
Extracts taken from the Human Resources Division website

Mentoring arrangements for newly appointed staff:

Information Sheet for Mentors and Mentees

It is University policy to 'facilitate personal and professional development enabling individuals and groups to achieve their full potential'’.  The University Staff Development Policy can be found at website: http://www.admin.cam.ac.uk/offices/hr/policy/staffdev.html)

Mentoring is a dynamic way of facilitating such development.  It is a means of providing structured support to a member of staff in the early stages of a new appointment. It is particularly relevant for members of staff in academic, academic related or contract research posts.

Some members of staff taking up new appointments may, on the face of it, already appear to be familiar with the University either because they are Cambridge graduates, or have previously held an appointment in a College or a research group. However, many aspects of University and College life and work, may still be unclear to them. For new staff coming to Cambridge for the first time, the problems are more obvious and evident to see.

For this reason, rather than being left to 'find their own feet', which may in reality mean being left to 'sink or swim', newly appointed staff should be offered and able to find help when it is required, within a recognised and accepted framework. This need not be an elaborate or rigid mechanism, and may draw on various sources of support.

The Centre for Personal and Professional Development team in the Human Resources Division, offer support for newly-appointed members of staff, the starting point of which is the Welcome to the University: Cultures, Facilities and Opportunities event for members of staff in academic, academic related, and contract research posts.  Details can be found at website:

http://www.admin.cam.ac.uk/offices/hr/cppd/programme/induction/in0588.html
1.  What is mentoring?

Mentoring has been defined in many different ways, but is basically a system of semi-structured guidance whereby one person shares their knowledge, skills, and experience, to assist others to progress in their own lives and careers. Mentors need to be readily accessible and prepared to offer help as the need arises - within agreed bounds.

Mentors very often have their own mentors, and in turn their mentees might wish to 'put something back' and become mentors themselves; it is a chain for ‘passing on’ good practice so that the benefits can be widely spread.

Mentoring can be a short-term arrangement, until the original reason for the partnership is fulfilled (or ceases), or it can last many years.

Mentoring is rather more than ‘giving advice’, or passing on what your experience was in a particular area or situation. It's about motivating and empowering the other person to identify their own issues and goals, and helping them to find ways of resolving or reaching them — not by doing it for them, or expecting them to ‘do it the way I did it’, but by understanding and respecting different ways of working.

Mentoring is not counselling or therapy, although a mentor may help a mentee to access more specialised avenues of help, if it becomes apparent that this would be the best way forward.

2.  What's in it for you?

As mentor

· Mentoring is voluntary but extremely rewarding, and can benefit your own 
skills development and career progression. See Career Guidance website: 
http://www.admin.cam.ac.uk/offices/hr/cppd/career/ 
· You need to be the sort of person who wants others to succeed, and have or can 
develop the skills needed to support them (see What makes a good mentor 
below)

As mentee

· Being able to change/achieve your goals more quickly and effectively than 
working alone

· Building a network of expertise to draw on can benefit both yourself and 
others

2.1   Example of possible functions of a mentor for an academic appointment:

Information provision

· About the University, its structure and arrangements and key contacts

· About University facilities (eg Continuing Personal and Professional Development, 
Staff Development, the University Library, Computing Service, Language Centre, 
CARET etc)

· About the Department/Faculty – how it is organized and arranged, as regards 
teaching, research and administration

Advice

· About achieving a balance between teaching, research and other commitments in 
the Department or Faculty

· About developing networks and contacts

· About involvement with other bodies, including Colleges

· About seeking research funding and the projection of research

2.2   
Example of possible functions of a mentor for an academic-related 
appointment:

Information provision

· About the University, its structure and arrangements and key contacts

· About University facilities (eg Staff Development, other central services, facilities 
within the newly appointed staff member's own institution)

· About the institution, its organisation and arrangements

Advice

· About achieving a balance between different duties and commitments and about 
setting priorities

· About developing networks and contacts

· About involvement with other bodies, including Colleges, internal University 
groups 
and professional associations

3.  Why have a mentor?

Research has proven the value of mentoring for improving your work experience, and this is recognised by having a University mentoring policy for newly appointed staff, and by offering mentoring to all members of staff.

Mentors can:

· Act as an impartial sounding board. They create valuable space and time for you 
to ‘stand back’ and review where you are now, where you want to get to, 
and how best to get there

· Contribute viewpoints, advice, and information from their own knowledge, 
experience and expertise

· Assist you to achieve changes and goals to enhance your professional and 
personal life

4.  Types of mentoring

The term 'mentoring' is interpreted in different ways, and is often used interchangeably with 'coaching'. Both can be about sharing particular areas of expertise and knowledge that the mentee needs; as well as about developing the individual whether or not they work in the same field. The two 'processes' can take place in the same session. For simplicity's sake, the term 'mentoring' is used to cover all processes involved in supporting the individual.

