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Welcome to Mentoring at Durham College!

The purpose of our Faculty Mentoring Program is to provide support for our new faculty at Durham College.  Any strategy that accomplishes this goal is one you will want to use. We invite you to share ideas, resources and successes you have had so that we can continue to develop support for our college mentors and mentees.

We want the faculty mentoring program to assist new faculty members to smoothly transition to their new roles in the classroom as well as into the Durham College community.  We believe that an opportunity for new faculty to connect with experienced faculty in a formalized approach will ultimately lead to better teaching and, in turn, higher levels of student success.  

Individuals were selected as mentors based on the following criteria:  
· Experienced (3 years +) faculty member

· Voluntary acceptance of request to mentor
· Exemplary instructional techniques
· A good knowledge of the school and college policies and procedures
· Excellent communication skills

· Leadership ability

· Personable nature
· Good organizational skills
· Approachability
· Supportiveness
· Trustworthiness
· Ethical behavior
We are here to support your mentoring relationship. Throughout your mentoring relationship, if you have any questions or concerns, please contact Janice MacMillan, Manager, Faculty Development, at janice.macmillan@dc-uoit.ca (905-721-2000, 
ext. 2371) or speak with your Dean or Associate Dean.  If you are a faculty member in the School of Continuing Education, speak with your Program Officer.   

This handbook has been provided to you as a resource.  We wish to acknowledge Humber College, Algonquin College, and Niagara College for sharing their valuable resources, some of which were used to create this handbook.  
“Mentoring is a relationship based on shared input and reciprocity between

two or more individuals.  Such a relationship “facilitates goal accomplishment,

provides emotional and psychological support, assists with professional

development, and offers role modeling.”    ~ Barker & Pitts, 1997~
Message from Judy Robinson, Vice President, Academic

Mentoring is a powerful and popular way for people to learn a variety of personal and professional skills. Sharing of knowledge, experiences, challenges, and successes are the keys to a successful one-to-one mentoring relationship.  

One of the goals of the Durham College mentoring program is to pair new professors with experienced professors who will act as role models, facilitators of learning and motivators, to assist new professors in the successful transition to the academic/administrative culture at Durham College.  An intended outcome of this program is to attract and retain quality professionals (mentors and mentees) to ensure the quality of learning for Durham College students.

Your willingness as a mentor or mentee to participate in this important academic initiative speaks to your value system and your commitment to quality teaching and student success.  

I thank each of you for your participation in this academic initiative and I wish you much success in this important learning journey.

Sincerely,
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Judy Robinson,

Vice President, Academic 

Part I:  Mentoring 101
Role of the Mentor

1) Assist and guide the new faculty member, helping him/her to integrate more easily into the Durham College community.   Here are some suggestions:  


a. orient the new faculty member to the school and his/her program;
b. help and refer the new faculty member to appropriate resources as needed;
c. help him/her to understand and/or assist with the necessary paper work and documentation related to the teaching assignment.
2) We recommend that mentors and mentees meet early in the semester to mutually determine the frequency, timing and format of their meetings as well as how they will communicate with one another throughout the term. Mentors and mentees can connect personally, via email, or telephone.   You will probably find that as the relationship develops, the new faculty member will become more and more independent, needing less and less time with his/her mentor.
3) Provide support and feedback on issues the new faculty member may have with student problems, teaching techniques, lesson planning, and evaluation of learning. 

