IAM’S QUALITY ASSURANCE

VI. Mentoring (for new stuff)
VI. 1. Introduction

1. Mentoring in its broadest terms is a valuable staff learning and development tool. It can be used in a number of ways to support staff development for example, staff wishing to change direction or for career advancement. This policy focuses specifically on mentoring for new staff or staff new to an area and should be placed in the context of an induction programme.

VI.2. Policy Aims

2. Institute and Academy for Multimedia - IAM (referred to in the following text as IAM) recognises the special needs of all staff when they are first employed by, or change roles within, the IAM. To meet these needs, in addition to the provision of introduction,induction and specific staff development programmes, IAM will provide each new member of staff with a mentor during his/her first year of employment. A member of staff transferring to a

new post will also be assigned a mentor. The aim of this policy is to enhance the induction process for staff.

VI.3. Definition

3. Mentoring is essentially the assignment of a new member of staff (mentee) to the relatively informal guidance of a more experienced colleague (mentor). In most cases it would be expected that the mentor and mentee would share the same discipline or experiential background; but there may well be circumstances when other considerations or factors take precedence.

VI. 4. The Role of the Mentor

4. The role of the mentor is to establish an independent working relationship of trust and support with the mentee and thereby offer advice and assistance. The aim of the mentor is to promote the mentee’s induction; their understanding of the University; and competence in their new role. The mentee should feel able to request from the mentor support towards their general induction and specific procedure policies; and any issues that they feel need to be resolved to adapt their new role.

5. This may, for example, involve visits to each other’s areas of work or classes as a basis for discussion on good practice and ideas on alternative working methods.

VI. 5. Selection of Mentors

6. Selection of a mentor should be by the Core Teaching Stuff at the time of appointment of the new member of staff and the name of the mentor registered with IAM’s Quality Assurance. The mentor will not be in a line management role to the mentee, nor have any involvement in the formal assessment of the mentee with regard to, for example, satisfactory completion of a probationary period. The desirable qualities in a mentor include: ready availability and approachability; a willingness to listen; and an ability to be sympathetic and alert to challenges facing a new member of staff, whilst also promoting personal development.

VI.6. Preparation for Mentors

7. Preparation for the role of mentor is essential with, at a minimum level, mentors being given a copy of this policy and agreement reached with the managers concerned that they are able to give the time and support necessary to be of benefit to both themselves and the mentee. Whilst it is not compulsory, it is strongly recommended that all mentors should undertake training and staff may consult with the Core Teaching Stuff regarding the availability of courses.

VI.7. Mentoring Guidelines

8. It is the responsibility of the mentor to contact the mentee within two weeks of their starting date.The first meeting should take place within a month of the mentee starting. A minimum of two further meetings should be arranged throughout the year. If it is felt it is necessary or appropriate more

frequent meetings can be arranged. All meetings will remain confidential.

9. At the first meeting the mentor should check the mentee has read these policy guidelines and understands the broad aims of the mentoring process. Both parties should then agree the agenda for meetings.

10. If the mentor leaves or moves the mentee is entitled to a new mentor. This should be arranged through the mentee’s line manager.

VI.8. Work Programme

11. IAM recognises that the process of mentoring is a significant staff development opportunity for both mentor and mentee. It therefore expects that the contribution of mentors will be recognised as an element of their overall work programme.
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