Within the context of Cambridge University, we identify these types of mentoring as follows:

Mentoring for newly appointed staff — ‘induction mentoring’

· A mentor should be assigned to you as a new member of staff, to help you 
orientate yourself to the department and its procedures, policies, personnel, 
sources of help and information, location of key equipment - and to help you 
‘survive’ your first few weeks in a new post

· They may act as a neutral and impartial confidante for any concerns or 
difficulties you may have in settling down, and help you to work out strategies 
for 
success

· Generally they will not be someone in direct authority over you, and usually 
someone from outside your immediate circle is found, though preferably doing 
a 
similar or related role e.g. it is inappropriate for the mentee’s line manager or 
supervisor to also formally act as mentor, to avoid conflicts of interest                 

· See also the Guidance Notes on the Role of the induction mentor:


http://www.admin.cam.ac.uk/offices/hr/staffdev/opportunities/mentor/role.html
· If you have not been assigned a mentor, or would like to nominate your own, 
discuss this with your Head of Sector or Supervisor in the first instance. See also 
the Guidelines for newly appointed staff: 
http://www.admin.cam.ac.uk/offices/hr/mentoring/
· This type of mentoring should be mentee driven 

Peer mentoring

Mostly mentoring is understood in the sense of a more experienced person mentoring a new or junior colleague. But as you progress, colleagues can ‘peer-mentor’ each other either in particular areas (such as teaching observation or project management), or for general support.  However, peer mentoring should still be about progress and development, and be equally supportive of each partner.

Peer mentors should hold each other accountable for their action plans, and help each other to achieve their goals.

Some of the courses offered by Continuing Personal and Professional Development, (eg Springboard) facilitate peer-mentoring, as well as helping you to network and find suitable mentors. Sometimes these peer groups can span a number of years, as members change, develop, move on, but still continue to support each other through different transitions.

The KITE project is a peer-mentoring scheme for academic staff.  See website: http://www.admin.cam.ac.uk/offices/hr/staffdev/kite/
Developmental mentoring

You're no longer new, and everyone assumes you ‘don't need help’ any more - you're ‘on your own’.

In a way they're right; mentoring isn't ‘remedial'.  It isn't about ‘fixing’ or ‘helping’ in the sense that you can't ‘do it yourself’. But successful people don't feel they have to ‘go it alone’ - they identify resources in people, as well as in print or online, and use them to maximise their potential. Research has found that the most effective people may have four or five different mentors for different areas of their professional and personal lives.

It's simply the case that your mentoring needs have evolved in line with increased responsibility. You may have new duties, taken on new roles, been promoted. It's more about the synergy that two (or more) people can create together, to generate solutions, strategies, and action plans, and build on success.

Mentoring is important, as it provides individuals with role models and may be a means of providing information about career and training opportunities - internal and external. Importantly, the mentor might provide the inspiration to take these opportunities up. Mentoring also widens the support network, provides motivation, and can improve confidence.

Developmental mentoring is just that — a  more senior in terms of career progression, experienced mentor helps you to develop your strengths and potential, to identify your changing needs, values and aspirations, and what's most important to you. They work with you to plan your professional development, and your next career steps. Personal development planning is equally important to staff and students.  This type of mentoring should be mentee driven.
External coaching partnerships

You may prefer to pay privately to work with a completely external mentor - the term ‘coach’ is normally used here. Coaching - personal and executive, has now grown exponentially, even in the last decade, with many testimonials to the success of the process.

You need to decide whether you want personal or executive coaching.  Personal coaching is more holistic and focused on different areas of personal development, which can include life and career coaching. Charges for this vary considerably. Executive coaching is usually very performance-based and focused on targets and productivity, and can be expensive.

One benefit of working with an external coach is that confidentiality is paramount, and they are completely outside your ‘circles’ (work or home), therefore it is sometimes much easier to talk things through with a trained and experienced ‘outsider’ who is acting purely in your best interests.

There are hundreds of coaching websites available, including some that try to help you choose. Try browsing to see what individual coaches offer, their experience, ways of working, and charges. 

5.  How do I find a mentor?

If you are a newly appointed member of staff, your Head of Sector or Supervisor should help arrange a mentor for you.  This is called 'mentoring on appointment' or 'induction mentoring' and is part of the University policy on mentoring.