4) Encourage the new faculty member to visit the mentor’s class or arrange for him/her to visit other classes to get ideas about teaching techniques and effective lesson planning.  A conversation about the classroom observation would be beneficial.  Perhaps mentees who are comfortable with their teaching might wish to join Teaching Squares, a program offered in the Fall and Winter semesters through the Innovation Centre      http://www.dc-uoit.ca/pd/dcpd_teachingSquares.html 
5) If the mentee wishes, the mentor could visit the new faculty member’s class.  The role of the mentor is not to evaluate the mentee but to give him/her constructive feedback, support and encouragement. 
a. The mentee could complete a Pre-Classroom Observation Form (Appendix A) prior to their mentor’s classroom visit.  This form will give the mentor an idea of what their mentee’s goal(s) is/are. 

b. To assist with the classroom visit, mentors could potentially use the Classroom Observation Form (Appendix B).  The Dean/Associate Dean, when completing a classroom observation, normally uses this form.   The mentor’s evaluation will not be formal, submitted to the Dean /Associate Dean, or used as any sort of official evaluation. 
c. After the classroom visit, it is important to reflect upon the class and what was observed.   It is always beneficial for the mentor and mentee to have a conversation about the observation to talk about ways in which teaching might be improved based on the feedback and self-reflection.

**Mentors DO NOT evaluate the new faculty member's performance**
Benefits of Successful Mentoring

There are numerous benefits of successful mentoring for all college employees.
Benefits for the Mentee:
· Increased independence
· Increased self confidence
· Increased decision making skills
· Increased problem solving skills
· Increased access to resources
· Increased opportunity to develop networks
· Increased comfort level with the teaching role
Benefits for the Mentor:

· Opportunity to serve in a leadership role 

· Contribution to the teaching and professional discipline

· Encourages reflective practice 

· Exposure to new ideas and trends
· Opportunity to see teaching through new eyes
· Increased personal and career satisfaction
· Collaboration with new colleagues builds stronger program teams
Organizational Benefits:

· Increased student success and satisfaction

· Opportunities to share best practices among faculty
· Develops organizational citizenship 

· Increases faculty retention

· Assists in succession planning

· Fosters a culture of collaboration and collegiality

· Increases productivity
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The 16 Laws of Mentoring

1) The Law of Positive Environment - Create a positive environment where potential and motivation are released and options discussed.
2) The Law of Developing Character - Nurture a positive character by helping to develop not just talent, but a wealth of mental and ethical traits.

3) The Law of Interdependence - Promote autonomy; make the mentee independent of you, not dependent on you.

4) The Law of Limited Responsibility - Be responsible to them, not for them.
5) The Law of Shared Mistakes - Share your failures as well as your successes.

6) The Law of Planned Objectives - Prepare specific goals for your relationship.

7) The Law of Inspection - Monitor, review, critique and discuss potential actions. Do not just expect performance without inspection.
8) The Law of Tough Love - Acknowledge the need to encourage independence in your mentee.
9) The Law of Small Successes - Use a stepping-stone process to build on accomplishments and achieve success.
10) The Law of Direction- It is important to teach by giving options as well as direction.
11) The Laws of Risk - A mentor should be aware that a mentee’s failure may reflect back on him/her. A learner should realize a mentor’s advice will not always work.

12) The Law of Mutual Protection - Commit to cover each other’s backs. Maintain privacy. Protect integrity, character and the pearls of wisdom you have shared with each other.

13) The Law of Communication - The mentor and the mentee must balance listening with delivering information. 

14) The Law of Extended Commitment - The mentoring relationship extends beyond the typical 8:00 – 5:00 business day and/or traditional workplace or role.

15) The Law of Life Transition - As a mentor, when you help a mentee enter the next stage of his/her life or career, you will enter the next stage of yours.

16) The Law of Fun - Make mentoring a wonderful experience – laugh, smile and enjoy the process.

Part II: Tips for Successful Mentoring
How to Facilitate a Successful Relationship
1) Take a few meetings to get to know one another.
2) Set meeting dates and times at the beginning of your mentoring relationship to avoid scheduling conflicts.
3) Set goals for your mentoring partnership.
4) Introduce your mentee to other colleagues they may find helpful or any additional resources of interest.
5) Offer to accompany your mentee to School or College meetings so that you can introduce him/her to other employees.
6) If the mentee has not already done so, take him/her on a tour of their School and classrooms, and point out where they can obtain additional resources (eg: Media Services, Innovation Centre).
7) Share and explain school and program policies and procedures.

