People Development @ Universi:cy of
Reading

UOR MENTORING
GUIDELINES

Mentoring Scheme for Professional and Managerial
Staff

This mentoring programmeis part of the variety of learningand development opportunities offered
by the University. Mentoringis a process where one person offers help, challenge, advice and
support to facilitate thelearningand development of another, especially when they are new to the
University orpromotedinto a role from within the University. It supports the new member of staff to
become effective as swiftly as possible by helpingthem increase familiarity with the University asa
whole andtheirrole withinit.
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SCOPE

The mentoring scheme s available to allnew members of staff appointed to Professionaland
Managerial Grade 7 roles and those of Grade 6 roles with a cross -University remit and existing staff
promotedinto theseroles. Managers at alllevels areincludedinthe scheme, whetherappointed
from within the University orexternally. Theirline manager ornominated person from within the
school orfunction will assign a mentorforthem onappointment. The mentoringrelationshipis
expected to last forsixmonths, although it may continue informally afterthattime. Thereisan
equivalent scheme forallnew lecturers and research staff (see the Guidelines for the Mentoring of
New Academicand Research Staff).

This scheme does not replace the New Staff Induction session, which should be attended by allnew
staffandis booked via Employee Self Service, orthe localinduction to the school orfunction carried
out by theline managerasitis theline manager’'s responsibility to ensure that the new starter
receives a comprehensiveinductionto the University and theirteam. It also does not replace the
range of courses available to support managers.

MENTORALLOCATION

A mentorshould always be someone from a different school or function who has passed their
probationary periodand worked at the University foratleast 9 months (3 years foranacademic).
This time should be sufficient to gainanunderstanding of the University, whilst rememberingwhat
it's like to be new.

Foranewly appointed or promoted manager, the mentor should havebeena managerthemselves
foratleast 18—24 months; to have beenthroughthe PDR process atleast once anddealt witha
range of managementissues.

Fora new starter (either new to the University orin a new role), a mentorwill be allocated fortheir
suitability for providingadvice and guidance according to the context of the new starter’'srole. The
line managerwillgainthe agreement of the person to take ona mentoringrole. Itisrecommended
that the mentorshould have already attended the 'Successful Mentoring’ training provided by
People Development orbook themselves ontothe next convenient date.

In selecting a mentor, theline manager should consider:

e dothey havethecapacity intheirworkloadto support to the new staff member?

do they want to take ontherole?

do they listenwelland ask open questions?

canthey give honest anddirect feedbackin a constructive way?

canthey create a safe but challenging learning environment that suits the needs of different
types of people?

do they have a proactive approachto theirown developmentto appreciate theimportance
of development forthe new member of staff?

are they likely to have empathy with the problems faced by new members of staff?

do they have a balancedview of the importance of each facetofthe University?

do they role model the University's Values and Behaviours?

arethere any cultural orgenderissues that should be takeninto account?
The new starter should make contact with theirmentor within their first two weeks to arrange the
first meeting.
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BENEFITS OF MENTORING

Mentoringis a fantasticopportunity to settle into a new role quickly and explore personal
motivation, skills and thought processes withanindependent colleague. The relationship can bring
benefits to boththe mentorand the mentee.

Benefitsto the Mentee

Benefits will vary forindividuals but it is likely that mentoringwillhelp to achieve at least some of
these points:

settlingin and developing networks more quickly

e understandingthe culture, professional behaviours and values ofthe University
e overcomingfeelings ofisolation
e receiving advice and encouragement
e havingaccesstoaninformedsecond opinion
¢ help withproblem solving
e gaining insightinto own performance througha ‘critical friend'
¢ identifyingdevelopment needs and opportunities
e drawingonanotherperson'’s perspective
e reflectiononourbehavioursandapproach, increasingpersonalawareness
e developingknowledge or skills
¢ building confidence
e dealingwithchange
e responding toachallenge
e balancingworkwith personallife
e guidanceoncareer development.
Benefits to the Mentor
Mentoring can be extremely rewarding forthe mentorin the following ways:
e developingtheir own skills and expanding their experience
e learning about otherareas of the University
¢ finding personalsatisfactionfrom seeinga colleague develop andflourish
e actingasacatalystforownpersonaldevelopment andchange
e havingaccessto differentideas and perspectives
e havingthe opportunity to discuss professionalissues that there would not normally be
the time chanceto do
e gaininginsightsinto their own practices, approaches, thinkingand behaviours
e enhancedorganisational reputation.
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RESPONSIBILITIES

Both parties have aresponsibility to ensure that the mentoringrelationshipis of mutual benefit and
it isbased ontrust, confidentiality and equality. By participatinginthe scheme, both partiesagreeto
abide by the Ethical Code of Practice for Mentoring, as shownin Appendix A.

Mentees should:
e beopenandhonest withtheirmentor

e respect any trust that they show, for example sharing personaland confidential
information

e arrange eachmeeting, set theagenda and make the time forit. Each meeting typically
lasts forone hour, although this can vary with agreement from both parties

keep theirmentorinformed of progress and any problems at eachmeeting
askforhelp oradvice

prepare forand participate in meetings

achieve actionsand/ ortargets within deadlines as agreed withthe mentor
agree the frequency andlocation of the meetings with theirmentor.

Mentors should:

e provide guidance basedontheir past experience in a sensitive and straightforward way
that deals with the participants concerns

create a positive relationship based on open communication

commit to arranged meetings

empower the participant to solve problems ratherthan give solutions
any criticism should be given constructively

being a mentor should develop yourown skill base, get feedback from the participant
and consider yourown development as wellas theirs

be interestedin the participant and their objectives
keep aneye out foranythingthat would be ofinterest to or support the participant

o respect the confidentiality of the conversations withyour mentee, subject to the
exceptions described in the next section.

