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SOP – CLASS MENTORS

1. Classroom Preparedness

· Ensure the classroom is well-maintained, with furniture, boards, resources, and class displays updated.
· Maintain and update class boards and notice boards displaying student work, theme, and important information.
· Take daily attendance and maintain the attendance register accurately.
· Ensure students are in proper uniform and ID cards, and guide them on personal hygiene and grooming.
· Assign lockers to the students. Inform about the maintenance of the lockers.
· Safely keep locker keys.
· Collect stationery, sort it and keep it properly at the assigned place.
· Collect student information through the diary's first page.
· Prepare and follow a checklist of school deliverables.
· Ensure all students have their ID card.
· Ensure the class has 2 out passes- one for boys, and one for girls.
· Organize and manage the daily seating arrangement of the students.
· Utilize the fruit break and the Class Mentor period to constructively engage students by:
· Fostering good habits
· Sharing important notices and information
· Reflecting on the day by reviewing class behavior, taking inputs from class monitors on discipline and student conduct
· Discussing these insights with the class
· Revisiting the learning outcomes of all subjects covered during the day.
· Strengthening teacher–student bond

2. Student Records & Documentation

· Maintain updated records of:

· Student attendance
· Log book
· Class work and homework corrections
· Anecdotal records (behavior, strengths, challenges)
· Marks records of tests, assignments, presentations and exams
· Skill identification parameters 
· List of students enrolled in various clubs

· Call parents if any student is absent for 3 consecutive days.
· Maintain confidentiality of student data and records.

3. Academic Support & Monitoring

· Ensure timely communication of classwork, homework, worksheets, and activities in students’ diaries / Google Class.
· Create a LOC template. Share with all concerned subject mentors.
· Upload class test schedule on Broadcast class.
· Upload club material list by Tuesday. 
· Monitor students’ academic progress and coordinate with subject mentors for remedial or enrichment support.
· Maintain a list of slow learners and high achievers, and track support given.
· Follow up with subject mentors about corrections, feedback, and lesson implementation.
· Discuss academic concerns with the sectional coordinator and share updates regularly.
· Manage Olympiad activities by sharing and collecting forms, distributing books, and capturing photographs of position holders.

4. Discipline & Student Well-being

· Maintain discipline in the class with positive reinforcement (avoid corporal punishment). Refrain from using exclusion from class as a form of punishment.
· Address behavioral issues promptly, documenting concerns and interventions.
· Ensure a safe and respectful classroom environment.
· Provide care and support to students with special needs in consultation with coordinators and subject mentors.
· Support socio-emotional well-being of students by engaging in circle time and individual check-ins.
· If any student has medical concerns, promptly share the information with the coordinator and other mentors. Ensure appropriate measures and support are provided for such students at all times.
· Capture photographs of students on their birthdays and upload them to the broadcast platform.

5. Communication with Parents

· Maintain professional and regular communication with parents.
· Share information on attendance, academics, and behavior as needed.
· Conduct and document outcomes of parent-mentor meetings.
· Liaise with the academic coordinator regarding fee defaulters, submit their results and ensure proper communication with parents in such cases.
· Collect consent forms.

6. Examinations & Assessments

· Safely keep class test copies.
· Prepare the classroom for examinations (seating arrangement, slips, cleanliness).
· Support the exam cell by displaying seating charts and ensuring smooth conduct of exams.
· Maintain a record of marks and assessment results in collaboration with subject mentors.
· Ensure students’ answer sheets are returned, reviewed, and feedback provided.
· Bundle and arrange the answer scripts and test copies before PMI.
· Make report cards on Cool G after term examination.

7. Student Engagement

· Encourage participation of all students in class and school activities.
· Motivate students to take part in cultural, academic, and sports events.
· Celebrate achievements and promote leadership by designating students as class monitors, with duties rotated regularly to provide equal opportunities.

8. Professional Conduct

· Arrive punctually and prepared for the day’s responsibilities.
· Uphold fairness, respect, and confidentiality in all dealings with students and parents.
· Participate in professional development workshops and peer observations.
· Reflect on mentoring practices and adopt new strategies for student support.
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