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NOTES OF GUIDANCE FOR MENTORS

1)
Introduction

This paper should be read in the context of the College’s “Local Agreement on Procedure for Probationary Lecturers”, where responsibility for the Mentor role is primarily that of the named second adviser, but is also a part of the Head of Department’s role.   

Whilst it is understood that Academic staff are used to taking responsibility for their own personal development, it is also self-evident that a suitably structured Induction procedure, including the provision of a formal mentoring network, would be of great benefit to new members of staff at the College and to the College itself.  The role of Mentor should allow individuals to assume responsibility at an early stage for their own development and learning and it should also help to locate the work of the individual within the overall aims and objectives of the department and of the College.

2)
Purpose and Benefits

The purpose of the Mentoring role is to help assimilate new members of staff quickly and effectively into their new roles and into their new environment.  The benefits of such a system would be as follows:-

For the individual staff member:

•
It aids induction into a new job and culture.  It helps in the process of understanding the formal and informal structures of the organisation.

•
It helps with developing skills in a structure based on individual needs.

•
It improves professional and personal networks.

•
It provides an opportunity for a new member of staff to reflect on his/her own progress and resolve his/her own problems.

For the mentor:

•
It broadens his/her own skills and knowledge.

•
It brings new insights into the organisation.

•
It enables them to demonstrate additional skills in developing other individuals.

•
It consolidates and extends his/her professional and personal networks.

3)
The Role of the Mentor

The role of the Mentor is fourfold as they are involved in induction, coaching, counselling and facilitating.

Induction – the mentor is the first point of contact, but is not responsible for setting up a formal induction programme.  New members of staff should be provided with a checklist of the things they will need to find out about their role and the systems and procedures of the College at various stages in their first year.  The mentor will recommend contacts in each of the areas included in the checklist and will effect introductions to those contacts.  The mentor should monitor progress with the individual in subsequent meetings.

Guidance – formal training is provided via the Human Resources Department for new and experienced teaching staff, but the Mentor may well be asked for informal assistance in the form of information and guidance in a number of areas based upon their own experience.  These might include advice on teaching (including lecture construction, materials used, teaching methods and marking), research (including advice on writing research applications, sources of funding, methodology and supervision of research students), personal tutoring (including how to give advice and dealing with problems) and administration (including understanding systems and administrative roles).  This could include observation and feedback sessions also.  Advice on teaching and research is also available from the Vice Principals for Teaching and Research and access to this resource should be made readily available for all new members of the Academic staff. 

Counselling – the mentor will naturally act as a sounding board for the discussion of problems encountered by the mentee.  Skilful use of listening and questioning can help new members of staff to reflect upon their own progress, clarify issues and help them to resolve their own problems.

Facilitating – mentors will be expected to take the lead in helping the new member of staff to understand the informal systems and work relationships that operate in every department.  They would also need to arrange introductions to useful contacts inside and outside the department to enable the new member of staff to begin to establish their own network.

4)
Who should be a mentor?

In order for the system to work most effectively, the mentor should preferably be a volunteer.  However, the selection of suitable mentors should rest with the Head of Department and account should be taken of the following criteria:-

•
The mentor should be more experienced, but the gap should not be so wide that the mentor and mentee find it difficult to establish a good working relationship.

•
The mentor should not be involved in a direct management role unless this cannot be avoided.

•
The mentor should understand the area of work of the new member of staff, but should not be involved in their day to day work unless this cannot be avoided.

•
The mentor should be sensitive to issues of race, gender or disability.

•
The mentor should be able to respect confidentiality.

•
The mentor should have good listening and interpersonal skills, appropriate professional knowledge and a willingness to commit their time.

5)
Setting up and managing the system

The relevant Head of Department should identify suitable mentors for each new member of staff, having regard to the skills and personalities of both parties.

Each new mentor should have access to a suitable training course covering the four key aspects of the role outlined above.  This will be identified by the Human Resources department.

The Human Resources Department will be responsible for keeping a record of the named advisers for each new member of staff and for arranging attendance at an introductory course for lecturers.  

The mentor and the new member of staff need to agree which aspects of the role would be covered by the mentor system (e.g. personal as well as work-related matters).  They also need to agree how frequently to meet (a minimum of 4 times in the first term, reducing to 3 or 2 times per term thereafter would be a good average).

After their first term, the new member of staff should be given the opportunity, after discussion with the Head of Department, to either retain their existing mentor or request a replacement.

There needs to be a meeting which includes the Head of Department at least once per term and both advisers (HoD and the mentor) need to be available on request.

The whole scheme should be reviewed annually by all mentors, Heads of Department and the Human Resources Department.  The Human Resources Manager will submit a written report annually to the Teaching Quality Sub-Committee.
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