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Books and Web Resources

Faculty Life

Boice, R. (1992). The new faculty member. San Francisco: 
Jossey-Bass. 

Boice, R.  (2000). Advice for new faculty members. Boston: 
Allyn & Bacon. 

Burnam, J. J., Hooper, L. M., & Wright, V. H. (2010). 
Tools for dossier success: A guide for promotion and tenure.
New York: Routledge. 

Darley, J. M., Zanna, M. P., & Roediger, H. L. (Eds.). 
(2003). The compleat academic (2nd ed.). Washington, 
DC: American Psychological Association. 

Lang, J. M. (2005). Life on the tenure track: Lessons from 
the fi rst year. Baltimore, MD: Johns Hopkins University 
Press. 

Obeng, K. (2005). Surviving academia: A guide to new pro-
fessors. Boca Raton, FL: Universal. 

Robertson, D. (2003). Making time, making change: Avoid-
ing overload in college teaching. Stillwater, OK: New 
Forums. 

Seldin, P., & Miller, J. E. (2008). The academic portfolio: A 
practical guide to documenting teaching, research and ser-
vice. San Francisco: Jossey Bass. 

Issues in Diversity

Li, G., & Beckett, G. H. (2005). “Strangers of the academy:” 
Asian women scholars in higher education. Sterling, VA: 
Stylus. 

Rocquemore, K. A., & Laszloffy, T. (2008). The Black aca-
demic’s guide to winning tenure—Without losing your soul.
Boulder, CO: Lynne Rienner. 

Stanley, C. (2006). Faculty of color: Teaching in predomi-
nantly White colleges & universities. San Francisco: Jossey-
Bass. 
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Mentoring

Carnell, E., MacDonald, J., & Askew, S. (2006). Coaching 
and mentoring in higher education. London: Institute of 
Education. 

Cohen, N. H. (1999). The mentees guide to mentoring.
Amherst, MA: HRD Press.

Crone, W. C. (2010). Survive and thrive: A guide for unten-
ured faculty. San Rafael, CA: Morgan & Claypool. 

Hunter, D. (1995). The art of facilitation. Cambridge: MA: 
DeCapo.

Jenkins, J. C., & Jenkins, M. R. (2006). The 9 disciplines of 
a facilitator. San Francisco: Jossey-Bass. 

Johnson, B. (2007).  On being a mentor: A guide for higher 
education faculty. Mahwah, NJ: Lawrence Erlbaum. 

Zachary, L. J.  (2000). The mentor’s guide. San Francisco: 
Jossey-Bass.

Zachary, L. J. (2005).  Creating a mentoring culture. San 
Francisco: Jossey-Bass.

Research

Bishop-Clark, C., & Dietz-Uhler, B. (2012). Engaging in 
the scholarship of teaching & learning. Sterling, VA: Stylus. 

Clayton, P. H., Bringle, R. G., & Hatcher, J. A. (2012). 
Research on service learning: Conceptual frameworks and 
assessment. Sterling, VA: Stylus. 

Cross, K. P., & Steadman, M. H. (1996). Classroom research: 
Implementing the scholarship of teaching. San Francisco: 
Jossey-Bass. 

Davidson, C. I., Ambrose, S. A., & Simon, H. A. (1994). 
The new professor’s handbook: A guide to teaching & 
research. San Francisco: Jossey-Bass. 

Howlett, S. (2011). Getting funded: The complete guide to 
writing grant proposals. Seattle, WA: Word & Rabey. 
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McKinney, K. (2007). Enhancing learning through the 
scholarship of teaching & learning. San Francisco: Jossey-
Bass. 

Ogden, T. E., & Goldberg, I. A. (2002). Research proposals: 
A guide to success (3rd ed.). San Diego, CA: Academic 
Press. 

Weimer, M. (2006). Enhancing scholarly work on teaching & 
learning. San Francisco: Jossey-Bass.

Teaching

Andre, R., & Frost, P. J. (Eds.). (1996). Researchers hooked 
on teaching. Thousand Oaks, CA: SAGE. 

Bain, K. (2004). What the best college teachers do. Cam-
bridge, MA: Harvard University Press. 

Cox, M. (2004). Introduction  to learning communities.  
New Directions for Teaching and Learning, 97, 5–23.

Davis, J. R., & Arend, B. D. (2013). Facilitating seven ways 
of learning. Sterling, VA: Stylus. 

Fink, D. (2003). Creating signifi cant learning experiences. 
San Francisco: Jossey Bass.

Grunert, J., Millis, B., & Cohen, M. (2008). The course 
syllabus: A learning-centered approach. (2nd ed.). San 
Francisco: Jossey-Bass. 

Lang, J. M. (2008). On course: A week-by-week guide to your 
fi rst semester of college teaching. Cambridge, MA: Harvard 
University Press. 

McKeachie, W. (2013). Teaching tips: Strategies, research, 
and theory for college and university teachers (14th ed.). 
Belmont, CA: Cengage Learning. 

Mezeske, R.J., & Mezeske, B A. (2007). Beyond tests & 
quizzes. San Francisco: Jossey-Bass. 

Palmer, P. (2007). The courage to teach (10th ed.). San 
Francisco: Jossey-Bass. 

Richlin, L. (2006).  Blueprint for learning: Constructing 
college courses to facilitate, assess and document learning. 
Sterling, VA: Stylus. 

Simkins, S., & Maier, M. (2009). Just in time teaching. 
Sterling, VA: Stylus.  

Stanley, C. A., & Porter, M. E. (Eds.). (2001). Engaging 
large classes. San Francisco: Jossey-Bass.

Walvoord, B. E., & Anderson, V. J. (2009). Effective grad-
ing: A tool for learning and assessment in college. San 
Francisco: Jossey-Bass.

Writing

Belcher, W. L. (2009). Writing your journal article in twelve 
weeks: A guide to academic publishing success. Thousand 
Oaks, CA: SAGE. 

Boice, R. (1990).  Professors as writers: A self-help guide to 
productive writing. Stillwater, OK: New Forums Press.

Booth, V. (1993). Communicating in science (2nd ed.). 
Cambridge, UK: Cambridge University Press. 

Germano, W. (2008). Getting it published: A guide for schol-
ars and anyone else serious about serious books (2nd ed.) 
Chicago: University of Chicago Press. 

Goodson, P. (2012). Becoming an academic writer: 50 exer-
cises for paced, productive, and powerful writing. Thou-
sand Oaks, CA: SAGE. 

Katz, M. (2006).  From research to manuscript: A guide to 
scientifi c writing. New York: Springer Science.

Silva, P. J.  (2007). How to write a lot: A practical guide to 
productive academic writing. Washington, DC: American 
Psychological Association.
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University/College Mentoring Programs

Websites

University Mentoring Program Website

University of 
Massachusetts

Grants to support mentoring projects at the depart-
ment, interdepartmental, school/college, institu-
tional, cross-institutional levels, and affi nity groups. 
Mutual Mentoring Program: Encourages the 
development of strong, productive, and substantive 
mentoring networks at all stages of the academic 
career; special emphasis on faculty of color

http://www.umass.edu/ctfd/
mentoring/resources.shtml

Texas Tech 
University 
(3 programs)

Individual Faculty Mentoring Program: Faculty 
member can maintain/initiate mentorship 
relationship with local faculty member or faculty 
from another academic institution; relationship is 
documented and meets mentoring guidelines

http://www.ttuhsc.edu/elpaso/admin/
documents/Faculty_Mentoring_
Program.pdf

Departmental Faculty Mentoring Program: 
Department chairs assign mentor from within the 
department to mid-/junior-level faculty member 
who has been hired within the last 3 years

Institutional Formal Faculty Mentoring 
Program: Outcome-driven program targeting 
mid-/junior-level, Hispanic, women, and other 
minority group faculty members within fi rst 3 years 
of hiring; pairs university faculty with target faculty 
member for one year; renewal of relationship avail-
able upon request 

