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INTRODUCTION
Welcome to International Direct Entrant (IDE) Mentoring Scheme. We hope you enjoy your work with international direct entrants of Plymouth Business over the next academic year. As you are post/undergraduate students we appreciate that you give the project your valuable time.  We are very grateful for your support. 

IDE Mentoring Scheme is funded in the main by Prime Minister’s Initiative (PMI) for International Education. One of the key aims of the PMI is to sustain and improve international student satisfaction ratings by strengthening the quality of the international student experience.  In particular this project is under UK Pilot Project Awards Scheme 2007/08. The aim of this scheme is to encourage innovation and develop and publicise examples of best practice in international student support.  From our own working experience, we understand how valuable support past graduate can provide to their fellow students. Therefore we propose to take full advantage of past international direct entry students’ experience to form student-centred mentor culture in the university. This project is a holistic view of the students needs. It addresses progression issues in the areas of: academic transition (learning skills support, English language support, postgraduate application) and social transition (practical/welfare support, integration and admin support).
Mentors work with one or a small group of international direct entrant students, offering aspiration support and guidance working towards making decisions about progression to Higher Education (HE) and also how to effectively adapt to foreign study environment in final year of their degree courses. The direct entrant students engaged in this particular mentoring scheme are students who have no role models to encourage them to progress and succeed in a foreign country (in this case, UK). The students buy into the project and so have chosen to be mentored. 
This handbook is designed to give you the information you will need to confidently work with international direct entrants in a university setting. 

We hope that this year provides you with memorable experiences and helps you to gain valuable skills for the workplace. 

Dr. Rong Huang




Pat Blower
November 2007
ROLE OF STUDENT MENTORS
Mentoring is essentially a means by which individuals learn and develop. Yet it is different from a number of other learning situations as it is a relationship between two people and this is highlighted in most formal definitions of Mentoring e.g. “a protected relationship where experimentation, exchange and learning can occur, and skills, knowledge and insight can be developed”. 

As a student mentor you will work with individual students on a regular basis, either through e-mail or at arranged meetings face to face. Mentors will be expected to build a relationship of mutual trust with the mentees. You will be involved in informing and advising, and will be required to demonstrate an understanding of the problems and challenges they face.

One of the mentor’s main objectives will be to help mentees to become more fully aware of their capacity to succeed in the academic context of higher education in the UK, most specifically the University with regard to English language support.

In particular, you will:

· Listen and discuss issues of importance to the students

· Respect students’ personal opinions and beliefs

· Share relevant experience and problems

· Ask perceptive and thoughtful questions

· Engage in effective target setting and action planning

· Periodically review and evaluate the mentees’ progress

Specific areas of activity could include helping mentees to:

· Improve their self-esteem

· Identify problem/weak areas
· Share study skills and learning strategies, especially with regard to English language skill

· Signpost to other university services

· Exploit integration activities in both academic and social experience. 
Mentors will be trained, supported, monitored and paid for carrying out their work.
TERMS AND CONDITIONS FOR STUDENT MENTORS
This contract is for one academic year 2007-2008. Each mentor is responsible for five students maximum. Each mentor can support the same mentee for four hours maximum. Student mentors will be paid monthly at £8.08 per hour, upon submission of the Time Record Sheet.

Conditions to be fulfilled by the Student Mentor: 
1. Student mentors will be expected to offer support to five mentees maximum during the academic year for up to four hours with the same mentee. 
2. Mentors will maintain an appropriate level of confidentiality in respect of the content of their mentoring activities. The supervisory team will assist with any difficult issues that arise
3. Mentors should remember that they are ambassadors of the University, and should agree to behave in a fashion fitting that of a university representative.
4. Mentors will be expected to keep brief records of all mentoring meetings and evidence of work where possible. These will be given to the supervisory committee on a regular basis.

IDE MENTORING SCHEME
Student Agreement

	Date
	

	Student Name
	

	Student Registration No.
	

	Course
	

	Department
	

	Year of Study
	

	Contact 

Address 

in Plymouth
	

	Telephone number
	

	Mobile Number
	

	E-mail address
	


I, ......................................................................... understand the attached Terms and Conditions of IDE Mentoring Scheme, and will adhere to them.

Signed................................................................................

Print name........................................................................

Date...................................................................................

Approved by the Scheme Co-ordinator

Signed................................................................................

