ADJUNCT MENTORSHIP

PROFESSIONAL DEVELOPMENT PARTNERSHIP

      INFORMATION PACKET

The mentoring program sponsored by the

Tompkins Cortland Community College

College Teaching Center

May 2009
CONTENTS













 Page

1. Professional Development Partnership Program Description

 
     2
2. Mentor/Mentee Procedures






   
     3
3. Hints to Help You with Your Partnership





     4
4. Timetable for Selection of Mentoring Pairs & Completion of Activities
   
     5

5. List of Activities








     5
6. Professional Development Adjunct Partnership Application


  
     6

7. Midterm Report – Partners’ Checklist of Activities



 
     7
8. Partners’ Completed of Activities






     8
9. Feedback Form








     9
10. Sample Memorandum of Agreement






   10
11. Mentoring Bibliography







   11
1.  Professional Development Partnership Program Description

This program is designed to provide an opportunity for adjunct members of the faculty (Mentees) to work together with more experienced full-time and adjunct faculty (Mentors).  The partnership activity seeks to enhance pedagogical skills and curriculum delivery through discussion and practical experiences that address important teaching issues such as content preparation, presentation modalities, student evaluation and assessment, faculty-student interaction, and other relevant issues.  

The partnership will complete the following activities:

1. The mentor and mentee will meet regularly, preferably weekly, during the semester to discuss curricular and pedagogical issues. The partnership commits to meeting at least 10 times during the course of the semester.
2. The mentee will have at least one of his or her class recorded (video or digitally). The mentor and mentee will review and discuss the class. The mentor will write a reaction report.  The mentor may also try to observe a class of the mentee as a basis of discussion. 
3. The mentee should observe a class of the mentor as a basis of discussion. The mentee will write a reaction report. If scheduling issues make it impossible for the mentee to attend a class, a video or digital recording of the mentor’s class will suffice.
4. The mentee will keep a reflection journal which will be submitted at the end of mentorship.

5. At the conclusion of the mentorship both the mentor and the mentee will submit a 1-page reflection on the mentoring experience. 

6. Both partners will also submit a copy of the feedback form which solicits feedback on the mentorship program. 

2.  Mentor/Mentee Procedures 
The Coordinator of the Teaching Center shall be responsible for assigning mentors and selecting partners.  Individuals can apply to the Coordinator of the College Teaching Center to be matched with a partner to create a partnership or a mentor and mentee can apply as an established partnership for a formal mentoring partnership. The number of partnerships allotted each year will depend on budgetary considerations.
Mentees
Mentees each year will be chosen from those who request a partnership by the specified deadline in the fall of each year, or those who apply for the program as a part of an existing mentoring partnership.  (See the Timetable on page 5.)  Requests for partnership for the spring semester will be considered if the budget allows. First preference will be given to adjuncts in their second or third semester of teaching at the College. In addition, mentees who teach freshman “core” courses will also be given preference. 
Mentors
Mentors each year will be chosen from those who volunteer by the specified deadline in the fall of each year, or those who apply for the program as a part of an existing mentoring partnership. (See the Timetable that follows.) If more mentors are needed to fill assignments in the spring and all of the possibilities from the fall have been assigned, a second call for volunteers will occur. Each mentor will be matched to one partner as budget allows. Preference will be given to full-time faculty members. Adjunct faculty with at least six semesters of teaching at TC3 may serve as mentors if there is an insufficient number of full-time volunteers and if the adjunct has the recommendation of the Dean of Instruction. Preference will also be given to mentors who teach in the same discipline as the mentee. If several mentors from the same discipline step forward, selection will follow the seniority rules that govern overload assignment. When there is no discipline match, the overload seniority rules will cover the mentors available. Those volunteers not used will have preference for future assignments.
Duration
Partnerships generally start in the Fall Semester and last for one semester.  Additional partnerships may be available in Spring Semester if the budget allows.
Required Activities
See page 5, List of Activities, for required activities.
Payment of Compensation
Upon completion of the mentoring partnership, the parties will submit a completed Checklist of Activities to the Teaching Center Coordinator who will initiate the process for compensation. All requests for compensation should be presented to the Coordinator according to the timetable that follows. Compensation will be at each individual’s hourly rate for 10 hours.   
In the event that the mentor or partner is no longer at the college and cannot complete the mentorship, the parties can apply in writing to the Coordinator for a pro-rated amount of compensation that will cover the hours of the partnership that were completed.
Confidentiality
The relationship between the mentor and partner will be considered a private and professional one.  Aside from the application, the mid-semester report, the reflections by both the mentor and the partner, the checklist of activities, and the feedback form, no other documents or reports will be required of the participants.  Of course, voluntarily the mentor and partner may choose to discuss whatever elements of their experience they wish, provided that the choice is mutually acceptable and does not violate the confidentiality rights of other individuals.  
Personnel Folder
Upon completion of the partnership, the Coordinator of the College Teaching Center will send a statement to the Human Resources Department indicating participation in the mentoring program and the topic of the partnership.