University of 
Minnesota

President’s Emerging Leaders project: Faculty men-
toring for probationary faculty; focuses on tenure 
process and standards as well as life/work balance 
and colleague collaboration; part of Collabora-
tive on Academic Careers in Higher Education 
(COACHE) survey.

http://www.academic.umn.edu/
provost/faculty/pdf/PELMentor
Report.pdf

University of 
Texas at Dallas

Goal: To assist junior faculty in developing their 
research, teaching, and professional skills. Website 
said program was for the 2009 calendar year; 
unsure whether it is still continuing. Participants 
were encouraged to develop a mentoring team, 
not just one mentor. Resources were made available 
on how to recruit experts to serve as mentors from 
outside the UTD campus. UTD offered 
workshops.

http://www.utdallas.edu/
facultymentoring/

(continues)
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University Mentoring Program Website

University at 
Albany 
(State University 
of New York)

This link is to a mentoring handbook that appears 
to recommend that faculty and staff engage in some 
type of mentoring relationship. No specifi cs on 
any formal program. Handbook did offer a lot of 
good information—fi nancial benefi ts of mentoring, 
forms for mentoring relationship goals, etc. 

http://www.albany.edu/academics/
mentoring.best.practices.appendices
.shtml

Emory 
University

Passages Program: Sponsored by Provost’s Offi ce. 
Focused on junior faculty and pairs them with 
senior faculty who have achieved tenure in their 
school, but in a different department. The pair 
work on priorities, a network of advisors, increasing 
visibility, understanding university’s culture and the 
tenure process. Workshops offered. 

http://www.emory.edu/EMORY_
REPORT/erarchive/1999/March/
ermarch.29/3_29_99williams.html

University of 
California, 
San Diego

Goal: To help new faculty members adjust to 
the new environment. Department chair assigns 
mentor. Mentor contacts mentee before he or she 
arrives and meets with mentee regularly over at 
least the fi rst 2 years. Relationship helps with net-
working, fi nding grants, getting acclimated, etc.

https://mentorship.ucsd.edu/Default
.aspx 

Stanford 
Medical School

Faculty mentoring program: Designed to help 
younger faculty plan careers. Mentee is to contact 
department chair and then the assigned mentor.

http://facultymentoring.stanford.edu/

University of 
Wisconsin

Women Faculty Mentoring Program: All newly 
hired and newly tenured women are invited. 
Untenured women are paired with tenured women 
in their fi eld, but outside their department.

http://www.provost.wisc.edu/women/
mentor.html

University of 
Oregon

Women Faculty Resource Network Mentoring 
Program: Mentoring for junior women faculty 
to assist them in attaining their academic goals, 
 namely tenure track. This program pairs women 
and offers resources for the relationship. 

http://www.regender.org/reports-
publications/center-study-women-
society-university-oregon-women-
color-borders-and-power 

 Harvard School 
of Public Health

Department-based mentoring for junior faculty 
and directory of junior faculty mentoring

http://www.faculty.harvard.edu/sites/
default/fi les/downloads/2.2.4%20
HPSH%20-%20Junior%20
 Faculty%20Mentoring%20and%20
Development%20Program.pdf

Kansas State 
University 
College of 
Veterinary 
Medicine

Parallel Paths Initiative: College-level group 
mentoring program across career stages

http://www.vet.k-state.edu/events/
awards/teaching09.htm

(continued)
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University Mentoring Program Website

Tufts University 
School of Arts 
and Sciences

Interdepartmental mentoring program for junior 
faculty

http://as.tufts.edu/about/workingas/
mentoringprogram.htm

University 
of Toronto’s 
Department of 
Physiology

Individual mentorship committees for all incoming 
faculty

http://www.physiology.utoronto.ca/
res/mentor.htm

Michigan State 
University

University-wide faculty mentoring policy imple-
mented at college level and faculty mentoring 
resource center

http://www.adapp-advance.msu.edu/
faculty-mentoring-resource-center

University of 
Rhode Island

University-wide faculty mentoring policy imple-
mented at college level and mentoring resources

http://www.uri.edu/advance/
faculty_development/mentor_
training_program.html

University of 
Virginia

Faculty mentoring initiative connects junior faculty 
with mentors outside of their department

http://trc.virginia.edu/Resources/
Mentoring/Faculty_Mentoring_
Initiative.htm

Drexel 
University

Career development awards to establish national or 
international networks outside of institution

http://www.drexel.edu/fde/
CDAOverview.html

Case Western 
Reserve

“Hotline Coaching” for all women faculty http://www.case.edu/admin/aces/
hotline.html

Connecticut 
College 

Johnson Seminar provides peer mentoring for 
incoming faculty

http://www.conncoll.edu/offi ces/
center-for-teaching--learning/
ctl-programs/class-of-57
-teaching-seminar/

University of 
Illinois

Junior Faculty Mentoring: New tenure-track facul-
ty are paired with mentors from outside their home 
departments who share a common research interest 
or whose disciplines are related. Mentors provide 
helpful advice on time management, working with 
Teaching Assistants, and working with students 
with academic problems/personal crises. Program is 
optional

http://www.las.illinois.edu/faculty/
services/academy/programs/
mentoring/

University of 
North 
Carolina–Chapel 
Hill

Pharmacy department received endowment to be-
gin program focusing on recruitment and retention 
(promotions and tenure) and using unique experi-
ences of existing faculty. Program is voluntary, and 
mentoring teams meet weekly.

http://www.pharmacy.unc.edu/
faculty/bill-and-karen-campbell-
faculty-mentoring-program

(continues)
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University Mentoring Program Website

Indiana 
University

Program sponsored by the Department of 
Curriculum and Instruction: New faculty are 
assigned a mentor within the fi rst semester of their 
hire. Focuses on expectations and resources for 
tenure and promotion. Mentors advocate and 
advise but are not involved in the annual evaluation 
of the new faculty member.

http://education.indiana.edu/about/
offi ces/faculty/mentoring/policy-
candi.html

University of 
Michigan

Program from the Offi ce of the Provost. Produced 
a rigorous study, “Report of the Faculty Mentoring 
Study: The Provost’s Advisory Committee on 
Mentoring and Community Building”

http://www.provost.umich.edu/
faculty/faculty_mentoring_study/
report.html

(continued)
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Relationship-Building Exercises

A P P E N D I X  B

Relationship-Building Tasks and Ice Breakers

General Instructions: The task ideas listed in the following table can be used for either one-on-one mentoring 
or with mentoring groups, as can the sample task sheets that follow. We hope these suggestions will stimulate 

additional ideas about how to build a beginning relationship either with a new faculty mentee or among a group 
of new faculty members.

Name of Task Instructions

Structured Disclosure Questions Ask your mentee or group members factual and/or positive disclosure 
questions in an effort to get to know him or her better. Some example 
questions, including positive check-ins, can be found on the following 
page, along with job-related questions on the next sample task sheet. 

Feeling Checkup Create a task sheet with feeling words and/or faces that can be used 
to elicit feelings that your mentee or group members currently have 
regarding a particular area of their lives. At the beginning of a relation-
ship try to focus only on positive feelings associated with an aspect of a 
mentee’s life.

Disclosure via a Symbol You can create a task sheet or suggest  a symbol to a mentee or group to 
elicit more gut-level disclosure from him or her/them (e.g., If you were 
a color last week, or a sin, or a toy, etc., what would you have been and 
why?). This is a way for new faculty members to talk about their last 
week through a symbol that often surfaces more disclosure.

Informative Piece and Discuss Provide your mentee or group members with an informative handout 
(e.g., the sample task sheet “Suggestions for Leading a Balanced Life 
as an Academic,” this appendix) and then discuss how this material 
applies to him or her/them.