MAINTAINING GOOD PRACTICE

The role of a mentoris not the same as aline managerandifthe menteeis struggling in theirrole
thenthe mentorshould not try to manage them.Instead, the mentor should follow the
responsibilities highlighted above, encouragingthe mentee to develop theirown strategies for
resolving the situation. Ifappropriate, the mentor mayrecommendthat the mentee seeks
assistance from otherUniversity support services suchas Human Resources, Occupational Health,
People Development,Harassment Advisors and the Employee Assistance Programme, provided by
EmployeeCare orto external sources of support such as their GP.

Boththe mentorand mentee have a commitment toeach otherto maintain confidentiality both
during and afterthe mentoringrelationship. However, there maybe so me circumstancesinwhich
the mentormight needto seekassistance and disclose the reasons for this. Examples may include if
the menteeis behavingin a way that is of considerable concern, appears to be goingagainst
University policy, actingillegally orraises concerns forthe mentee’s orother’'s safety. The mentor
should discuss concerns with the University support services or external authorities. If possible and
appropriate, this should be done with the mentee’s consent and permission. The mentor should not
contact the mentee'sline manager, unless this has been discussed and agreed with the mentee.

©University of Reading2021 July 2021 Page 4



ENDING THE MENTORING RELATIONSHIP

Mentoringrelationships are expectedto last for approximately sixmonths, although they canlast
longer by mutual agreement. They usually come toa naturalend as agreed between the two parties.
However, either party can end the mentoringrelationship at any time with no blame attached, for
example if the mentoringrelationshipis not working or there is a personality clash. Mentors and
mentees must notify the programme coordinator, Lynn Moore in People Development, of any
changesto relationships.

SCHOOL / FUNCTION / SERVICES
MENTORING SCHEMES

Some schools and functions have a local mentoring scheme for newly appointed staff. Please check
withyourHead of School or Director of Function for details. Other Heads of School or Directors of
Functions / Services may wish to introduce a mentoring programme for categories of staff not
coveredby this scheme. The mentoring scheme co-ordinator (Lynn Moore in People Development)
canprovide general support for the introduction of such a scheme.

LGBT+ SCHEME

The LGBT+ scheme provides the same benefits as the mentoring scheme however, it also provides
supportregarding LGBT+ considerations. All staff who identify as LGBT+ are eligible to accessthe
scheme. The scheme aims to provide a safe space to confidentially shareissues of personal concern
regarding sexual orientationand genderidentity. Please contactthe Co-Chairs of the LGBT+ Staff
Network (https://www.reading.ac.uk/diversity/diversity -networks.aspx) if you would like a mentor
ortovolunteerasamentorto others.

BECOMINGA MENTOR

Ifyouwouldlike to become a mentor, please gainagreement from yourline managerin thefirst
instance. Youcanthenbookonto the Successful MentoringWorkshop, whichis runat regular
intervals and covers the key aspects of this scheme and skills required.

REVIEW OF SCHEME

Itis important to know whether the mentoring scheme is working efficiently and successfully. The
mainreasons forreviewing the programme are to:

e ensure individualrelationships are working

e assesswhetherany improvements needto be made tothe managementand/or
processes ofthe scheme

e demonstratethat thetimeinvestmentin mentoringis worthwhile.

The programme willbe reviewed by asking the following types of questions:
e Isthere aclearsense of direction in the relationship?
Is there sufficient trust betweenthe mentorand mentee?
Have the goals setbeenmet?
How longdid the relationshiplast?
What benefits have been gained from boththe mentorand mentee?
Doesthe mentee feel equippedto fulfil theirrole?

The results will be used to assess the benefits and value of the scheme to the University and
whetherany changes should be implemented. The confidentiality ofindividual conversations will be
preserved.
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APPENDIXA

Ethical Code of Practice for Mentoring

e The mentor'sroleistorespondtothe mentee’s developmental needs andagenda;itisnot
toimpose hisor herownagenda

e Mentors must workwithinthe current agreement with the mentee about confidentiality that
is appropriate withinthe context

e The mentorwillnotintrudeinto areasthe mentee wishesto keep private unlessinvitedto do
so. However, he or she should helpthe mentee recognise how otherissues may relate to
thoseareas

e The mentorwillbe sensitive to issues of culture, religion, gender, sexuality, disability, race,
ageandall otheraspects of diversity

e Mentorandmentee shouldaim to be openandtruthfulwith each otherandthemselves
about therelationshipitself

e The mentoringrelationshipmust not be exploitativeinany way, norcanitbe opento
misinterpretation

e Mentorsneedtobeaware ofthelimits of theirown competence and operate within these
limits

e Mentorshavearesponsibility to develop theirown competenceinthe practice of mentoring

e The mentee must acceptincreasingresponsibility for managing the relationship; the mentor
shouldempowerthem to do so and must generally promotethe mentee's autonomy

e Mentorandmentee shouldrespect each other's time and otherresponsibilities, ensuring
that they do notimpose beyondwhatisreasonable

e Mentorandmentee share responsibility for the smooth windingdown of the relationship
whenit has achievedits purpose —they must both avoid creatingdependency

e Either party may dissolve the relationship. However, bothmentorandmentee have a
responsibility for discussing the mattertogetheras part of mutual learning

e The mentee shouldbe aware of his or her rights and any complaints procedures

e Mentorsmust be aware ofany current law and workwithinthe law

e Mentorandmentee must be aware that allrecords are subject to statutory regulations
under the Data Protection Act 1998.
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