8) Offer to help with the design of materials, lesson plans, etc.
9) Provide constructive feedback .
10) Provide friendly, professional support.
11) Listen and communicate clearly.
12) Act as a positive role model.
13) Encourage creativity and risk taking.
14) Maintain confidentiality.
Guidelines for Ethical Mentoring

· Discussions between mentoring partners are considered confidential and private.

· Mentoring partners respect Durham College’s values. 

· Discuss any potential conflicts of interest prior to starting the mentoring program your Dean, Associate Dean or Janice MacMillan, Manager Faculty Development.

· Mentoring partners are non-judgmental—communication is directed towards supporting, informing and learning together.

· Participants meet during work time and in public locations (or via email or phone, etc.).

· Both participants have the right to be heard.

· Safety or ethical concerns or other difficulties that the partners cannot resolve will be referred directly to your Dean or Associate Dean.

· Either mentoring partner has the right to withdraw from the partnership at any time. 

Recommended Topics for Discussion
Below is a list of some suggestions that previous mentees at Durham College have indentified as topics they have discussed or would like to have discussed with their mentors.  This is only a guideline for possible topics.  Please feel free to expand on our suggested list. 

· Active learning strategies (games, quizzes, case studies, role play, think-pair-share, group work, etc.)

· Classroom management and teaching methods

· Preparing for the first class

· Student issues 

· Course load issues

· Effective time management strategies

· People and resources mentees might need (administrative coordinators, student liaison, library, facilities, etc.)

· Academic policies, procedures, and guidelines 

· What to do to help students at risk and students with special considerations 

· How to navigate and use WebCT as a teaching and learning tool
· Curriculum design and content 

· Preparing and evaluating assignments, tests, and exams 

· Submitting marks and deadline dates
· Professional development (Innovation Centre sessions, interesting web sites or other resource materials related to teaching and learning, etc.)
· Sharing teaching stories (both successes and challenges)
Qualities of Effective Mentors
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Feedback About Mentoring From Previous Mentors and Mentees
“Mentoring is a great way to pass the torch along to new faculty members”

“Mentoring helps to ensure there is consistency across programs and courses” 

“I enjoy being a mentor – it helps build our team and makes “Success Matters””
“My mentor consultations have made my life very easy. My questions have always been answered or I am given direction in how to find the answers”
“Mentors are very useful – especially in the area of policy and procedures”
“A great source of encouragement and I love the chance to bounce ideas off each other”

Section III: Barriers to Effective Mentoring
Negative Mentoring Behaviours
· Verbal abuse

· Excessive criticism 

· Breaching confidentiality

· Authoritative demeanor

· Deception

· Blaming approach

· Jealousy

· Intimidation
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What to do When the Mentoring Relationship Isn’t Working
Actions:
1)
The first step is to talk about it.  Try approaching the subject by asking the other person how they feel the relationship is working.  Then offer your observations and share your concerns.  Be sure to provide specific examples.  Once the concern is in the open, encourage the other person to share his/her views, if they have not already done so. 

2)
You have had the initial conversation and discussed both of your expectations, but you are still having difficulties.  Talk about it with each other and explore options.  It may be that you don’t have the same understanding of the expectations or of the mentee’s goals.  Cover these slowly to ensure understanding and use concrete examples.  Be sure to flag areas of concern or disagreement.  Talk about your different points of view.  What can you adjust that will still facilitate the goals within the mentoring relationship?  Ask each other what you can do differently that will help.  Listen carefully to ensure you understand the request and consider whether it is something that can be changed.