Daily Living Analysis Create a task sheet where members have to disclose what a typical day in-
volves for them. Ideally, this will then stimulate further discussion around 
making changes in one’s daily routine to ensure progress toward tenure.

Good Times/Bad Times Graph Have members create a graph of their lives thus far indicating when 
times were good and bad; mentees should disclose only as much as they 
are comfortable sharing. Also, this graphing can focus more on just 
the mentee’s professional life. Ask mentee to think about what made 
the good times satisfying, and if he or she could use that awareness to 
inform ways to improve current job satisfaction.

(continues)
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Name of Task Instructions

Identify Your Strengths and Unique 
Characteristics 

Have mentees or group members complete a task sheet delineating 
their strengths and unique characteristics. Have the mentee or group 
members share what he or she/they wrote on this sheet and then have 
discussion questions that ask mentees to identify how they can use their 
strengths/unique attributes in their current faculty position. 

Rate Various Parts of Your Current 
Life

Create a task sheet asking mentees to use a standard rating scale (e.g., 
1 to 10) to rate various parts of their lives. It is best to focus on those 
aspects of mentees’ current faculty positions (e.g., rate your teaching, 
university service, writing, external funding).

(continued)
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Questions for Building Relationships and Conducting Positive 
Check-In

Relationship-Building Questions

What has been a recent source of happiness for you?

What are you doing to maintain some balance in your life?

What has been the most satisfying part of your new faculty position?

What is the last thing you did that was fun?

What is one thing you know about yourself in terms of making sure you stay the least stressed about your 
work?

Who are the people (family, friends, and colleagues) in your life who are currently good sources of support 
for you?

What is something you still need to do to feel better about your faculty position?

Questions to Conduct Positive Check-In

What is the good news about your position/work at this university?

What aspect of your faculty position do you fi nd particularly satisfying?

What resource(s) on this campus have you found to be of assistance to you in your work?

What have been some of the unexpected benefi ts of  your accepting this position?
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What do you wish you could do differently in your faculty position?

How have your department and chair been supportive of you as a relatively new faculty member?

What are you enjoying about living in the area?

Who are some people on this campus whom you have found to be supportive and helpful when you have 
questions or concerns?

How could you use some of the campus resources better to benefi t you in your work and your personal life?

Potential Questions for a Mentoring Group or Mentee

1. What is your profi le at this university (primary assignments/expectations)?

2. What is expected of you in terms of publications to be tenured in your department?

3. What is the current practice in your department in regard to each tenured faculty member giving all junior 
faculty members feedback on the junior members’ yearly report and updated vita at the end of the year?

4. How do you anticipate using a graduate research assistant in your research and writing?

5. How do you typically determine during a course how your students are responding to your instructional 
methods (e.g., see sample of early course evaluation)?

6. Do you think an undergraduate research assistant could be of any assistance to you in your research? If yes, 
how would this research assistant help?

7. What are your current university service assignments?
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Suggestions on Leading a Balanced Life as an Academic

• Schedule time in your daily schedule for nutritious meals, physical activities, connecting with others, hav-
ing alone time, and so on.

• Take breaks from your work.
• Regularly do activities that stop you from thinking about work (reading, movies, exercise, etc.).
• Schedule time with others that involves what you defi ne as fun and enjoyable in your free time.
• Schedule time by yourself to take care of your own needs.
• Schedule your work times, stick as much as possible to that schedule, and then give yourself permission not 

to work during other time periods.
• Look for models around you to see how others lead a balanced life.
• Expand your friendship circle to people outside of work (e.g., through a club or hobby).
• Plan and carry out reinforcement of self after a specifi c period of intense work.
• Be okay with times of doing nothing; these actually help your creative juices to fl ow.
• Remember, you can be really good at some things and just adequate at other things and that is okay; all that really 

means is that you are human!
• Put time and energy into building relationships with your colleagues.
• Remember to keep laughter and humor in your life (i.e., open up those e-mails containing great jokes or 

humorous views on life today).
• Set realistic work goals, keeping in mind your other priorities such as family, couple relationship, raising 

children, and so on.
• Maintain outside interests that are potential sources of success/satisfaction for you.
• KNOW YOURSELF! We are all different and need a unique combination of things that help us feel that 

we truly are leading a balanced life.
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Active Mentoring Worksheets

A P P E N D I X  C

General Instructions: The task ideas listed in the table below can be used for either one-on-one mentor-
ing or with mentoring groups, as can the sample task sheets that follow. We hope these suggestions will 
stimulate additional ideas about how to assist either a new faculty mentee or a group of mentees in shar-

ing and discussing some of the problems, concerns, or challenges they are having in their faculty position. 

Name of Task Instructions

Brainstorm and Discuss Brainstorm with your mentee or as a group all the ways you can address what-
ever is a relevant issue for a group or mentee (e.g., develop an effective writing 
schedule).

Share and Discuss Facilitators or mentors share the three worst things or the three best things 
they did as a new faculty member. Ask mentee or group members to share their 
responses to this sharing/modeling disclosure.

Handout and Discussion 
Questions

Provide group with a handout related to the topic (e.g., “Common Pitfalls for 
New Faculty Members,” found in this appendix), and then present some discus-
sion questions to the group about points on the handout.

Complete the Task Sheet 
and Share

Give the mentees a task sheet that asks them to take some time to refl ect on an 
issue related to the session topic (e.g., the sample task sheet titled “Taking 
Control of Your E-mail,” in this appendix).

Free Association and Share Give mentees an incomplete picture and ask them to complete it either by 
drawing or writing on the incomplete picture about a particular relevant issue 
(e.g., you could use an incomplete picture of a person daydreaming to ask 
mentees what they fi nd themselves thinking in regard to their time management 
challenges).

Checklist and Discuss Give mentees a checklist for the topic of the session (e.g., “Work Habits: 
Strengths and Areas to Strengthen” in this appendix) to complete silently fi rst. 
Then ask everyone to share what he or she checked off on the list. 

Protective Factors From 
Past and Share

Ask mentees to think of protective factors (coping skills) that have helped them 
cope with a job-related stress in the past. An example of this type of task is the 
“Reminisce for a Moment” task sheet in this appendix.

Incomplete Sentences 
and Discuss

Give members incomplete sentences on a sheet that relate to the topic of the 
session (e.g., I’m planning on applying for external funding from… My 
concerns about this grant proposal are…). Ask members to write each sentence 
completion, and then have the group or mentee share the responses. Use these 
responses to initiate a discussion about the topic of the session.
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Needs Assessment for New Faculty

Name of Faculty Member: ____________________________________________    Date: ___________

Instructions: Please put a check next to the two issues or areas of concern that you would most like to further 
discuss and/or brainstorm in this support group or with your mentor.

___________ Learning effective time management for an academic position 

___________ Prioritizing expectations within my department

___________ Developing my three-year research plan 

___________ Handling requirements for university-related service

___________ Getting to know resources on the campus

___________ Maintaining a balanced life as an academic

___________ Developing an effective method for writing manuscripts

___________ Engaging in relationship building with colleagues within my department

___________ Learning what to record and keep each year for my tenure dossier

___________ Dealing with challenging students and/or honor code violations

___________ Identifying and applying to potential funding sources for my research

___________ Developing my teaching philosophy

___________ Other __________________________________________________________________

Please feel free to offer any additional comments about what you hope to obtain from this mentoring support 
group.

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

Thanks for your assistance!
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Common Pitfalls for New Faculty Members

Instructions: Look over the list below and put a check by those things you are currently doing that may add to 
your stress load.