If you are looking for a different kind of mentoring as you progress in your role (see other headings under ‘Types of mentoring’), you can also find a mentor for yourself by:

· asking around for a suitable 'match'

· identifying someone you may have come across whom you think would be a 
good person to approach (see 'What makes a good mentor' below)

· offering to peer-mentor or co-coach a colleague

· searching the web for more sources of information and contacting people or 
projects proactively. A good starting point is the Coaching and Mentoring 
Network - http://www.coachingnetwork.org.uk/
It isn't always easy to approach someone especially if they're 'very busy', but just ask if they'd meet you for coffee to discuss how you'd like to work with them as mentors. If they agree to mentor you, you both need to agree the 'ground rules' (confidentiality being the most important), frequency of meetings, expectations on both sides. The WiSETI Mentoring Guide found at: 

http://www.admin.cam.ac.uk/offices/hr/staffdev/opportunities/mentor/wiseti.pdf also offers useful suggestions about managing the mentoring relationship. If you have experience in a particular area, can you offer the mentor any exchange of skills in return for their time?

You need to accept that they may say 'no', which they're entitled to do, as this is a voluntary activity. If they don't agree to mentor you, try not to take it as a personal rejection. If they don't feel able, for whatever reason, to mentor you, it wouldn't have worked anyway - it needs to be mutually consensual.  But don't stop there, try someone else - the most successful people are those who keep going.

6.  What makes a good mentor?

If you are interested in becoming a mentor, check yourself against this list:

· First and foremost, are you interested in helping others to succeed — even if they may surpass you in achievement?

· Are you reliable, honest, and trustworthy to keep things confidential?

· Are you capable of active listening — not interrupting, picking up important cues from what someone says, able to reflect back the relevant issues and check understanding, minimising assumptions and prejudices?

· Are you empathetic - can you convey understanding of their experience without saying ‘yes me too’ and launching into anecdotes of your own?

· Are you able to question someone sensitively but empoweringly to help them explore their own issues?

· Can you pass on your knowledge and expertise clearly, encouragingly and helpfully?

7.  Why become a mentor?

Mentors often cite they want “to put something back” into the system - especially if they've had a good experience that they want to ‘pass on’, and to help a less experienced colleague progress (“if only I'd known then what I know now”)

Transferable skills development; the skills needed to be a mentor, set out below, are transferable to a wide range of contexts to assist career progression, including management; organisations need good ‘people managers’ with active listening skills and good judgement of someone's skills and potential. The mentoring relationship enables you to:

· develop strengths (yours and theirs)

· check assumptions (yours and theirs)

· clarify misunderstandings (yours and theirs)

· work with people from different contexts and backgrounds

· practise offering positive and constructive feedback

· generate workable solutions together in a mutually respectful way

· motivate, advise and support whilst empowering someone to make their own decisions and take responsibility for their own actions/development

This all takes place in a ‘safe’, consensual and mutually confidential environment.

Increased job and personal satisfaction, ands the rewards of seeing someone you've helped progress and succeed, are immeasurable.

8.  Selected sources of information on mentoring

· Guidelines on mentoring for newly appointed staff - http://www.admin.cam.ac.uk/offices/hr/mentoring/
· Induction checklist - http://www.admin.cam.ac.uk/cam-only/offices/hr/forms/pd24/
· WiSETI - mentoring for Women in Science, Engineering and Technology - http://www.admin.cam.ac.uk/offices/hr/equality/wiseti/
· MentorNet - an e-mentoring scheme for students and post-docs - http://www.mentornet.net/
· UK Resource Centre for Women - a useful page containing links to many other 
sources of mentoring information (not exclusively for women) - http://www.ukrc4setwomen.org/
· The Coaching and Mentoring Network - http://www.coachingnetwork.org.uk/
· The European Mentoring and Coaching Council - promotes international good practice - http://www.pbcoaching.com/about/emcc.php
The Human Resources Division website can be found at: http://www.admin.cam.ac.uk/offices/hr
Departmental Administrators:
· Howard Jones, Academic Secretary – manages the department’s finances, monitors income/expenditure and costing of research grant applications, provides financial planning and control, and co-ordinates recruitment (Room 144).  Secretary of Sector Heads and Chemistry Advisory Board

· Christine Wilson, Assistant Academic Secretary (Research Personnel) – provides advice to staff and students on personnel policies, procedures, welfare and personal development issues (Room 138A).  Secretary to the Finance Committee and Postgraduate Students Committee, and designated Staff Development Co-ordinator, Disability Liaision and Gender Balance Officer
