Faculty development team minutes
May 27, 2008

Attendees: David Vakil, Jackie Sims, Mercedes Thompson, Margaret Steinberg.
The meeting was dedicated entirely to developing a faculty mentor system. The notes below combine the discussion from previous meetings with those during the May 27 meeting.

See next page for the results of the discussion.

The meeting adjourned at 2pm.

Faculty Mentorship – Draft

The mentorship notes below are designed to apply to all faculty members, not just teachers. Any statements that appear to apply only to teachers should be rewritten to be all-inclusive.
Yellow areas will be omitted from the general announcement, to avoid confusion about the no-longer considered “stage 1” mentoring.
All suggestions, revisions, additions, or deletions for this process are welcome. This is still a draft proposal. Blanks are placed throughout this document to emphasize this openness.
1. Missions of mentorship: Develop a nurturing and trusting culture of academic community at El Camino College.
a. Other thoughts: ______________________________________________________
2. Two types of mentorship were conceived originally, called stage 1 and stage 2.

a. Stage 2 = more comprehensive. Face-to-face meetings, written requirements, up to 8 hours of flex credit available per semester for mentors and mentees (each). This amount is equal to what other schools offer for comparable programs.
b. The Faculty Development Team decided to postpone development of stage 1 mentoring until stage 2 has been implemented as a pilot program. Stage 1 was conceived as the following: more limited, perhaps only electronic interaction, perhaps offer flex credit??? Joe Holliday does something like this already. 

c. Everything that follows refers to stage 2 mentorship.

3. Application – A draft application appears at the end of this outline.
4. Characteristics of good mentors
a. Requirements:

i. Individuals with proven track record – mentors must be full-time and tenured. Rationale for this requirement follows. To facilitate the development of a culture of academic community, the mentor should be someone who is familiar with most aspects of the campus, division, and department, and should be familiar with relevant current discussions related to the job (e.g. SLOs). Much of this information is gathered by attending campus-wide, division, or department meetings or by interacting with various individuals as part of the campus experience. The Faculty Development Team felt that part-time faculty would have less access to some of these critical components of the campus culture.
ii. Confidentiality
iii. Other thoughts: _________________________________________________
b. Suggested characteristics for mentors. Mentors should: 
i. Be performing or have performed the same work as mentee within the past year. Specifically, for teachers, be someone who has taught the same class(es) as the mentee within the past year. For non-teaching faculty, mentors should have worked in the same area as the mentee within the past year.

ii. Review mentee’s exams, handouts, or other written documents when requested.
iii. Be good listeners, ask appropriate questions and provide appropriate materials as needed.
iv. Be honest.

v. Be positive but realistic.

vi. Give advice a mentee wouldn’t know to ask about. For example, “During your first five years, you might want to have done the following …” See also the checklist below.
vii. Be approachable and willing to approach mentee when appropriate
viii. Be accessible for meetings and have mentor’s workplace and/or office located near the mentee’s when possible.
ix. Be a sounding board for frustration and difficulty; hence the need for confidentiality.
x. Be willing to share lessons learned (i.e. mistakes) with mentee.

xi. Be open to change.
xii. Should be willing to write a letter of recommendation for mentee, if asked.

xiii. Other thoughts: _________________________________________________
5. Characteristics of good mentees
a. Requirements:

i. Confidentiality
ii. Other thoughts: _________________________________________________
b. Suggested characteristics for mentees. Mentees should: 

i. Be willing to ask questions.
ii. Be willing to meet as needed.
iii. Be able to receive constructive criticism and view it as constructive in nature rather than as evaluative.
iv. Be willing to be an active learner as a mentee and to follow up accordingly.
v. Be honest.

vi. Be positive but realistic.

vii. Be approachable and willing to approach mentor when appropriate.
viii. Be accessible for meetings and have mentee’s workplace and/or office located near the mentor’s when possible.
ix. Be a sounding board for frustration and difficulty; hence the need for confidentiality.
x. Be open to change.
xi. Other thoughts: _________________________________________________
6. Mentor training
a. A formal training session prior to the semester, probably as a Flex Day activity or on the optional 2nd Flex Day on Friday. Two hour orientation, the first hour for mentors only and the second hour for both mentors and mentees. Possible names for facilitators include Mercedes Thompson, Barbara Jaffe, and/or Kristie Daniel-DiGregorio. To be discussed:

i. The need for confidentiality and therefore the need to exclude all aspects of mentorship from mentee evaluations 

ii. Briefly discuss the materials distributed to mentees.

iii. Overview of the items listed on this outline, especially the checklist.

iv. Discuss what mentorship is and what it is not (e.g. teaching a mentee to be clones of the mentor).

v. Review of the “important services” listed on the checklist below (item g).

vi. Handout: coaching about behavior styles, listening skills, leadership styles

vii. Questions and Answers session at the end

b. Informal mentor gathering times to discuss mentorships

c. Other thoughts: _________________________________________________
7. Mentee training – Second hour of the two hour formal training session will include both mentors and mentees.
a. Mentees will be coached to take initiative. Mentors have been less likely to do so in less formal mentorships.

b. Mentees should be strongly discouraged from feeling like they are bothering or intruding upon their mentor.

c. Informal mentee gathering times to discuss mentorships

d. Other thoughts: _________________________________________________
8. Checklist of items for mentors and mentees.
a. Mentor provides copies of assessments, syllabus or other work-related documents
b. Mentee provides copies of the same documents when ready and asks for feedback
c. Mentors will coach mentees not to feel like an intrusion or bother.

d. Mentors will be willing to either allow the mentee to shadow the mentor during committee meetings or will arrange for the mentee to attend committee meetings.