___________ Spend too much time on university service (e.g., committees)

___________ Overprepare for teaching your classes

___________ No set time each week for doing writing and research

___________ Often do not stick to set time for writing and research

___________ Have not reviewed teaching evaluations to inform future teaching 

___________ Experience teaching challenges but have not developed a strategy for addressing these concerns

___________ Reluctant to ask for assistance or help with assigned responsibilities

___________ Diffi culty saying no to requests to take on more responsibilities 

___________ Spend too much time on student advising

___________ Feel lonely or isolated as a new faculty member

___________ Lack of balance between personal and professional life
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Taking Control of Your E-Mail

Instructions: Place a check by those strategies you need to develop or improve. 

___________ Delete e-mail before reading when it is not relevant or the material is easily available elsewhere.

___________ Read and respond immediately to e-mails that require a short answer.

___________ Do not open e-mail that will require lengthy response; do these at same time every day.

___________ Create a fi le of common questions and answers for your students/advisees.

___________ Put e-mails into folders to fi nd them more easily when needed.

___________ Create letter templates for common recommendation requests.

___________ Limit your time on electronic media so it does not invade your entire day. 

___________ Do not respond to e-mails or answer the phone during writing time.
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Work Habits: Strengths and Areas to Strengthen

Instructions: Place a check by those work habits you possess that are strengths for you.

___________ Good time management skills

___________ Good organizational skills

___________ Able to set realistic expectations of self at work

___________ Capable of saying no when realistically unable to follow through with a request

___________ Good team relationships at work generally

___________ Able to stay out of the politics of the work setting

___________ Possess appropriate assertiveness skills to use when necessary at the workplace

___________ Usually start and end work day on time

___________ Able to ask for assistance or support at work when needed

___________ Able to shut off work once you leave your offi ce

___________ Able to fi nd fulfi lling aspects to most jobs

___________ Capable of taking mental health days when needed

___________ Able to associate with the more positive and healthier members of a work team

___________ Spend time and energy forming relationships with colleagues

___________ Support and may even plan times of celebration at the workplace

___________ Maintain self-confi dence and self-worth even during stressful times at work

___________ Able to act on concerns at work rather than worrying for long periods
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Reminisce for a Moment

Think of a time when your current or past job was very satisfying to you. Now list three things that were happening 
or were part of that time on your job that made it satisfying for you.

1. ______________________________________________________________________________________________

2. ______________________________________________________________________________________________

3. ______________________________________________________________________________________________

Which of the above three things could you make a part of your current job? Make sure these are things you can 
control.

___________________________________________________________________________________________________
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Closure or Positive Summary Tasks

General Instructions: The task ideas listed in this table can be used for either one-on-one mentoring or with men-
toring groups, as can the sample task sheets that follow. We hope these suggestions will stimulate additional ideas 
about how to provide a positive closure to your group or with your individual mentee.

Name of Task Instructions

A Profi le of a New You Ask mentees to complete a sheet delineating what has changed about 
them as a result of the group. Ask either specifi c questions on this sheet 
or pose sentence completions (e.g., As a result of this group, I . . . ). 

My Faculty Position Success Plan Create a completion task sheet for mentees to determine ways they will 
ensure that they work toward tenure, continue to improve their teach-
ing, develop a writing schedule, know ways to address times of high 
stress, etc.

Good-bye Card Completion Have mentees complete a good-bye card to either their mentor or the 
group that indicates how the mentor/group has been helpful to them. 
See the sample of a good-bye letter/card completion following this table.

A Vision of You in 5 Years! Have mentees complete a sheet with some details of where they want to 
be in 5 years. After they complete this task, ask mentees to indicate what 
parts of their plans they have control over.

A Meditation Just for You Ask mentees to write out a meditation that might prove helpful in get-
ting through tough times in the future in their new faculty position.

Brainstorm All You Have Learned 
From This Group!

Ask mentees to brainstorm all the things they have learned from the 
group experience as a way to validate the knowledge and skills they have 
acquired. See similar but slightly different task example in this appendix, 
titled Summary of What You Have Learned About Preparing for Tenure.

Compliment Cards for Everyone! Ask each mentee to write his or her name on the top of a 3” x 5” index 
card and then pass all the cards around the circle so other mentees in 
their group can write what they have come to like about the person 
whose name is on the card. In the case of one-on-one mentoring, the 
mentor and mentee can do this same exercise by writing positive feed-
back to one another on their respective cards.

Facilitator/Mentor Good-bye Card Prepare a good-bye card for each mentee indicating what growth you 
have seen in him or her. Ask mentees to share their reactions to their 
good-bye card from either their mentor or the group facilitator. Sample 
incomplete good-bye letter in this appendix.
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Dear Mentoring Group or Mentor

Instructions: Please complete this good-bye letter to the members of your mentoring group or to your individual 
mentor.

Dear Mentoring Group or Mentor,

I have really enjoyed being with you/in this group because _________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________.

In particular I found you/this group helped me __________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________   .

At this time I intend to follow through with my goal/plan of ______________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________  .

Because of this mentoring relationship/group, I am planning on continuing to obtain support as a new faculty 

member from _______________________________________________________________________________________

____________________________________________________________________________________________________

___________________________________________________________________________________________________.

I hope that we _____________________________________________________________________________________.

Sincerely,

_____________________________________________
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Summary of What You Have Learned 
About Preparing for Tenure

Check the action items you have done and circle the ones you still need to do.

 Develop an understanding of the culture of your department and school.
 Consider and clarify the message and direction from your departmental chair.
  Carefully consider who has been successfully tenured in your department in the past and examine their 
accomplishments during that time. 

  If you are comfortable, talk directly to tenured faculty members to elicit their advice and suggestions for 
initiating a successful career in your department.

 Ask to view other departmental colleagues’ tenure dossier materials.
 Explore the need to apply for an internal and/or external grant.
  Ask directly how many publications you are expected to have to be considered ready for potential tenure 
consideration.

  Clarify what are considered acceptable forms of publication for your department (e.g., books, articles, 
technical reports).

  Check to see whether other colleagues are conducting research on areas similar to your own research 
interests; consider asking another colleague to collaborate on a research project.

 Consider preparing publications based on your doctoral dissertation data.
 Use the writing lab on campus and/or outside reviewers to read and edit your fi rst manuscripts.
 Develop a research and writing plan that will work for you and follow it.
 Determine the usual time required for manuscript review by journals in your fi eld.
  Consider conducting research on your teaching that addresses both your teaching and publishing service 
to the university.

  Give yourself planned breaks from your research and writing, but be committed to returning to your 
previous schedule.

  Know yourself and make sure that you consider what else you need to be tenured in addition to all the 
above points.

Copyright, Stylus Publishing, LLC., 2015



Copyright, Stylus Publishing, LLC., 2015



81

Group Mentoring Materials

A P P E N D I X  E

Group Facilitator Training Outline for Agenda

I. Overview and Rationale for Mentoring Group
a. Provided by trainer and includes interesting 

comparison data from previous year 
b. Logistical issues related to the group meet-

ing space

II.  Unique Benefi ts of Working With New Faculty 
in Groups
a. Mentees feel validated, not alone, and teach 

one another coping strategies
b. Group provides energy/enthusiasm for 

mentees and facilitators 

III. Format/Plan for Monthly Group Sessions
a. Relationship-building/Ice breaker task
b. Main task for session based on issue to be 

focused on
c. Closure task—asking mentees what they 

enjoyed or learned

IV. Relationship-Building Exercise
a. Conduct task that could be used for this 

purpose with a group
b. Process with training group what they 

enjoyed or can see as the rationale/value of 
this task for a new mentee group

V. Preparations Before or at First Session
a. Mentoring Group Contract—provide sam-

ple
b. Needs Assessment—provide sample 
c. Explore potential speakers based on mem-

bers’ needs/requests 

VI.  What initially attracted you to your position at 
this university? What positive aspects of your job 
keep you here?
a. Pose each question to training group and 

ask people to share
b. Process why this awareness is important 

when conducting these groups

VII.  Brainstorm potential issues new or almost new 
faculty members will have to address at the onset 
of this new academic year.

