Faculty development team minutes

September 23, 2008

Attendees: David Vakil, Donna Manno, Mercedes Thompson, Moon Ichinaga, Christina Gold, Margaret Steinberg, and Dovard Ross.

Regarding the Spring 2009 flex day, the team decided to postpone any further decisions because we’ve developed a fairly thorough outline already, and there are two big uncertainties. Flex day may be needed for other issues, depending on our accreditation review and ECC’s progress with SLO assessment. The committee will reconsider this topic after the accreditation results are known. The team will also wait for feedback from the Basic Skills Task Force (BSTF). The BSTF’s next meeting may be on Tuesday, October 14 during the Faculty Development Team’s next meeting. If so, the team agreed to attend the BSTF in lieu of having a Faculty Development meeting. David Vakil will confirm the times for the next BSTF meeting and inform the team.

The rest of the meeting was devoted to improving our mentorship program. The corrections to the mentorship documents appear in the pages below. The committee also discussed the need to specify goals and expectations so that we may have specific tools to evaluate the successfulness of mentorships and the mentorship program.
Some of those goals, discussed during the meeting are:

· For the mentee to feel they are a part of the ECC community

· To increase the mentee’s participation in ECC activities, events, and training

Other goals submitted by Donna Manno after the meeting include:

· Assist mentee with campus terms, culture, policies, and procedures

· Develop an informal network allowing for questions and information exchange

· Establishing professional and social contacts

· Sharing, guide, and being a a source of information on classroom/job related issues (e.g. syllabus, classroom activities & lectures, grading, etc.)

A reminder: the mission of the mentorship program is “Develop a nurturing and trusting culture and academic community at El Camino College.”
Agenda for upcoming meetings:

· Examine CCSSE and faculty-equivalent survey for possible faculty development activities

· Develop more goals for the Faculty Development Team
· Examine objective criteria (e.g. data) that could be included in the evaluation of Distinguished Faculty and Distinguished Adjunct Faculty awards. Incorporating objective measures will make the administration much more likely to create the adjunct award.

· Discuss the possibility of forming a “Lecture Club” where faculty visit each other, make observations, and provide feedback.
The meeting adjourned at 2pm.

The Faculty Mentorship Program revisions suggested by the Humanities faculty and revised by the Faculty Development Team are attached below.

Faculty Mentorship program

pilot program -- overview
All suggestions, revisions, additions, or deletions for this process are welcome. This is still a working document.

Mission of mentorship program: Develop a nurturing and trusting culture and academic community at El Camino College.
Goals of the mentorship program: INSERT THE GOALS HERE.
Overview: Four monthly contacts, minimal writing requirements, and up to 6? hours of flex credit available per semester for mentors and mentees each. Mentor-mentee interactions are confidential.
Program Eligibility
a Mentors must be full-time and tenured. 

b Mentees can be either full time or part time.
c Mentees have the option to renew their mentorship for a second semester.
d There is no limit on the number of times someone can serve as a mentor.
Program Requirements
a Mentors and mentees should contact each other at least twice each month. Note:
i. It is recommended that the first visit be face-to-face
ii. At least 2 contacts per month, which can include face-to-face visits, telephone conversations, email or other electronic dialogues, or classroom/workplace visits.

b The completed “contact form” will be submitted in mid-to-late November to the Staff Development Office. This form should be written jointly or agreed upon by both mentor and mentee.

c Mentors and mentees will complete an anonymous final evaluation of the mentorship program, mentorship training, and mentorship orientation meeting at the end of the semester.
d OPTIONAL: We hope to offer an end-of-semester mentorship program gathering. There may also be optional mid-semester gatherings.
Mentor-Mentee Matching process

a We will 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 Participants will be able to switch mentors/mentees if necessary.

c Mentors will not be scheduled as the mentee’s evaluator for duration of the mentorship, if at all possible. (Deans/directors should accommodate this request whenever possible.)

Suggestions or comments ________________________________________________________
The sign-up sheet is later in this packet.
suggested topics for mentors and mentees

· Mentors will coach mentees not to feel like an intrusion or bother.

· Mentor reviews the following with mentee:

· Overview/recommendations for the first day of class and/or first week of work

· Tenure process. Mentors, please feel free to refer mentee to the Federation office, located at Cherry Tree Office 108.
· Things to consider when asked to write a letter of recommendation for a student
· Student discipline, code of conduct, and plagiarism issues that may arise

· Attendance, grades, and active enrollment forms, paper & online versions, where applicable.

· Health services, library services (including division’s library liaison) & student services on campus

· Other items: _______________________________________________
· Mentor and mentee exchange copies of assessments, syllabus or other work-related documents

· Discuss available workplace technology, supplies, and equipment

· Review the Mentee Self-Assessment Information Sheet if mentee wishes.