3)
You have had several conversations at this point that explored your expectations of the relationship and of each other.  You have discussed and clarified the mentee’s development goals to ensure you are both on track.  You are still having difficulties moving the relationship and the goals ahead.  This would be an appropriate time to bring in third party assistance.  Talk with your Dean/Associate Dean or Janice MacMillan, Manager, Faculty Development for recommendations.  This is not a sign of failure - you have both been proactive and both people are interested in making it work, but you feel that you may be stuck on something or are overlooking some aspect that will enable you to move forward.  

4)
You have tried everything!  Your communication or interpersonal styles may just be too different to work together effectively in this relationship.  Or, an existing managerial relationship or work priorities place too much strain on the mentor-mentee relationship.  Despite your best efforts, it is not workable.  You may need to end the mentoring relationship while there is still goodwill between the two of you.  

Potential Problem Areas and Strategies to Overcome Them
	Problem 
	Symptoms
	Consequences 
	Solution(s)

	· Conflict
· Clash of personalities/ interests/values
	· Arguments

· Complaints
	· Poor relationship

· Ineffective development

· Credibility of mentor/mentoring suffers
	· Both partners meet to talk through their problem with a third party present

· Change partners

	· Changing priorities

· Mentor motivation and/or confidence declines
	· Not meeting due to lack of time or other reasons
	· Lack of motivation

· Frustration 

· Ineffective development
	· Priorities clarified and both parties problem solve to develop a new plan
· Temporary/permanent halt to relationship

	· Real performance problem in mentee
· Standards differ or become unclear
	· Lack of apparent progress
	· Lack of motivation and loss of credibility of parties
	· Discuss options and solutions with a third party
· Attend a workshop on problem solving

	· Unclear ‘contract’ between pairs

· Communication lacking or dwindling
· Lack of mentor skills/confidence
	· Frustration over lack of focus re mentoring relationship
· No meetings or irregular meetings
	· Lack of motivation and loss of credibility
	· Renegotiate ‘contract’
· Clarify expectations
· Discussion with Dean/Associate Dean

	· Mentoring relationship has ‘run its course’
	· Unproductive meetings

· Uncommunicative mentee/mentor
	· Frustration

· Stagnation
· Mentor/mentee self-doubt
	· Structure feedback to mentor from mentee and vice-versa
· Change mentors
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Section V: Appendices
Pre-Classroom Observation Form

	Faculty:
	
	Date of Observation:
	

	Course Title:
	
	Program Name:
	

	Course Enrollment:
	
	
	


Directions:  At least two (2) days before an observation, the faculty member may complete the Pre-Classroom Observation Form and submit it to the Dean / Associate Dean as contextual information for the classroom observation.  A brief agenda or lesson plan for the class to be observed is required, and a faculty member and/or the Dean / Associate Dean may elect to request the completion of this form.  

	1. What do you hope to learn from this classroom observation experience


	

	2. What feedback from students and/or others do you already have?


	

	3. Is there anything in particular that you would like the observer to look for and address in his/her evaluation?


	

	4. How will the observer’s presence be acknowledged, if at all?


	

	5. What is/are the goal(s) of this particular class?
	

	6. How are sessions typically conducted, and will the session to be observed be different?
	

	7. What material have students completed / been asked to complete to prepare for this class?


	

	8. How will you know during the class that students have learned what you intended them to learn in this lesson?
	

	9. After this class, how will you assess the material covered in this lesson?
	


Date of Last Revision: June, 2008 

Classroom Observation Evaluation Form

	Faculty:
	
	Date:
	

	Course Title:
	
	Class Time:
	

	CRN #:
	
	Hour(s) observed
	    1st    2nd    3rd    

	Course Level:
	
	No. of Students:
	

	Room #:
	
	Program Name:
	

	Observer
	
	


Introduction: The results of this exercise are intended to provide an opportunity for an open dialogue of the professor’s teaching skills and abilities, to detail what is being done well in the classroom environment and discuss areas for improvement.  Please share this form with the faculty member during follow-up discussion.