 VIII.  Experienced cofacilitators from mentee group 
from last year share what they learned from 
 cofacilitating this group

a. Highlight what helped make their mentee 
group effective

b. Allow members of training group to ask 
questions

IX.  Monthly check-in sessions scheduled after each 
session
a. Provide  handout, “Analysis of Your Men-

toring Group Session” 
b. Review this handout with members of train-

ing group 

X.  What other types of support can we, as group 
trainers, provide to best assist you with these 
groups? 

Format for Mentoring Groups

1. Relationship-Building Exercise
2. Check-in Exercise, except fi rst session—

provide introduction to group
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3. Mini Workshop or topic to be discussed based 
on needs assessment

4. Closure of session—ask members what they 
enjoyed or found helpful

Guidelines for Facilitating Groups

1. Start and end group on time 
2. Always conduct relationship-building exer-

cise(s) and be the fi rst to disclose
3. Follow a consistent format and clarify to group
4. Maintain balanced participation (particularly 

with relationship-building exercise)
5. Check-in exercise is just a point in the group 

to see how members are doing (keep short)
6. Do not allow any one member to talk too 

much or too long

7. Sometimes you may have to ask a member if 
he or she can wait to discuss a point further 
with you outside the group because the issue is 
too involved and only relates to that member

8. Always plan and facilitate your group based 
on the needs of the majority of members

9. Disclose some of your own successes and 
problems as a new faculty member; this will 
enhance points you are trying to make

10. These mentoring groups should primarily 
become support groups for the members; be 
less concerned about the topics covered or 
mini workshops held

11. Be sure you are engaged and enjoying this 
time—it’s contagious!

12. Never forget the value of having a sense of 
humor.
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Mentoring Group Contract

We ask that you, as a member of this mentoring group, make the following commitment to your cofacilitators and 
other group members during this academic year.

1. Be on time and stay until the end of each monthly meeting.
2. Attend all meetings as scheduled; if you cannot attend a session, please contact one of the cofacilitators.
3. Participate fully in all sessions since the combination of ideas and thoughts of all members is one of the 

major benefi ts of the mentoring group.
4. Keep all disclosure shared by other members confi dential.
5. Share your feelings and concerns as you become comfortable in the group. If you have a serious concern 

and you are not comfortable sharing it with the entire group, ask to meet with one of the cofacilitators 
after the group meeting.

6. Be sensitive to other members’ need to share at group sessions, and monitor your amount of sharing 
accordingly.

7. Ask your group members for assistance when needed and try to be as specifi c as possible.
8. Let your group members and facilitators know how helpful this group is for you throughout this year.

_____________________________________________    ______________________
   Signature       Date

Copyright, Stylus Publishing, LLC., 2015



Appendix E
85

Analysis of Your Mentoring Group Session

Instructions: When cofacilitators of these mentoring groups are processing after each session, they should address 
the following points. You can also use the scale below to rate each aspect of your mentoring group session and 
compare your ratings with your cofacilitator. You might even want your group members to complete this evalua-
tion of a session anonymously.

Excellent 5  4  3  2  1  Poor 

 Balanced participation level among membership

 Tone/energy level in the group session

 Engagement level of most members during the session

 Comfort level among members in the group and with cofacilitators

 Cofacilitators working as a team in leading the session

  Cofacilitators’ level of confi dence in conducting this session (in terms of both the plan and conducting the 
session)

 Cofacilitators’ interest and enthusiasm in conducting this session

Any issues or concerns that surfaced among the membership
___________________________________________________________________________

Parts of the session that seem to have been most effective and why
__________________________________________________________________________

Parts of the session that seem to have been least effective and why
_________________________________________________________________________

Detailed plan for changes in next session based on this processing (in terms of both the plan and how the co-
facilitators conduct the session)
______________________________________________________________________________
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Assessment for a Mentoring Group or Individual Mentoring

Name of Faculty Member:_________________________________    Date:___________

Instructions: Please number the 12 topics listed below in priority order from l = of most interest to you to 12 = of least 
interest to you. This feedback will be used to determine topics for our mentoring group sessions this year. 

______________ Learning effective time management for an academic position 

______________ Developing realistic expectations of undergraduates

______________ Developing a three-year research program 

______________ Handling requirements for university-related service

______________ Interpreting teaching evaluations/using early course evaluations

______________ Maintaining a balanced life as an academic 

______________ Developing an effective method for writing manuscripts

______________ Engaging in collaborative writing/research projects 

______________ Learning different peer review formats and how feedback can inform one’s teaching

______________ Developing a teaching philosophy

______________ Identifying and applying to potential funding sources for research

______________ Dealing with challenging students and/or honor code violations

______________ Other ______________________________________________________________

Please feel free to offer any additional comments about what you hope to obtain from this mentoring support 
group. 
________________________________________________________________________________________
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Application for the New Faculty Mentoring Program

The New Faculty Mentoring Program is open to all full-time faculty in tenure-track positions at the rank of assis-
tant professor or above who are currently incoming new appointments or in their fi rst or second year of teaching at 
____________________________________. Selection is made by the Executive Committee of the New Faculty 
Mentoring Program based on the faculty member’s expressed needs and ability to benefi t from the program. The 
information submitted in this application will be used for selection purposes as well as assignments to discipline-
specifi c Learning Communities where mentees will engage with each other several times a year.

Please send

• an electronic copy of your application to ___________________________
• the original copy of your signature page via campus mail to _________________________  by April 

_____ (applications from newly appointed faculty by June _____)

The 20____-____ Program will have an opening event at which time you will meet and create a short list of poten-
tial mentors. You do not need to make contacts concerning a mentor before this event; mentor assignments will 
follow promptly after the event. Please reserve the late afternoon and evening of ______________________ for 
this important required meeting. For more information, call ____________________.

Name _____________________________ Academic Rank _____________________________

Department _________________________ Telephone Number __________________________

School/College ______________________ E-mail _____________________________________

Number of years employed as a full-time faculty member at ____________________ as of May 20____:  .
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1. Education

Degree Institution Date

2. Professional History

Position Institution Date

3. Briefl y describe your teaching experience, both current and past. If you have had no teaching experience, 
please state this.

4. Briefl y describe the research/creative program you are implementing or wish to implement at this institu-
tion. Make the description suitable for a lay audience. 

5. Describe two or three of your expected teaching needs.
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6. Describe two or three of your expected research needs.

7. Briefl y describe what you expect to gain by participating in this program. 

8. Please discuss anything else you wish about your possible involvement in this program.

If I am selected to participate in the New Faculty Mentoring Program, I agree to participate fully in the program’s 
activities and complete reports, projects, and documents as requested.

I will attend the Opening Retreat on __________________ [attendance required].

Applicant’s Signature _____________________________    Date __________________
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Signature Page: Mentee Clearance With 
Department Chair and Dean

Year: 20____ – 20____

Due Date: April ____, 20____

Applicant’s Name:

Department:

To be completed and signed by the department chair and signed by the dean after both have reviewed the 
 application:

I have met with the above faculty member regarding workload assignment for the academic year and agree to see 
participation in the mentoring program as equivalent to a committee assignment during the one-year Mentoring 
Program.

Please contact ___________________________ if you would like more details.

Chair’s Signature _____________________________     Date ___________________

Dean’s Signature _____________________________     Date____________________

Comments by the chair and dean are encouraged and may be attached. Please return this signature page to 
______________________ by April ____, 20____.

The _________________________________is an Equal Opportunity, Affi rmative Action Employer.
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Signature Page: Mentor Clearance With 
Department Chair and Dean

Senior Faculty’s Name: _______________________________________ 

Department: ______________________________________________

To be completed and signed by the department chair and signed by the dean after they both have reviewed the 
application:

I have met with the above faculty member regarding workload and agree to consider mentoring as equivalent to a 
committee assignment during the one-year Mentoring Program.

