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MENTORING HANDBOOK
1. All new staff will be allocated a mentor who will act as an adviser and source of information for at least the first year of service. The mentor should not be the line manager but someone who is in a similar role to that of the new member of staff.

Who should have a mentor?

2. Everyone new to a post will be allocated a mentor in order to help them settle quickly and happily into their role. A new job can often cause stress to the individual -uncertainty as to established procedures and ignorance of the accepted approach to a whole range of day-to-day tasks can be very daunting. The mentor will act as adviser and first point of contact for any queries during the new employee’s first year of employment. For existing staff taking up a new appointment in the university, a peer-mentoring procedure will be implemented.
3. The mentorship scheme is all about trust and openness and is a supportive relationship standing apart from management structures. There are no formal rules about the mentoring process except that total confidentiality will be maintained between mentor and mentee. 

Who should be a mentor?

4
The designated mentor should be someone in a similar role who will understand the needs of the new recruit. This should not be the line manager. The Personnel Department will be able to offer guidance on the choice of a suitable mentor and full training and support will be given by the Personnel Department to colleagues who are going to be mentors.. Besides having appropriate knowledge to be able to support the learner, it is important that mentors should have the following skills: 

· being a positive role model

· a good listener

· a good motivator

· discreet, within the best interests of the individual and the organization

· capable of viewing the role of a mentor as a development opportunity for themselves

· able to give and receive constructive feedback

· able to display empathy and understanding

5. Support for mentors is provided in the form of a half day in-house workshop and two half day mentoring updates per year. It is University policy that all new mentors must attend a workshop prior to the commencement of a mentoring relationship. These workshops will be provided at intervals throughout the year.  Heads of Department must know of dates of these sessions in advance and support attendance at the workshops.

What are the benefits of a mentoring scheme?

6. Mentoring programmes focus primarily on the needs, abilities and opportunities of the learner and only secondly on the needs of the organisation, but there are benefits for the organisation, the mentee and the mentor. 

7. Benefits for the mentee

· Broadens perspective

· Builds confidence

· Helps self knowledge

· Helps learner understand organisational protocol, values and culture
· Learns job more quickly

· Gives sense of value within organisation

· Provides ‘safe’ learning environment

· Establishes good working relationships
· For those staff undertaking the PG Certificate in Learning & Teaching in Higher Education, provides support in completing the programme

8. Potential Benefits for the organisation

· Contributes to the development of a ‘learning organisation’

· Enables staff to realise potential more quickly

· Provides good development activities for mentors

· Helps recruit and retain staff and keeps them motivated

· Invests in and develops own people

· Improves relationships between departments

· Disseminates organisation’s values and develops organisation’s culture

· Enhances practice and culture of continuous development

· Helps discover talent/future potential among new staff

· Provides job satisfaction/satisfaction at success of learners

9. Benefits for the mentor

· Prompts reassessment of own views and awareness of views of new staff

· Prompts reflection on self development and communication skills.

· Broadens perspective of supporting colleagues.

· Gives development and understanding of mentoring skills

· Provides challenge and stimulation
· Provides the possibility of professional accreditation  
What does the mentor need to do?

10. The mentoring relationship will normally extend for a period of one year, although the first six months of appointment will be the most important time. As part of the departmental induction a new colleague will be introduced to their mentor as soon as possible but at least within their first week. The mentor will:

· introduce mentee to colleagues in other parts of the institution as opportunity or necessity arises
· show the local facilities as appropriate (e.g. toilets, post collection/despatch, refreshment facilities, stationery supplies)

· show the main campus facilities as appropriate (reception, library, refectory, post room etc.)

· discuss and agree with the mentee how the mentoring relationship will proceed

What should happen next?

11. For some new staff, who may be employed for only a small number of hours to undertake very specific tasks, regular meetings may not be required after the first few days, but the mentoring relationship should still continue to meet needs as they occur. For all others it is advisable to hold meetings on a regular basis, weekly to start and then perhaps once a month. Meetings should be held in an informal and relaxed manner and without distraction where possible. There are no formal rules except that there should be strict confidentiality between mentor and mentee, except where the mentee agrees to information being passed on to a third party.

What happens at a mentoring meeting?

12. At the first meeting agreement should be reached on the following issues:-

· any notes taken will be kept private between the parties and disposed of at the end of the process

· the frequency, venue and time to be allowed for subsequent meetings

· what will be covered or not covered by the relationship (e.g. The mentee may not wish to discuss personal issues and their impact on work or to share emotions but, as trust develops, boundaries and barriers may change)

· how other staff might be involved without compromising confidentiality (including the line manager)

· identifying the ways in which the mentee will acquire knowledge about the institution and the relevant practices and procedures

· whether the agenda of subsequent meetings will be pre-arranged or open to discussion of any topics of relevance

· how contact can be made between organised meetings if required at subsequent meetings:

· the mentee should be allowed the opportunity to reflect on their experiences since the last meeting and discuss any relevant issues

· the mentor could support the mentee in solving any work related problems. 

· arrange dates and times of subsequent meetings

What is the role of the line manager in the mentoring process?

13. The line manager (or designated senior member of staff) has no formal role within the mentoring process apart from

· identifying a pool of mentors and ensuring they attend mentor training sessions
· arranging who will be the mentor for a new recruit and notifying the Personnel Department accordingly at the time of appointment.

· clarifying the roles and responsibilities within the department for the mentee

· receiving any feedback as authorised by the mentee

· ensuring that mentoring meetings take place on a regular basis

Where can mentors and mentees go for advice?

14. If there are any difficulties in the mentoring process, the mentee should approach their line manager and the mentor should contact the Mentor Support Team. Advice on procedures is available from the Personnel Department.

Staff induction and mentoring are the first steps on a route of continuing development opportunities for all employees of the University.