3.  Hints to Help You with Your Partnership
Previous Partnership Materials

There are binders in the College Teaching Center, one of which contains past reflections, and the other mentoring materials. Please feel free to look over these materials at your leisure.

College Teaching Center Coordinator

Feel free to contact the Coordinator of the College Teaching Center at any time for help or suggestions.

Articles on Mentoring

The articles listed in the bibliography (page 11) are kept in a binder in the College Teaching Center.  Feel free to borrow one article at a time for a period of two weeks.  Please sign out the article on the first page in the binder.

Recommended Reading

“Mentoring Junior Faculty,” by Gloria Pierce appeared in Thriving in Academe in October, 2004.  It provides a brief but excellent overview of the mentoring process including both benefits and cautions about pitfalls.  You can access the article online at 

http://www2.nea.org/he/advo04/advo1004/front.html
4.  Timetable for Selection of Mentoring Pairs & Completion of Activities
	FALL PARTNERSHIPS
	Full-time partners
	Adjunct partners

	Application Deadlinea
	Friday, 3rd full week of classes
	Friday, 3rd full week of classes

	Selection Announced
	Friday, 4th full week of classes
	Friday, 4th full week of classes

	Mid-term Reportb
	Friday, 8th full week of classes
	Friday, 8th full week of classes

	Completion Deadlinec
	Friday, 3rd full week of classes, following semesterd
	Friday, 3rd full week of classes, following semester d


	SPRING PARTNERSHIPS
	Full-time partners
	Adjunct partners

	Application Deadlinea
	Friday, 2nd full week of classes
	Friday, 2nd full week of classes

	Selection Announced
	Friday, 3rd full week of classes
	Friday, 3rd full week of classes

	Mid-term Reportb
	Friday, 7th full week of classes
	Friday, 7th full week of classes

	Completion Deadlinec
	Friday of finals week of the spring semester
	Friday of finals week of the spring semester


a. Use the Professional Development Adjunct Partnership Application on page 6.

b. Submit the Midterm Report – Mentor/Partner Checklist of Activities, page 7, indicating which have been completed.

c. Submit the signed Mentor/Partner Completed Activities form, page 8, the reflections, the mentee’s reflection journal and the Feedback Form, page 9.

d. If one or both partners anticipate not being able to work on the partnership in the     following semester, the partners must complete their partnership before the end of the semester in which they were selected.

Note: The mentor and partner share equal responsibility to initiate contact, plan Partnership activities, and maintain regular contact with each other through completion of the Partnership.
5.  List of Activities

The following is a list of required activities:

1.  Weekly contact and discussion between Mentor and Partner 

2.  Mentee visited Mentor's Classroom and wrote an Observation Report 

3.  Mentee’s class videotaped, reviewed with Mentor, and Reaction Report written 

4.  Mentee completed journal of weekly contact with Mentor and reflections on the teaching experience
      through the semester(s) 

5.  Mentee’s 1-page reflection on the Professional Development Partnership experience


6.  Mentor's 1-page reflection on the Professional Development Partnership experience

6. Professional Development Adjunct Partnership Application

Submit to the Coordinator of the College Teaching Center.  See the timetable on page 5 for submission deadline.

We have reviewed the Professional Development Partnership Information Packet and have agreed to work together as mentor and mentee for the _____________________ semester.  

We have decided on a meeting time that fits both of our schedules.  The weekly meetings 

are  set for: _______________________________________________________________
The focus of our mentoring partnership will be 
___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Mentor  ________________________________________________
Date _____________
Partner ________________________________________________
Date _____________
Professional Development Partnership Approved?    
Yes   
No

_________________________________________________                    ______________

CTC Coordinator                                                                                                   Date

(Copies of the approved application to the mentor, the partner, and the CTC files)

7.  Midterm Report – Partners’ Checklist of Activities

Mentor:____________________________________        Partner:________________________________

Please fill out this checklist as you complete the activities during your Professional Development Partnership. Submit a copy of this checklist at the mid-point of the semester (see the timetable on page 5 for the deadline) to the Coordinator of the College Teaching Center.  Supporting documentation is not needed at this time.
ACTIVITY
 
      COMPLETED
1. Weekly contact and discussion between Mentor and Partner . . . . . . . . . . . . . . . . . . . . . . . . . . . .
______

2. Mentee visited Mentor's Classroom and wrote an Observation Report . . . . . . . . . . . . . . . . . . . .  
______ 

3. Mentee’s class videotaped, reviewed with Mentor, and Reaction Report written . . . . . . . . . . . 
______

4. Mentee completed journal of weekly contact with Mentor and reflections on the
    teaching experience through the semester(s) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
______

5. Mentee’s 1-page reflection on the Professional Development Partnership experience . . . . . . . 
______


6. Mentor's 1-page reflection on the Professional Development Partnership experience . . . . . . . 
______


7. Additional activities completed:


______________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
_____________________________________________________________________________________
X_____________________________________   _____________                   _______________________________   __________