Please contact _________________________ if you would like more details.

Chair’s Signature ______________________________     Date ___________________

Dean’s Signature ______________________________     Date ___________________

Comments by the chair or dean are required in a Letter of Recommendation. Please address these qualities of an 
effective mentor:

• highly developed interpersonal skills
• good listening skills
• willingness to spend time with a new faculty member
• motivation to participate in a mutually benefi cial relationship with a new faculty member

Please return this signature page to __________ _______________________________________________.
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New Faculty Mentoring Program Mentor Orientation: 
Short Version

1. Feedback from mentees on mentoring

2. What is effective mentoring?

a. What are your experiences of mentoring?

b. List one or two characteristics of an effective mentor.

3. What do you have to offer? Why did you choose to be a mentor?

4. What we know about new faculty from the research:
a. They spend less time on scholarly writing than necessary.
b. They overprepare for teaching.
c. They teach defensively.
d. They fail to meet expectations on teaching evaluations.
e. They experience loneliness/isolation.

5. Characteristics of quick-starters:
a. They develop work habits that refl ect their goals.
b. They write daily.
c. They connect with faculty across campus.
d. They prepare adequately for engaged teaching.
e. They integrate teaching and research.

6. Other typical issues:
a. They don’t understand tenure criteria.
b. They have problems balancing work and life.
c. Women and faculty of color are less satisfi ed with the support available to them.
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7. Getting started
a. Get to know each other informally; choose areas of help from topic list
b. Goal setting—needs assessment for achieving tenure
c. Use one-page proposal for $500 as a part of developing an action plan

8. How often to meet?
a. First-year faculty perhaps more frequently than second- or third-year faculty
b. No less than once a month; more often is preferable
c. Can include informal coffee meetings, dinner at your home
d. Should include watching each other teach
e. Can include events, introductions to others
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New Faculty Mentoring Program Mentee Orientation

I. A look in the mirror
A. What we know about new faculty from the research

1.  Spend less time on scholarly writing than is necessary
2. Overprepare for teaching
3. Teach defensively
4.  Fail to meet expectations on teaching evaluations
5. Experience loneliness/isolation

 B. Characteristics of quick-starters
1. Develop work habits that refl ect goals
2.  Schedule writing time (several hours per week)
3. Connect with faculty across campus
4. Prepare adequately for engaged teaching
5. Integrate teaching and research

 C. Other typical issues
1. Don’t understand tenure criteria
2. Problems with work/life balance

II. Expectations and protocols
A. Meetings with mentor

1. Frequency and duration  
a.  Once a month at a minimum (1 hour)
b. More meetings likely in early fall
c.  May want to meet for coffee more often for less time

2. Location
a. Anywhere is fi ne
b.  Coffee shop, lunch, dinner, offi ce, home
c. Whatever is comfortable

3. Initiation of contact
a.  Mentors will contact you for meetings
b.  Call or e-mail if something comes up in between 

4. Responsibility for setting the agenda
a.  Joint responsibility based on your goals
b.  Agenda may include teaching, research, tenure, work/life balance
c.  First items: goal setting, needs assess ment, mini-proposal

5. Develop guidelines for the relationship
a. Your expectations of the mentor
b. Your mentor’s expectations of you
c. Boundaries (particularly time)
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B.  What you can expect from the mentoring relationship
1.  Support and interest in you, your work, your future
2. Advice on university culture
3.  Connections to others who might be of help to you
4.  Connections to services offered on campus
5.  Potential for classroom observation for formative purposes
6. Confi dentiality

III.  Writing an action-oriented and realistic measurable goal  
A.  Write one to three goals for the year that are achievable and move you toward tenure

1. Who: you
2. Will do what?
3.  How will you demonstrate that you’ve done it?
4. Under what conditions?
5. With what level of success?

B. Needs Assessment
1.  What materials will you need to accomplish this goal?
2.  What skills will you need to accomplish this goal?
3.  What resources do you have in your life?

C.  What are some options for using the $500 mini-grant to aid your success?
1.  Pay an editor for manuscript or proposal
2.  Pay a student to enter data into a database
3. Attend a workshop to learn a skill
4. Buy lab equipment
5. Buy teaching/research software
6.  Buy scratch-off quiz answer sheets for active team learning
7. Others?

Final issue: Most mentees want a mentor of the same gender and ethnicity, but research shows that mixed pairs are 
just as successful. 
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New Faculty Mentoring Program Statement of 
Commitment and Confidentiality

Commitment

I understand that the effectiveness of the relationships developed within this program are dependent upon my commit-
ment to attend all scheduled sessions, and I commit myself to doing so, barring illness or emergency.

Confidentiality

Subject to university policy and any applicable legal exceptions, all information disclosed within the mentoring 
relationship or the Learning Communities is considered to be confi dential. Examples of “university policy” and/
or “applicable legal exceptions” that might require information about a participant to be disclosed to third parties 
include situations where a participant is believed to be a danger to self or others, where a participant is in need of 
immediate medical attention, or where a court order or subpoena requires disclosure. 
[For Faculty Mentees: I also understand that participation in the New Faculty Mentoring Program does not guar-
antee a successful tenure application.]

_____________________________________________    ______________________
    Participant Signature              Date
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 New Faculty Mentoring Program
Final Evaluation

To better support the needs of pretenure faculty at _________________________, the New Faculty Mentoring 
Program is conducting a survey of this year’s participants. Your responses to the survey questions will be completely 
confi dential. However, the survey is not anonymous because we would like to have the opportunity to send you a 
reminder e-mail if necessary. To protect confi dentiality, participants’ names will not be linked to their responses, 
and responses will be analyzed only after being grouped with those of other participants. No individuals will be 
identifi able in any reports derived from these data. Summarized data will be shared with the mentors and group 
facilitators so they may understand what you valued and how we may improve our support of new faculty.

If you have any questions, please feel free to contact __________________________, Director of the New Fac-
ulty Mentoring Program, at ____________________.

Describe the impact of your mentoring relationship, your learning community (LC), and your own effort on each 
of these key areas in the development of new faculty, using the provided scale (0 = no impact to 5 = critical impact).

Mentor LC Self

Connected with faculty 
across campus

0   1   2   3   4   5 0   1   2   3   4   5 0   1   2   3   4   5

Managed time for work 
and life

0   1   2   3   4   5 0   1   2   3   4   5 0   1   2   3   4   5

Adequately prepared for 
engaged teaching

0   1   2   3   4   5 0   1   2   3   4   5 0   1   2   3   4   5

Planned research schedule 0   1   2   3   4   5 0   1   2   3   4   5 0   1   2   3   4   5

Integrated teaching and 
research agendas

0   1   2   3   4   5 0   1   2   3   4   5 0   1   2   3   4   5
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The following questions are open-ended. Please take the time to answer fully.

Program Structure

1. In retrospect, how did the mentoring pair selection process work out for you?

2. Was the program director accessible? Did you contact him or her during the year? Was the contact helpful?

3. Was the availability of mentoring a factor in your choosing to work at this university?

Mentor Effectiveness

1. What proportion of time spent with your mentor addressed the following areas:

Teaching

Research

Service

Work/life balance

Total 100%
 

2. What other kinds of contacts did you have with your mentor—for example, telephone contact, e-mail, 
conference attendance?

Copyright, Stylus Publishing, LLC., 2015



A P P E N D I X  G
102

3. In what ways did your mentor help you connect with new colleagues on or off campus?

4. Did you and your mentor engage in mutual observations of each other (teaching, other)?  If so, was this 
helpful to you and how?