e. Both mentor and mentee should arrange to visit each other’s classroom/work area at least once during semester
f. Have mentee meet a (non-mentor) colleague every month, to help become more familiar with ECC campus and employees.
g. Make sure mentee knows about important services and facilities (e.g. Special Resource Center, Copy Center, Library) and where they are located.

h. Mentors will encourage mentees to keep copies of any document or report submitted to the school (e.g. grades, attendance), even if submitted online.

i. Review the following with mentee:

i. Tenure process, if mentee is a full-time faculty (after receiving handout/coaching from the ECC Federation of Teachers and/or Human Resources)
ii. Things to consider when writing a letter of recommendation for students

iii. Overview of the first day of class and/or first week of work

iv. Student discipline and plagiarism issues

v. Resources available on campus; assign a homework where mentee finds the relevant offices and obtains a signature of an employee (see mentor training and item “g” above)
vi. Attendance, grades, and active enrollment forms, paper & online versions, where applicable.

vii. Other thoughts: _________________________________________________
j. Optional: ask mentee to sit in on a class NOT taught by mentor, or visit a workplace for non-teaching faculty, and a list of other faculty who would be comfortable being visited by mentees. See question 12 on the application.
k. Other thoughts: _________________________________________________
9. Program Requirements for stage 2 mentorship
a. Create a written agreement for both mentor and mentee so the requirements of the process are clear. Possibly allow agreement to change according to the needs of individuals, although probably keep the writing requirement (see below).

i. Suggestions for the agreement: _____________________________________
b. A list of all mentors and mentees in program distributed to all mentors & mentees for consultation, second opinions, and potential partnership reassignments.

c. Mentorship is available during the mentee’s first semester, with the option to renew for a second semester. [Allow for exception when mentorship is first made available.]
d. Mentors and mentees should contact each other 4 times each month, and preferably once per week, as follows:

i. At least one visit face-to-face per month (need not be in classroom/workplace)
ii. At least 3 other contacts per month, which can include face-to-face visits, telephone conversations, email or other electronic dialogues, or classroom/workplace visits.

e. A written summary will be submitted monthly to the Staff Development Office written jointly by mentor and mentee describing (briefly, 2-4 sentences) the month’s contacts. These writings may be used to compile a faculty handbook and to improve the mentorship program. Suggestion for this written summary is a mentor/mentee logbook with:

i. Date

ii. Brief summary of items discussed (1-2 sentences)
iii. Mode of contact (e.g. face-to-face, email, telephone)
iv. Next steps for items discussed during this meeting (1-2 sentences)
v. Items for next meeting

vi. Other thoughts: _________________________________________________
f. Mentors and mentees will complete an anonymous final evaluation of the mentorship. This evaluation should include:

i. Did the mentor find the mentorship worthwhile?

ii. Were the mentee’s needs met? What needs were NOT met?
iii. Were you and your mentor well matched? If not, what suggestions do you have for better matching?
iv. Examine the survey used by Kristie Daniel-DiGregorio for other questions.

v. Other thoughts: _________________________________________________
g. Other thoughts: _________________________________________________
10. Matching process

a. Should try to match mentees with mentors who have performed identical work within the past year. For teachers, this means teaching the same class currently or within the past year.
b. Allow for partnerships to switch mentors/mentees in case the partnership isn’t working

c. Other thoughts: _________________________________________________
11. Pilot testing mentorship
a. The Faculty Development Team decided it would be best to pilot test this system before taking it campus-wide. Three divisions were considered for pilot tests:
i. Top choice: Humanities because they’ve already done some informal mentorship. Humanities agreed.
ii. Backup choice: Behavioral & Social Science.

iii. Math was originally suggested as a backup. However, the Faculty Development Team reconsidered because math already has established a functioning team/partnership environment. The team did not want to change an already functioning system and felt the added value to the school is less.
12. Recognition
a. Make sure mentors & mentees receive campuswide recognition.

i. Possibly make announcement(s) in school paper, President’s Newsletter, and in the end-of-semester gathering.

b. Other thoughts: _________________________________________________
13. Long term goal: secure release time for a mentorship coordinator to handle:

a. Matching mentors with mentees

b. Create listserv for mentors, for mentees, and a third for the combination of both.

c. Creating monthly mentorship summaries from written summaries

d. Evaluation of mentorship program and appropriate follow-up

e. Troubleshooting and reassigning mentors/mentees as needed

f. Presenting results of mentorship to campus

g. Other thoughts: _________________________________________________
(Application draft on the next page)

Mentor/Mentee Application – Draft

1. Applying to be: (circle one)

Mentor


Mentee

2. Name ____________________________________________________

3. Email address [please print very clearly]
 _________________________________________

4. Best telephone number to reach you _______________________________
5. Division ________________________________________

6. Department ___________________________________

7. For teachers: which courses are you teaching during the upcoming semester?
For non-teaching faculty: indicate your work area and any relevant specialty. ___________________________________________________________________________

___________________________________________________________________________

8. What days and hours are you available to meet on campus? ___________________________ ___________________________________________________________________________

9. If you have already selected a mentor/mentee, please indicate that person’s name here. ________________________________________________________

10. If you are teaching or working in more than one area and have NOT already selected a mentor/mentee, which area do you prefer your mentor/mentee be in? __________________________________________________

11. This question is for mentors only: For which other courses/areas would you be comfortable serving as a mentor? For each, list the most recent semester when you worked in that area. 

_____________________________________________________________________________

_____________________________________________________________________________

12. This question is also for mentors only: Would you be willing to have another person’s mentee visit your class/work area, if arranged in advance? (circle one)   Yes     No    
If yes, how much advance notice would you like? ________________________________
By signing below, I understand discussions related to mentorships are strictly confidential. Furthermore, I agree that no part of any discussion in the mentorship will be used as part of any mentor’s or mentee’s formal departmental evaluation.
Signature of applicant.
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