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

· Both mentor and mentee should arrange to visit each other’s classroom/work area at least once during semester

· Mentor will help mentee become familiar with people and services on campus. Suggestions include:

1. Have mentee meet a (non-mentor) colleague every month

2. Make sure mentee knows about important employee services and facilities (e.g. Special Resource Center, Copy Center, Library) and where they are located.

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

· 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.

· Other items: _________________________________________________
Mentor/Mentee sign up
This form is also available online. See http://www.elcamino.edu/administration/staffdev/index.asp 






(WEBSITE NEEDS TO BE VERIFIED)
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 ___________________________________

a. Mentors: Would you be willing to mentor someone in your division but who is NOT in your department?          ____ yes


____ no

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 unless necessary.
Signature of applicant.

Mail the completed application to the Staff Development Office

Mentor-Mentee contact form

This form, both front and back should be submitted to the Staff Development Office in mid-to-late November. Program suggestions are that you contact your mentor/mentee at least two times per month, including at least one face-to-face meeting.

Mentor _____________________________

Mentee _____________________________

Dates of contact _________________________
Mode of contact (circle one)
face-to-face
electronic
telephone
other _____________

Brief summary of items discussed 
Next steps for items discussed 

Items for next meeting/contact 

Add more questions to this form because it will only be submitted once?
Mentorship Program Evaluation

1. Was your mentorship successful for you? Why or why not?
2. For mentors: was the amount of flex credit: too little, about right, or too much for the hours you worked on this mentorship?
Mentee Self-assessment Information sheet
This worksheet is designed for mentees to complete about themselves. Mentees may wish to share this information with mentors.

Date


___________________________________

Mentor’s name
___________________________________

Mentee’s name
___________________________________

Mentee’s position
___________________________________

Years in job

___________________________________

Significant Strengths





_____________________________

_____________________________
_____________________________
_____________________________
Job/Career Development Goals and Desired Outcomes

_____________________________
_____________________________
_____________________________
_____________________________
Key Development Needs

_____________________________
_____________________________
_____________________________
_____________________________
Comments

_____________________________
_____________________________
_____________________________
_____________________________
Characteristics of good mentors
Requirements:

1. Mentors must be full-time and tenured. 

2. Confidentiality is a requirement for this program. Mentor/mentee discussions should remain confidential and should not be part of either person’s evaluation under normal circumstances.

3. Other thoughts: _________________________________________________
Suggested characteristics for mentors.

Mentors should: 

· Not be scheduled as the mentee’s evaluator for duration of the mentorship, if at all possible. (Deans/directors should accommodate this request whenever possible.)

· Be performing or have performed the same work as mentee within the past year. (Staff Development office will try to assure this during the matching process.)

· For teachers, mentors should be someone who is teaching or 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.

· Review mentee’s exams, handouts, or other written documents when requested.

· Be good listeners, ask appropriate questions and provide appropriate materials as needed.

· Be honest.

· Be positive but realistic.

· 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 …”

· Be approachable and willing to approach mentee when appropriate

· Be accessible for meetings and have mentor’s workplace and/or office located near the mentee’s when possible.

· Be a sounding board for frustration and difficulty; hence the need for confidentiality.

· Be willing to share lessons learned and mistakes with mentee.

· Be open to change.

· Should be willing to write a letter of recommendation for mentee, if asked.

· Other thoughts: _________________________________________________
Characteristics of good mentees

Requirements:

1. Mentor/mentee discussions should remain confidential and should not be part of either person’s evaluation under normal circumstances.

2. Other thoughts: _________________________________________________
Suggested characteristics for mentees. Mentees should: 

1. Be willing to ask questions.

2. Be willing to meet as needed.

3. Be able to receive constructive criticism and view it as constructive in nature rather than as evaluative.

4. Be willing to be an active learner as a mentee and to follow up accordingly.

5. Be honest.

6. Be positive but realistic.

7. Be approachable and willing to approach mentor when appropriate.

8. Be accessible for meetings and have mentee’s workplace and/or office located near the mentor’s when possible.

9. Be open to change.

10. Other thoughts: _________________________________________________
Training
Mentor training
a A formal training session is strongly recommended for all mentors. This training session will take place on flex day before the beginning of the mentorship semester:

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, both those received as new faculty and as part of the mentorship program.

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

v. Time for questions and answers session at the end

b Hopefully there will be informal mentor gathering times during the semester to discuss mentorships

c Other thoughts: _________________________________________________
Mentee training – Mentee training has not been scheduled yet. The need and feasibility will be assessed first. It would be nice to have a 1 hour training session for mentees, with mentors present.
a Mentees will be coached to take initiative. In previous ECC (less formal) mentoring programs, mentors have been less likely to take initiative, so the mentee needs to.

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

b Hopefully there will be informal mentee gathering times during the semester to discuss mentorships

Other thoughts: _________________________________________________
Page 1 of 10