5. How did your mentor’s advice help you in the following areas? Circle your response using the provided 
scale (0 = no impact to 5 = critical impact):

Campus culture 0   1   2   3   4   5

Negotiating your departmental needs 0   1   2   3   4   5

Annual review preparation 0   1   2   3   4   5

Tenure strategies 0   1   2   3   4   5

Teaching 0   1   2   3   4   5

Research 0   1   2   3   4   5

Service 0   1   2   3   4   5

Student course evaluations 0   1   2   3   4   5

Life/work balance 0   1   2   3   4   5

Self-care 0   1   2   3   4   5

6. What did you value most about your mentoring relationship?

7. Were there any unexpected outcomes of the relationship?
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Learning Communities

1. Did it seem that all members of your peer learning community had equal opportunities to participate?

2. How did the cross-discipline nature of the group affect group dynamics?

3. Do you have any suggestions for the group facilitators?

4. What did you value most about the learning community?

5. Were there any unexpected benefi ts of being in the learning community?
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Continuing Involvement

Do you hope to keep your learning community group together to meet informally next year?

Do you hope to keep up a relationship with your mentor next year?

Would you like to be part of a writing group?

Would you attend informal open house coffee hours to discuss topics of interest?

Would you attend future workshops/panel discussions on topics of interest? Check areas of interest:

 P&T process

 P&T dossier

 Avoiding academese in professional writing

 Getting your book published

 Time management

 Getting students to engage in active reading 

 Other ________________________________

Do you have any other suggestions for the director about the program?
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New Faculty Mentoring Program
Follow-up Questionnaire

Please let us know how you are doing as you progress through your career. 

1. What teaching successes have you had in the past year?

2. What successes have you had in your research/creative endeavors?

3. Have you received any honors or awards in the past year?

4. Have you gone up for third-year review or tenure?  

5. Any other successes you can share?
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 Departmental Mentoring Checklist

Instructions: Check at the left the items that you and your mentoring partner will work on this year. At the end 
of each semester, indicate the rating that most closely describes your evaluation of that aspect of your mentoring 
relationship. You may add items at the bottom of the list. Use the Comments column to clarify ratings or indicate 
why you did not address an item.

Mentor Self Comments

General Strategies

Oriented to department 0 1 2 3 4 5 0 1 2 3 4 5

Negotiated your needs and 
responsibilities

0 1 2 3 4 5 0 1 2 3 4 5

Annual review preparation 0 1 2 3 4 5 0 1 2 3 4 5

Helped mentee use available 
resources 

0 1 2 3 4 5 0 1 2 3 4 5

Discussed visibility strategies 0 1 2 3 4 5 0 1 2 3 4 5

Strategized service 
commitments

0 1 2 3 4 5 0 1 2 3 4 5

Clarifi ed tenure 
requirements

0 1 2 3 4 5 0 1 2 3 4 5

Self-Care

Facilitated relationship 
 building

0 1 2 3 4 5 0 1 2 3 4 5

Helped with time 
 management

0 1 2 3 4 5 0 1 2 3 4 5

Helped with work/life balance 0 1 2 3 4 5 0 1 2 3 4 5

Encouraged self-care 0 1 2 3 4 5 0 1 2 3 4 5

Teaching 

Addressed teaching 
development

0 1 2 3 4 5 0 1 2 3 4 5

Advised on course 
preparation

0 1 2 3 4 5 0 1 2 3 4 5

Addressed online course 
instruction

0 1 2 3 4 5 0 1 2 3 4 5

Addressed using student 
course evaluations

0 1 2 3 4 5 0 1 2 3 4 5
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Mentor Self Comments

Research

Planned research schedule 
(5-year plan)

0 1 2 3 4 5 0 1 2 3 4 5

Targeting journals 0 1 2 3 4 5 0 1 2 3 4 5

Writing and editing guidance 
and scheduling

0 1 2 3 4 5 0 1 2 3 4 5

Proposal writing 0 1 2 3 4 5 0 1 2 3 4 5

Developing collaborations 0 1 2 3 4 5 0 1 2 3 4 5

Integrated teaching and 
research agendas

0 1 2 3 4 5 0 1 2 3 4 5
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Time Commitment for Faculty Senate Committees

Name of Committee Average Time Commitment

Elected Committees

Senate High

Committee on Due Process Medium to High

Faculty Grievance Medium

Faculty Assembly Delegation High

Faculty Government Medium to High

Academic Policies and Regulations Medium to High

Committee on Committees Low

Faculty Promotions and Tenure Guidelines Committee Medium to High

Graduate Studies Committee Medium

Research Grants Committee High

Undergraduate Curriculum Committee High

Appointed Committees

Academic Computing Low

Budget Committee Medium

Enrollment Management Committee High

Faculty Compensation Committee Medium

Faculty Professional Development and Welfare Committee Medium

Intercollegiate Athletics Committee Medium to High

Research Policies Committee Medium to High 

University Teaching and Learning Center Committee Medium

General Education Council High

Scholarly Communication Committee Medium

Key to time commitment rating

Low:    One to two meetings per year with workload done by members

Medium:   Monthly meetings for approximately one hour

High:     Monthly meetings for approximately two hours and additional assignments to complete each 
month
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Possible Tasks for a Graduate Assistant

Research

Create an Excel fi le to keep track of all your IRB proposals with a notebook system

Transcription of interviews or focus groups

Data organization 

Pull articles for a review of the literature

Put articles into endnote

Data analysis

Teaching

Follow the Discussion Board in Blackboard for student questions

Grade assignments

Proctor exams

Service

Newsletters

Organize reviews you may be doing

Technology

Learn how to do something you need to learn and teach you how to do it

Load software onto a new computer

Review

Create a reappointment notebook

Create tenure notebooks
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Five-Year Tenure Preparation Plan

Name of Faculty Member: _______________________________________________________________

Indicate timeline for this fi ve-year plan: _____________________________________________________

Department Affi liation: ________________________  School: _______________________________

Number of accepted publications expected in this period: _______________________________________

Number of already accepted/published articles/books counted for this timeline: _______________________

Indicate study data completely collected for potential manuscript(s): _______________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Indicate study currently being set up for potential manuscript(s): _________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Indicate any potential funding sources for research: ____________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Indicate any potential collaborations for current or future research: ________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Do you have study fi ndings that could be used for more than one publication? If yes, indicate which one and the 
general focus of each article.

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
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Year One of Five-Year Tenure Preparation Plan

Academic Year: _______________________

Number of manuscripts expected to complete this year and submit for publication: ___________________

Focus or title of anticipated publication(s): ___________________________________________________

_____________________________________________________________________________________

Potential journals or publishers for manuscript submission:

_____________________________________________________________________________________

Dates of manuscripts submitted: ___________________________________________________________

Number of manuscripts accepted for publication with dates: _____________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Year Two of Five-Year Tenure Preparation Plan

Academic Year: ____________________

Number of manuscripts expected to complete this year and submit for publication: ___________________

Focus or title of anticipated publication(s): __________________________________________________

_____________________________________________________________________________________

Potential journals or publishers for manuscript submission: _____________________________________

_____________________________________________________________________________________

Dates of manuscripts submitted: __________________________________________________________

Number of manuscripts accepted for publication with dates: ____________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Copyright, Stylus Publishing, LLC., 2015



A P P E N D I X  H
114

Year Three of Five-Year Tenure Preparation Plan

Academic Year: ___________________

Number of manuscripts expected to complete this year and submit for publication: ___________________

Focus or title of anticipated publication(s): ___________________________________________________

_____________________________________________________________________________________

Potential journals or publishers for manuscript submission: ______________________________________

_____________________________________________________________________________________

Dates of manuscripts submitted: ___________________________________________________________

Number of manuscripts accepted for publication with dates: _____________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Year Four of Five-Year Tenure Preparation Plan

Academic Year: ____________________

Number of manuscripts expected to complete this year and submit for publication: ___________________

Focus or title of anticipated publication(s): ___________________________________________________