Print name........................................................................

Date...................................................................................

BENEFITS FOR BEING STUDENT MENTORS
Through mentoring a student you will have an important effect on their study and career and perhaps even their life! You will be able to share the knowledge and insights that you have gained from your own, perhaps others’ experience with international students who is aspiring to be successful in your subject. 

Participation in the scheme will provide student mentors with the opportunity to:

· Experience the satisfaction of helping international direct entry students to develop and achieve their goals
· Participate in valuable training and development activities
· Develop skills and experience, which will contribute to their personal effectiveness
· Benefit from regular support and feedback from other mentors and their University Co-ordinators 
· Use the experience on their CVs to enhance their career prospect

Certainly you are sure to gain respect and appreciation from the students you will support. 

WHAT IS EXPECTED OF YOU AS A MENTOR? 
As a mentor you will be expected to keep brief, concise records of your mentoring meetings, providing copies of work, advice when appropriate.  These will be submitted to the supervisor on a regular basis. 

In the course of the year, you will be expected to work with students in a range of academic and pastoral areas.  These may include:
· helping the mentees to organise their time regarding coursework deadlines
· sharing your experiences and techniques with regard to study skills, use of the library and resources
· sharing your experience of adaptation to university academic demand 
· sharing your approaches to further academic pursuits 

· sharing your knowledge of social and leisure life in the UK
Time commitment
There are a number of aspects to this: 

· The induction meeting at the University together with other Mentors to learn more about the programme; 

· The initial meeting with the Mentee of about one hour maximum; 

· Regular meetings –further two meetings, this can vary and could be one-to-one meeting of one hour face-to-face or could be arranged by you to through online chat (such as MSN Messenger) for one hour;
· Final evaluation and review, properly about one hour over coffee or lunch.
BEING EFFECTIVE STUDENT MENTORS
A key quality you will be expected to display is a high level of confidentiality in respect to the content of your mentoring activities.  You will also be using the following qualities:

· the ability to listen and discuss those issues that are of importance to your mentees
· respect for personal opinions and beliefs, cultural sensitivity

· the ability to share relevant experiences and problems

· the ability to ask perceptive and thoughtful questions

· the ability to constructively and sensitively guide and correct work as appropriate

· the ability to engage in effective action planning

· the ability to review and evaluate

KEY COMPONENTS OF THE MENTORING PROCESS
There are a number of key stages involved in the mentoring process
1. Getting to know your mentees

2. Establish rapport

3. Diagnosis

4. Agreeing a programme and mutual expectations

5. Implementation

6. Periodic review

7. Exit strategy

Over time mentoring moves through a series of stages.  It is a dynamic, changing relationship.  At the beginning, it is essential that you and the pupil get to know each other.  You have to find out about them as individuals and encourage them to tell you about themselves.  This is very much a two way process and you may have to disclose information about yourself.  These early ‘story-telling’ sessions are crucial to establishing rapport.  From here you are able to more easily move onto the next stage which involves an initial diagnosis of the issues, problems and concerns.  

The mentee may suggest he/she wants help on a specific issue, for example a piece of written work.  They may be wanting an instant solution to the problem which you will probably be able to provide.  However, it is worth keeping in mind that you may not be able to provide all that the student wishes at all times and it is therefore important to clarify the mutual expectations of what the mentee is expected to do and what you will do (or not do) as a mentor.  Although you should raise this point at a fairly early stage, it will be necessary to revisit it periodically for further clarification.  Please do not hesitate to contact the IDE Mentoring Scheme coordinator for support.

You should discuss and establish a programme of action with the mentee.  This will however be revised and changed in the light of subsequent events.  Routinely, you will need to monitor events to check that the programme is going as planned.  Periodically, you will also need to review and evaluate the progress of the programme.  Towards the end of the year you should plan an ‘exit strategy’ so that the mentee will be able to work as an independent learner without your support.  Throughout the mentoring process you should work to ensure that the student gradually gains greater independence for their learning.

Underpinning values, attitudes and behaviour

Throughout the whole mentoring process there are a number of key principles which you should adhere to:

· Demonstrate respect for mentees
· Indicate the value of their opinions

· Actively listen and limit your own input
· Focus on problems and issues

· Seek help when appropriate

As a mentor you need to develop empathy with your mentees.  Try to understand their perspectives, by setting aside your judgements and biases and attempt to ‘walk in their boots.’  As they speak, listen for core messages from both their verbal and non-verbal communications.  Note any signs of stress or resistance.  Move gradually towards the exploration of any sensitive issues.

