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1
Introduction
1.1
Mentoring in the workplace describes a relationship in which a more experienced colleague uses their greater knowledge and understanding of the work or work environment to support the development of a more junior or inexperienced member of staff.

1.2
Here at St George’s University of London, mentoring does take place informally within Divisions/Departments.  These guidelines detail the introduction of a formal mentoring scheme for all staff.  
1.3
These guidelines explain the benefits of a formal mentoring scheme, roles and responsibilities and how the scheme will work in practice.  
2
Benefits of Mentoring
2.1
For Mentees, mentoring can:
· Provide structured advice and support to new members of staff and to those taking on new responsibilities 
· Provide a "critical friend" and information source, outside the line management framework

· Help in identifying and planning personal and professional development

· Help staff with construction of CPD portfolios

· Facilitate orientation to a new job and culture
· Help women returning to work following maternity leave

· Assist new members of staff to understand the formal and informal organisational structures at SGUL
· Encourage new members of staff to contribute to the SGUL community
· Provide access to professional contacts for wider networking
· Complement SGUL’s existing coaching programme 
2.2
For Mentors, mentoring can:
· Be an opportunity to develop new skills 
· Provide satisfaction through involvement in the professional development of colleagues

· Give access to fresh ideas and perspectives

· Enable reflection on own management and teaching styles

· Be an opportunity to actively contribute to the development and quality of SGUL

3
Setting up a Mentoring Relationship
3.1
The mentoring scheme will be advertised on the staff development pages of the portal along with regular reminders in George’s Weekly newsletter.

3.2
New staff will be invited to take part in the scheme during their first month of employment.
3.3
Women returning from maternity leave will be informed of the mentoring scheme when their return to work date is confirmed.

3.2
Mentees will be asked to provide details of what they would be looking for in a Mentor (see Mentee Details Form in Appendix 1).  This information, along with consideration of the Division/Department needs, will be used to match Mentee with Mentor.  

3.3
Mentors will be asked to self-nominate and we will ensure a spread of mentors from across all staff groups.  A Mentor Role Description can be seen in Appendix 2.


Appropriate credit for being a mentor will be given in the Workload Distribution Framework.

3.4
All those willing to become Mentors will be expected to:

· complete a Mentor Profile (see Appendix 3)

· attend an in-house briefing session 
· take part in regular Mentor support meetings which will take place throughout the year.   
3.5
Matching will be carried out by the scheme organizers with advice from Heads of Division/Department and Staff Development Co-ordinators, where appropriate.  The information in the Mentee application form and Mentor profile will be used to inform the matching process.  
3.6
At the start of the process, Mentors should establish a written mentoring agreement with their Mentees which will include an agreed protocol for contact and support outside the agreed meetings by email/phone/face to face (Appendix 4).  
4
Ending the Relationship

4.1
If at any point in the process either party feels the mentoring relationship is not progressing, they can agree to bring the mentoring to an end.  The scheme organizers must be informed and the Mentee will be given the opportunity to select another Mentor.  
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	Name


	

	Job Title


	

	Division/Department


	

	What do you hope to get out of the scheme? (You may not have clearly defined objectives yet, but it would be helpful if you could outline the general areas you are interested in).

	

	What experience/skills would you like your mentor to have?
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As a mentor your role will be to support your mentee, acting as “critical friend” and advice and information source, outside the line management framework.
This role will be undertaken voluntarily and appropriate credit for being a mentor

will be given in  the Workload Distribution Framework.

Mentors will:

· Have a real desire to help colleagues and a willingness to share their experience
· Understand the mentees work but not be involved in day to day work with them

· Have the willingness to commit time to the process

· Have a good track record of personal achievement within their professional field

· Have a good understanding of SGUL’s culture and hierarchy

· Have knowledge of key, influential people, policies, procedures and resources within SGUL

· Have excellent questioning, listening and summarizing skills

· Have the ability to give feedback in a constructive and positive manner

· Maintain confidentiality

· Commit to meeting their mentee 

· Keep confidential notes of each meeting

· Provide support between meetings as required (by email/phone/face to face)

· Attend a mentor briefing session

· Positively support SGUL’s equality and diversity policy throughout their mentoring relationship

· Follow Health & Safety policies and procedures

APPENDIX 3
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This form will enable us to match Mentors with Mentees.  

	Name


	

	Division/Department


	

	Job Title


	

	How long have you worked at SGUL?


	

	Please give brief details of your key responsibilities (past and present)

	

	What is your area of expertise?


	

	What do you think you could bring to the mentoring process?

Please outline how your experience and knowledge will support the following groups of staff: 

1. New staff/staff who have recently changed role

2. Female staff returning to the workplace following maternity leave

3. SGUL’s Athena SWAN initiative – supporting women throughout employment

4. The career development of contract researchers

5. The career development of academic staff (both teaching and research focused)

6. Those seeking general career development advice

7. Managers and leaders 
8. Those which come under other protected groups (race & ethnicity, age, disability, LGB status, trans status, religion and belief
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This template provides the mentor and mentee with a means to formalize their relationship and should be completed at the end of the initial meeting.

	Date




	Purpose of mentoring


	

	Overall timescale for mentoring


	

	Face-to-face meetings*


	

	Communication via email*


	

	Telephone communication*


	

	Date agreed to review this agreement


	


	Signed:


	Mentor

	Signed:


	Mentee


*Mentor and mentee to discuss and agree the nature, frequency and pattern of communication, to include distance and face-to-face methods

You should each keep a copy of this agreement which remains confidential to both parties.
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