Directions:  Indicate with a check (() the presence of the following actions and behaviors that indicate high quality teaching.  Leave blank items you do not observe and/or could potentially be improved.  Use N/A if an item is not relevant for this class or professor’s teaching style. The actions and behaviors detailed on this form are those demonstrated by faculty in the classroom situation. Not all may be exhibited or observed during the time allotted. 

Variety and Pacing of Instruction

The professor:

	
	Observation
	Comments

	
	uses more than one form of instruction
	

	
	pauses after asking questions
	

	
	accepts students responses where appropriate
	

	
	draws non-participating students into activities/discussions
	

	
	prevents specific students from dominating activities/discussions
	

	
	helps students extend their responses
	

	
	guides the direction of discussion
	

	
	mediates conflict or differences of opinion
	

	
	demonstrates active listening
	

	
	provides explicit directions for active learning tasks (e.g. rationale, duration, product)
	

	
	allows sufficient time to complete tasks such as group work
	

	
	specifies how learning tasks will be evaluated (if at all)
	

	
	provides opportunities and time for students to practice
	


Organization

The professor:

	
	Observation
	Comments

	
	starts class on time
	

	
	follows safety policies and procedures (if applicable)
	

	
	relates this class session to previous learning or provides students with an opportunity to do so
	

	
	follows course outline sequence of instruction
	

	
	meets course learning outcomes
	

	
	provides class goals or objectives for the class session
	

	
	provides an outline or organization for the class session
	

	
	knows how to use the educational technology needed for the class
	

	
	locates class materials as needed
	

	
	makes transitional statements between class segments
	

	
	follows the stated lesson plan
	

	
	conveys the purpose of each class activity or assignment
	

	
	completes the scheduled topics
	

	
	summarizes periodically and at the end of class (or prompts students to do so)
	

	
	directs student preparation for next class
	

	
	ends class on time
	


Clarity

The professor:

	
	Observation
	Comments

	
	notes new terms or concepts
	

	
	elaborates or repeats complex information
	

	
	uses examples to explain content
	

	
	makes explicit statements drawing student attention to certain ideas
	

	
	pauses during explanations to ask and answer questions
	


Presentation Skills

The professor:

	
	Observation
	Comments

	
	is audible to all students
	

	
	articulates words so that they are understandable to students, and/or visually represents words that might he difficult for students to hear
	

	
	varies the tone and pitch of voice for emphasis and interest
	

	
	speaks at a pace that permits students to understand and take notes
	

	
	establishes and maintains eye contact
	

	
	avoids over-reliance on reading content from notes, slides, or texts
	

	
	avoids distracting mannerisms
	

	
	uses visual aids effectively (e.g. when appropriate to reinforce a concept, legible handwriting, readable slides)
	

	
	effectively uses the classroom space
	


Content Knowledge

The professor:

	
	Observation
	Comments

	
	makes statements that are accurate according to the standards of the field
	

	
	incorporates current information, research and resources in the field
	

	
	identifies sources, perspectives, and authorities in the field
	

	
	communicates the reasoning process behind operations and/or concepts
	

	
	utilizes unplanned opportunities that are relevant to the class session
	


Professor-Student Rapport

The professor:

	
	Observation
	Comments

	
	attends respectfully to student comprehension or puzzlement
	

	
	invites students’ participation and comments
	

	
	treats students as individuals, e.g. uses students’ names
	

	
	provides periodic feedback during the class regarding activities carried out in class
	

	
	incorporates student ideas into class
	

	
	uses positive reinforcement (i.e. doesn’t punish or deliberately embarrass students in class)
	

	
	uses effective classroom management techniques to ensure a positive learning environment for others
	





Academic Characteristics





Subject expertise


Lifelong learner


Role model


Effective teachers


Reflective


Inspiring





Personal Qualities





Non-judgmental


Understanding 


Patient


Supportive


Respectful


Encouraging





Personal Skills





Good communicator


Problem-solver


Manages conflict well


Active listener


Organized 


Collaborative
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