
• Candidates	and	mentors	can	earn	CEUs	for	mentoring.	Directions	are	on	WCTP	website,	lower	

right-hand	side	of	screen.	CEUs	can	be	purchased	up	to	six	months	after	the	event.	CEUs	are	
distributed	by	the	North	Mississippi	Education	Consortium.	

	
Super	Saturday		
Super	Saturday	takes	place	EACH	spring	at	the	Jackson	Avenue	Center	in	Oxford.	This	half-day	mini-
conference	should	be	attended	by	ALL	candidates.	The	conference	helps	prepare	candidates	for	the	
assessment	center	and	final	submission.	Super	Saturday	is	also	open	to	teachers	interested	in	pursuing	
National	Board	Certification.	Mentors	are	not	required	to	attend	but	are	encouraged.	Breakfast	is	
provided.	Registration	is	FREE	and	online	at	the	WCTP	website/Workshops.	For	the	last	two	years	due	
to	COVID,	this	event	has	been	recorded	and	placed	in	WCTP	601.	
	
Pinning	Ceremony	
The	annual	Pinning	Ceremony	immediately	follows	Super	Saturday	each	year.	The	event	lasts	
approximately	an	hour.	The	WCTP	only	pins	candidates	that	certified	that	year.		Families	are	invited.	
Cake	is	provided	and	pictures	are	made.	It	is	a	special	time	to	honor	our	new	NBCTs!	Registration	is	
FREE	and	online	at	the	WCTP	website/Workshops.	This	was	a	Come	&	Go	event	last	year	due	to	COVID.	
	
Summer	Standard	Workshops		

• Face	to	Face	-	Workshops	are	held	each	summer	in	Grenada,	Oxford,	Tupelo,	Southaven,	and	
Madison.	Workshops	range	from	a	one-day	overview	(.5	CEUs),	2	days	(1.0	CEUs)	The	
description,	location,	and	registration	is	on	the	WCTP	website/Workshops.		There	are	
registration	fees	involved	for	the	materials:	One	Day-$25,	2	Day-$50.	

• Google	Classroom	–	This	is	self-paced	and	an	in-depth	look	at	the	National	Board	process.	It	is	
available	for	FREE	and	available	on	our	WCTP	website	under	the	“Workshop	“tab.	

• Summer	Online	Bootcamp	–	This	will	be	an	annual	event	and	is	also	FREE.	It	is	a	two-day	Zoom	
conference.	You	can	access	the	previous	bootcamp	recordings	on	the	WCTP	website	under	the	
“Workshops”	tab.	CEUs	are	available.	

	
	
Mentors	are	welcome	to	attend	for	free	and	can	purchase	CEUs.	
	
Fall	and	Winter	Interest	Workshops	
These	workshops	are	for	teachers	that	missed	attending	the	summer	workshop	or	are	starting	the	
process	in	January.		Meetings	are	held	at	Insight	Park	on	the	Ole	Miss	Campus	on	Saturdays.	There	is	no	
fee	for	these	workshops.	They	are	held	in	August	and	January	if	Covid	permits.	
	
	
	
	
	
	
	
	
	
	



CHECK	List	
	

Important	Things	Mentors	Should	Know	
	

¾ Candidates	and	mentors	can	earn	CEUs.	CEU	link	is	available	on	WCTP	website	
	
¾ After	the	event	(fall/spring	mentoring),	there	is	a	six-month	window	to	purchase	CEUs	from	the	

Consortium.	CEUs	are	no	longer	mailed.	They	are	downloaded	via	the	Consortium.	
	

¾ Components	and	other	National	Board	documents	are	updated	throughout	the	year.	Make	
sure	you	and	your	candidates	have	the	most	recent	copy	before	you	begin	work!	

	
¾ Candidates	must	reapply	every	year	with	the	National	Board	and	the	WCTP.	

	
¾ Candidates	are	placed	in	mentoring	groups	as	they	register	with	the	WCTP.	We	do	not	save	

places	in	mentoring	groups.		
	

¾ Everyone	is	responsible	for	resetting	their	own	Blackboard	password.	It	expires	every	90	days.	
Instructions	can	be	found	on	the	WCTP	website	under	“WCTP	601”	

	
¾ 	There	are	things	mentors	are	expected	to	cover	on	the	first	meeting.	See	the	“Mentor”	page	on	

the	WCTP	website.	
	

¾ All	mentor	contracts	include	that	ALL	mentors	will	utilize	WCTP	601.	
	

¾ All	mentors	should	have	electronic	AND	hard	copies	of	the	following:	Your	Standards,	
Scoring	Guide,	The	Guide	to	National	Board	Certification,	The	General	Portfolio	Instructions,	and	
all	Components.	

	
¾ 	Candidates	are	added	to	mentoring	groups	until	the	registration	window	closes.	

	
¾ 	Any	mentor	that	has	a	new	address	or	changes	your	name	should	complete	a	new	W9.	The	W9	

and	instructions	on	how	to	submit	are	available	on	the	“Mentor’	page	on	the	WCTP	website.	
Your	W9	determines	where	your	check	is	sent.	

	
¾ The	WCTP	requires	candidates	to	attend	some	form	of	mentoring,	face-to-face	or	online.	They	do	

not	have	to	attend	all	meetings,	but	in	order	to	be	served	by	the	WCTP	and	the	mentor	to	receive	
credit	for	mentoring	them,	they	at	least	must	attend	a	few.	We	absolutely	do	not	just	swap	
emails.	(WCTP	policy	adopted	August	2021).		
	

¾ 	All	mentors	are	required	to	complete	mentor	training	every	year	before	mentoring.	
	

¾ All	mentors	should	be	on	the	WCTP	Remind.	You	have	to	accept	the	invitation	in	order	to	receive	
my	texts.		

	
	

WCTP	Website:	http://wctp.olemiss.edu	
Mentor	tab	(lower	right	side	of	the	screen)	
Password	(never	has	changed)	wctp1848	

	
	
	



	
	

Teachers	Who	Are	Interested	in	National	Boards	
	
For	anyone	interested	in	National	Board	Certification	or	wanting	to	know	more,	please,	refer	them	to	
the	WCTP	website,	wctp.olemiss.edu.	They	should	use	the	Interactive	Graphic	to	learn	more	about	the	
National	Board	process	and	receiving	candidate	support	from	the	WCTP	at	Ole	Miss.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	

Contact	information	for	Tammy	Kirkland	
	

Email:	kirkland@olemiss.edu	
Phone:	662-507-9869	

	
I	am	always	available	to	you!	