SKILLS INVOLVED IN QUALITY MENTORING
· Managing meetings

· Active listening

· Questioning skills

· Giving and receiving feedback

· Challenging and confronting

· Writing reports

Managing meetings:

Your meetings may not always be face to face, might also through the computer email system.  If you do arrange a face to face meeting, make sure you meet in a public place for reasons of security, such as the Students’ Union, the Library etc.

During your meetings whether they will be online or in person:

· maintain a constructive and supportive atmosphere and tone

· encourage the mentee to reflect on his/her responses, performance, attitudes etc.

· encourage trust and mutual responsibility

· be prepared to discuss and negotiate

· be comfortable with silences

Active listening:
The four main forms of communication are listening, speaking, reading and writing. As a mentor, it is particularly important to become an active listener.

Blocks to listening

There are a number of reasons why we may not normally be an active listener:

(1) Expectations and assumptions:

What we hear or understand is largely shaped by our own experiences. Instead of really listening to what someone tells us, we have a tendency to hear what our minds tell us they have said. We have preconceived ideas of what people mean when they speak. This is called a ‘mental set’. Therefore, at times we only hear what we want to hear.

(2) Prejudice and bias

This is an extension of the previous point. Our beliefs, attitudes and opinions cause us to selectively listen to people. If they have different views to our own we tend not to listen to them. In addition, our degree of attention is also affected by such things as the speaker’s ‘class’, accent, style of dress, mannerisms etc.

Developing your Listening Skills

As a mentor you should try to improve your listening skills, no matter how good you consider them to be. Try to adopt the following advice:

        Physical approach
                  Be relaxed

                  Keep reasonably still

                  Face the speaker

                  Look interested

                  Maintain eye contact                       

        Mental Approach
                  Keep an open mind 

                  Concentrate

                  Don’t interrupt

                  Listen to tone as well as content

                  Ask questions to clarify points of difficulty
Questioning skills
In addition to active listening, a key mentoring skill is the ability to ask the right type of questions. The following shows the kinds of questions you will use during the mentoring process and includes a brief discussion of each type.

Types of Questions
Open                                 To gather information

Probing                             To explore and clarify

Summary                          To obtain confirmation

Reflective                          To explore and to problem solve

Factual                              To check facts

Comparison                      To check alternatives

Hypothetical                     To think more widely                       

(1) Open questions

 The object of asking the student open questions is to obtain information by getting them to talk freely, rather than just give very short answers to closed questions which tend to have only one answer.

Where? When? Why? What? How? Who?

Examples of open questions which you might use include:

‘How have you been getting on with….?’

‘What progress have you made with…..?’

‘What do you think are the most important aspects of….?’
‘Tell me about….?’

‘What do you think ….?’

(2) Probing Questions / Statements

It is often useful to follow an open question with a probe question. These fulfil a number of functions.

By asking probe questions you will help students to remain focused on relevant and important issues. Identify experiences, behaviours and feelings that give a fuller picture of the issue at hand. Help you and them to understand themselves and the problem situations more fully.

· You should use a mix of probing statements, open-ended questions and interjections

· If a probe helps a student reveal relevant information, follow it up with basic empathy rather than another probe

· Use whatever judicious mixture of empathy and probing is needed to help the student clarify problems, identify blind spots, develop new scenarios, search for action strategies, formulate plans, and review outcomes of action

· Remember that probing is a communication tool which is only effective to the degree that it serves the mentoring process

Summary of Probe Questions/ Statements

Non-verbal ‘noises’ are a means of signalling to the other person that you are really listening to them and that you want to hear more. They show the speaker that you are listening. They include nods, smiles etc. Examples of supportive statements include, ‘I see…’  ‘That’s interesting…’ etc. Repeating back a key word or phrase is another way of encouraging the pupil to continue.