    Partner                                                                       Date 
 CTC Coordinator                                           Date

X_____________________________________   _____________                   Copy Partner, Mentor, CTC Files, & CTC Coordinator  

    Mentor

 Date  

        
8.  Partners’ Completed Activities

Mentor:____________________________________        Partner:________________________________

Please fill out this checklist as you complete the activities during your Professional Development Partnership. Upon completion, submit the following to the Coordinator of the College Teaching Center (check completion deadline in Timetable on page 5): 
· this checklist, signed by both the mentor and the partner
· a copy of the partner's 1-page reflection on the mentoring experience 

· a copy of the mentor's 1-page reflection on the mentoring experience 

· a copy of any product created as a result of the mentoring partnership is requested, but not required

· a copy of the feedback form from both the mentor and the mentee
The checklist will be signed by the Coordinator and submitted to Renee Hollenbeck for processing. 
ACTIVITY
 
      COMPLETED
1. Weekly contact and discussion between Mentor and Partner . . . . . . . . . . . . . . . . . . . . . . . .. . . .
______

2. Mentee visited Mentor's Classroom and wrote an Observation Report . . . . . . . . . .  . . . . . . . . .  
______ 

3. Mentee’s class videotaped, reviewed with Mentor, and Reaction Report written . . . . . . . . . . . 
______

4. Mentee completed journal of weekly contact with Mentor and reflections on the
    teaching experience through the semester(s) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
______

5. Mentee’s 1-page reflection on the Professional Development Partnership experience . . . . . . . 
______


6. Mentor's 1-page reflection on the Professional Development Partnership experience . . . . . . . 
______


7. Additional activities completed:


_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
_____________________________________________________________________________________
X_____________________________________   _____________                   _______________________________   __________

    Partner                                                                       Date 
 CTC Coordinator                                           Date

X_____________________________________   _____________                   Copy Partner, Mentor, CTC Files, & CTC Coordinator  

    Mentor

 Date  

        

4. Feedback Form

Please provide feedback to the College Teaching Center about your mentoring experience.  We plan to use this information to improve the program in the future.

Thank you!

Ways that the CTC could improve the Professional Partnership Program:  (This can include the structure, guidelines, timeline, communication, materials, etc. …)

What was helpful about the structure and facilitation of this program?

5. Sample Memorandum of Agreement

[image: image1.emf]
Mentoring Bibliography
The following sources discuss Mentoring and are intended as a resource for those people involved with the Partnership Development Program. The full text articles are available for loan from the CTC. 

Barnett, Bruce G. 1990. "The Mentor-Intern Relationship: Making the Most of Learning from Experience." NASSP Bulletin 74 (526):17-24.

Bell, Robert H. 1999. "Voices inside Schools/ On Becoming a Teacher of Teachers." Harvard Educational Review 69 (4):447-455.
Cunningham, Shelly. 1999. "The Nature of workplace Mentoring Relationships among Faculty Members in Christian Higher Education" Journal of Higher Education 70 (4):441-458.
Jipson, Janice and Paley, Nicholas. 2000. "Because No One Gets There Alone: Collaboration as
            Co-Mentoring." Theory into Practice 39 (1):37-42.


Kochan, Frances and Trimble, Susan B. 2000. "From Mentoring to Co-Mentoring: Establishing Collaborative Relationships." Theory into Practice 39 (1):21-27.
Kogler Hill, Susan E., Hilton Bahniuk, Margaret, and Dobos, Jean. "The Impact Mentoring and Collegial Support on Faculty Success: An Analysis of Support Behavior, Information Adequacy, and Communication Apprehension." Communication Education 38 (1): 15-33.
Merriam, Sharon B. and Thomas, Thomas K. 1986_ "The Role of Mentoring in the Career Development of Community College Presidents." Community Junior College Quarterly 10:177-191 -


Mullen, Carol A. 2000. "Constructing Co-Mentoring Partnerships: Walkways We Must Travel." Theory into Practice 39 (1):5-11.
Perna, Frank M., Lerner, Bart M. and Yura, Michael T. 1995. "Mentoring and Career Development among University Faculty." Journal of Education 177 (2):31-44.
Pierce, Gloria.  2004. “Mentoring Junior Faculty.”  Thriving in Academe 22 (1): 5-8.
Sands, Roberta G., Parson, L. Alayne and Duane, Josann. 1991. "Faculty mentoring Faculty in a Public University." Journal of Higher Education 62 (2):174-191.
Sonnenberg, Frank and Goldberg, Beverly. 1992. "Encouraging Employee-Led Change Through Constructive Learning Processes. The Journal of Business Strategy 13 (6):53-59.
Thomas, Jerry R. 1997. "Vision and Leadership for Selecting and Mentoring Ne Faculty in Higher Education." The Journal of Physical Education, Recreation and Dance. 68 (5):41-48.

PAGE  
PDP Adjunct Information Packet  11