By allowing a pause to occur and not trying to fill it too quickly, you can encourage the pupil to say more about the issue. Extension questions take the form of ‘How do you mean…’, ‘What makes you say that…’. The simple interrogative is the use of just a ‘Why?’ or ‘Why not?’. But you must be careful about your tone of voice when using a simple interrogative. Comparative questions are very useful to find out about ‘before’ and ‘after’ issues. Examples would be ‘What has the situation been like since…….happened?’ ‘What difference do you think the last three months of mentoring has made to your homework?’. The extension question is designed to prompt a fuller answer.

For example, ‘Can you explain that in a bit more detail?’ ‘Tell me some more about that?’

The mirror probe is a way of obtaining information about the pupil’s feelings. They are used when you mirror something back to the pupil and occur when you use phrases like, ‘You felt that…’ and ‘It seems to you that…’.

(3) Summary or Checking-out Questions / Statements

Summary questions, like the mirror ones, help you interpret what the speaker is saying. But, rather than reflecting the emotional content, they are concerned with the factual content. Examples include ‘As I understand it…’  and  ‘So what you are saying is…’.

These questions are used to check your understanding of what the pupil has said or to clarify some of the information already given. Examples of this type of question would include the following:

‘As I understand it…’

‘So what you are saying is…’

‘If I’ve got it right…’

‘So you are going to…’

(4) Reflective Questions/Statements

This type of question can be used to get the student to reflect on an issue or to express an opinion on something.

‘What do you think should be done about that…?’

‘Do you think there are any other ways…?’

‘How would you have gone about doing it…’

‘You seem unhappy about…?’

‘How do you feel about…?’

‘To what extent do you agree…?’

(5) Comparison Questions

It may be useful to ask the student to compare two things as a way of finding out how they see the similarities and differences. This can illustrate what they see as the key issues. For example, ‘What are the similarities and differences between what we are doing in mentoring and what you do in class?’

(6) Hypothetical Questions

Hypothetical questions can be used to encourage the student to think more widely. They take the form of ‘What if…’ questions. These are particularly useful to get the student to consider a range of alternatives. Examples include: ‘What would you do if…?’. ‘What would happen if…?’.

Types of questions to avoid

While we suggest that you will use all of the previous types of questions, there are three kinds of questions that you should not use as part of mentoring:

1. Multiple questions:  confuses the student
2. Leading questions :  gets the answer you expect, not necessarily the truth

3. Rhetorical questions: is only a vehicle for promoting your own views

Multiple questions are a string of questions which do not allow the student to respond. ‘Did you say you were having problems with your coursework? Have you seen your teacher about it? What did they say? Which teacher is it? What shall we do now?’. The student is likely to be confused as to which question they should answer and they will probably have forgotten most of them.

The leading question tends to put words into the mouth of the other person. You see them commonly used in TV courtroom dramas where the barrister is attempting to get the witness to give the desired answer. In the adversarial world of the court the leading question has its uses but it should not be used in mentoring where you have to establish a condition of trust. Be careful that you are not asking leading questions without really knowing it.

Rhetorical questions are used by people who like to express their own opinion to a captive audience. After asking the question, they regale the pupil with their views about the issue at great length. As a mentor you are particularly interested in the view of the student and so you should not do this.

Effective Questioning Checklist

· Keep your objectives clearly in mind

· Establish a pattern of questioning which can be sustained e.g.

             -Ask open questions followed up with probe questions

             -Limit the number of closed questions

             -Don’t ask counter-productive questions

· Use plain language

· Allow thinking time for responses

· Analyse replies

· Observe and interpret the pupil’s non-verbal signals

· Maintain an atmosphere of friendly neutrality

· Don’t talk too much

Giving and receiving feedback:

As a mentor you will regularly be giving the mentee feedback.

(1) Constructive feedback

· Begin with positive aspects

· Be specific

· Focus on behaviour which can be modified

· Suggest alternatives

· Describe rather than evaluate

· Make it clear that the feedback is yours and does not come from someone else

(2) Receiving feedback

The mentee may also give you feedback

· Listen to the feedback as a whole before responding either positively or negatively

· Be sure you fully understand what is being said

· Ask for additional feedback if you consider important points have not been covered

· Decide what you will do as a result of the feedback

Challenging and Confronting

There will be occasions when as a mentor you need to challenge or confront your mentee in order to overcome their blind spots and help them gain a new perspective on their concerns and problems.  What needs to be challenged?

You should challenge mentees to:

· take responsibility for their own problems and opportunities

· Assume problems can be solved

· Recognise and override self-defeating thinking

· Be active rather than passive

With your help as a mentor, the mentee can develop ‘learner optimism’ and learn to recognise their own achievements however small they may be.  This can be done by:

· helping the mentee to set achievable goals

· talking about performance problems in concrete terms

· emphasising improvement in future (in realistic terms)

· challenging mentees to accept more difficult tasks

· together developing concrete strategies to improve performance

Report Writing:

You will not have to write lengthy reports, but you must fill in an action planning report for each session you have with a student.  The objective is to help you prepare for the mentoring session, to help you review progress and evaluate progress in the longer term.  This will provide the written feedback necessary to evidence your hours of work.  At the end of support to the same mentee, please also evaluate your mentoring support and fill in ‘Mentor session end evaluation’. Please submit these monthly with your time record report.

SUPPORT FOR MENTORS
This will involve a number of elements: 

· Induction meeting

· Contact will be maintained with you throughout the programme by the Coordinator to ensure that the match is working well

· The Mentoring Scheme Coordinator is available by email or telephone to help with any problems. 

If any problems arise, please do not hesitate to contact: 

Dr. Rong Huang; 

327 Cookworthy Building

Plymouth Business School
University of Plymouth; Drake Circus

Plymouth PL4 8AA

Telephone: 

01752 232836

Email: 

rong.huang@plymouth.ac.uk
Final checklist for mentors: 

· Enable the mentee to produce a realistic development plan for the duration of the mentoring relationship

· Be aware of the distinction between counselling and advising and whenever possible encourage your mentee to work out their own solution with you acting only as a sounding board

· Give feedback to your mentee which is clear, honest, and constructive and designed to build confidence and ongoing commitment in the mentee
· Remember that you will be a role model and how you are seen to manage in day to day situations will affect the relationship with you have with your mentee

· Be prepared to take the lead in making contact

IDE Mentee Information
	First name


	

	Family name


	

	Nationality


	

	Course


	

	Contact email


	

	Telephone mobile


	

	Telephone home


	

	Support required with:


	

	Mentor 

(office use only)
	


Please return this form to Dr. Rong Huang, 327 Cookworthy Building, Plymouth.


IDE Mentoring Scheme
Action Planning Report

Name of Mentor: 

.........................................................................

Name of Mentee: 

..........................................................................

Date/Time of meeting
..........................................................................








Date of next meeting (if appropriate)
..........................................................................

Mentor’s signature: 
………………………………………………………………..

Mentee’s signature: 
……………………………………………………………….. 

Please return this form to Dr. Rong Huang, 327 Cookworthy Building, Plymouth.


IDE Mentoring Scheme 

Time Record Report

Name:
.........................................................................................

Month
.........................................................................................

Signature of Mentor
...............................................Date..............

Co-ordinator Authorisation
....................................Date..............

	Date
	Time
	Mentee seen (please enter name)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please ensure this form is completed and submitted by the end of month to Dr. Rong Huang, 327 Cookworthy Building, Plymouth
IDE Mentoring Scheme
Mentor Session End Evaluation
In order to monitor progress please could you complete this form during your last mentoring session.  Use in conjunction with the profile of your mentee.

Name of mentor…………………………………………………………………………………………

Date……………………………………..venue…………………………………………………………

1) How do you feel you have supported your mentee with the three areas identified in the mentee profile?………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………

2) How do you feel you have supported your mentee with action planning?............................

…………………………………………………………………………………………………………………………………………………………………………………………………………………………

3) Do you feel your mentee has changed their attitude about themselves, study or school in any way?................................................................................................................................

………………………………………………………………………………………………………………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………

4) What part do you think mentoring has played in this change of attitude?

…………………………………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………………………………………………………………………

5) Do you feel that it has been a worthwhile experience?  .......................................................

6) In what way will you use this mentoring experience within your own action planning and goal setting?..............................................................................................................................

…………………………………………………………………………………………………………………………………………………………………………………………………………………………

7) Mentoring is a great way of sampling your future career or proving you have ability to apply key skills.  How will you use this experience in a professional context?....................................

…………………………………………………………………………………………………………………………………………………………………………………………………………………………

8) Do you wish to mentor for another term or be recommended for future paid mentoring opportunities?......................................................................................................................

………………………………………………………………………………………………………………………………………………………………..……………………………………………………………………………………………………………………………………………………………………
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