_____________________________________________________________________________________

Potential journals or publishers for manuscript submission: ______________________________________

_____________________________________________________________________________________

Dates of manuscripts submitted: __________________________________________________________

Number of manuscripts accepted for publication with dates: _____________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
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Year Five of Five-Year Tenure Preparation Plan

Academic Year: ___________________

Number of manuscripts expected to complete this year and submit for publication: ____________________

Focus or title of anticipated publication(s): ___________________________________________________

_____________________________________________________________________________________

Potential journals or publishers for manuscript submission: _____________________________________

_____________________________________________________________________________________

Dates of manuscripts submitted: __________________________________________________________

Number of manuscripts accepted for publication with dates: _____________________________________

_____________________________________________________________________________________

Total number of manuscripts published in fi ve-year period: ______________________________________

Total number of manuscripts accepted but not yet published: ____________________________________

Total number of manuscripts still under review: _______________________________________________

Number of potential future manuscripts based on exiting data: ___________________________________
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Job Description: Director, New Faculty Mentoring Program

This description is for a half-time position. The New Faculty Mentoring Program provides support for the mentors as 
well as for the group facilitators for ____ learning communities. The Learning Communities comprise six to seven new 
faculty members and are facilitated by two senior faculty members. The group facilitators also have a learning commu-
nity facilitated by the director. The mentors are divided into three learning communities as well, with the director as 
the facilitator.

Duties in this role include:

Planning and Development

• development of the program
• development of application materials, fl iers, and brochures 
• recruitment of participants 
• presentations to faculty and chairs in various schools and the college
• ongoing website development  
• development of training for mentors and group facilitators 
• presentations at faculty development con ferences

Coordinating of Program Events

• coordinating group meeting schedules for learning communities
• matching mentees with mentors
• monthly meetings with group facilitation expert for ongoing planning of training for group facilitators 
• coordination with Alumni Offi ce to recruit manuscript readers from retired faculty
• regular meetings with advisory committee 
• monthly meetings with mentor and group facilitator learning communities 
• planning opening and closing events
• planning monthly workshops/coffee hour discussions
• development of writing groups for new faculty participants
• development and administration of assessment materials, including

• fi rst-semester phone calls to all participants
• second-semester focus groups  
• questionnaires

• Coordination of mentee proposals for mini-grants

Budgeting

• budget management with support staff
• management of $500 mini-grants for mentees 
• development of a library of resources for new faculty
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University- or School-Level Survey of Current Departmental 
Practice With New Faculty

1. As a new faculty member within my department, I was given  
  orientation   mentoring   occasional meeting with chair   none of these

2. Material orientation to the department (copier, supplies, mailboxes, etc.) was given to me by: 
   offi ce staff   another professor    mentor    chair    no one

3. Structural orientation to the department (who does what, where to go for) was given to me by:
   offi ce staff   another professor   mentor   chair   no one

4. Functional orientation to the department (faculty meetings, annual review, tenure process, etc.) was given 
to me by:

   offi ce staff   another professor   mentor   chair   no one

5. Help with my teaching was given to me by:
  center for teacher learning   another professor   mentor   chair   no one    other

6. Help with my research was given to me by: 
  Offi ce of Research   another professor   mentor   chair   no one    other

7. Advice on meeting service requirements was given to me by:
  another professor   mentor   chair   no one    other

8. Advice on balancing work/life was given to me by:
  another professor   mentor   chair   no one    other
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Mentor Training Agenda for a Three-Hour Session

What is effective mentoring?

Who has had a good experience of being mentored?

How many of you have been a mentor before?

What are the characteristics of a good mentor or an effective mentoring relationship?

• Good listening is key.
• Understand the overall situation of the mentee.
• Provide a sense of support and encouragement.
• Help the mentee recognize the questions to ask and where to fi nd the answers.
• Be willing to point out what new faculty should NOT be doing.
• Open up to the mentee about your own stressors.

Why did you choose to become a mentor (think-pair-share activity)?

What do you have to offer new faculty?

• You know the culture of the institution, school, or department.
• You have been where they are.
• You are able to reframe an issue in a larger context.
• You have experience in setting goals and prioritizing.
• You understand the tenure process and, perhaps, the tenure criteria.
• You have experience with student course evaluations!
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What are the characteristics of new faculty (Boice, 1990)?

• Spend less time on scholarly writing than necessary
• Overprepare for teaching
• Teach defensively
• Fail to meet expectations on teaching evaluations
• Experience loneliness/isolation
• Imposter syndrome

What are the characteristics of quick starters?

• Develop work habits that refl ect goals
• Write multiple times a week
• Connect with faculty across campus
• Prepare adequately for engaged teaching
• Integrate teaching and research

What are the needs of new faculty?

• To feel connected to others and the larger institution
• Help with time management—prioritizing writing!
• Managing the balance of teaching and research
• Managing the balance of work and home life
• Editorial help with their writing

Areas in which a mentor can actively help

• Reading manuscripts, monographs, chapters
• Reading grant proposals
• Planning goals 
• Writing a teaching philosophy
• Writing a research narrative
• Preparing a portfolio
• Making connections on and off campus

Areas for discussion

• Time management and work/life balance
• Prioritization process
• Student course evaluations
• Campus culture
• Negotiating with department chair
• Dealing with student problems
• Annual review
• How to use a graduate assistant
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Stages of the Mentoring Relationship

Opening Stage

• Get to know your mentee—don’t rush into business fi rst
• Talk about expectations, be clear about limits
• Mentor makes fi rst contact and sets up fi rst few meetings
• Responsibility for contact shifts to mentee by second semester
• Defi ne goals; they may need help here—use a checklist (handout)
• Discuss confi dentiality

Issue of confi dentiality

• May want to sign a confi dentiality agreement
• A mentor who ends up on tenure committee may want to recuse himself or herself
• More diffi cult issue for within-department mentor
• More opportunity for formative assessments
• Avoid summative assessments 

How often to meet

• First-year faculty perhaps more frequently than second or third year
• No less than once a month
• Can include informal coffee meetings, dinner at your home
• Should include watching each other teach
• Can include events, introductions to others 

Development Stage

• Ask what they need from you
• A listener
• Accountability?
• Teaching observation, formative review
• Reader for manuscripts, grant proposals, workshop proposals
• Can use a needs assessment checklist

Stay focused on goals 

• When they come to you with a new “oppor tunity,” ask whether it fi ts in with their cur rent goals and 
whether it will help them get tenure

• Plan everything strategically
• Three-year plan
• Service responsibilities
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Help them to make connections 

• With services available to them on campus
• With information
• With other faculty 
• With community contacts if appropriate

Independence

• Expect need to decrease over time
• Connections become infrequent
• Relationship becomes that of colleagues

The importance of good listening (activity instructions)

• Pair off
• Choose someone you don’t know
• Five minutes each to talk about something 
• No response except nonverbal
• Then switch

Mentoring Inside and Outside Your Department
Mentoring inside the department: Advantages?

• Know the fi eld
• Know the departmental culture
• Know the journals
• Know what tenure expectations are (usually)
• Know the students
• May be able to collaborate on research

Mentoring inside the department: Disadvantages?

• Insularity of staying within department
• No one to talk with about departmental politics
• Issues of formative versus summative assessment
• Mentee can’t be as frank about issues with someone who will vote on tenure

Mentoring outside the department: Advantages?

• Ability to be frank with each other
• Can read manuscripts for clarity and other issues without getting lost in the concepts
• Can offer a broader perspective on issues
• Can offer connections across campus
• Can offer formative rather than summative assessment
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Mentoring outside the department: Disadvantages?

• Usually no direct aid on research
• Do not know departmental culture, tenure requirements, etc.
• Could make suggestions that aren’t appreciated inside the department
• Mentoring small groups of new faculty

Who mentors the mentors?

• If there is more than one mentor here from an institution
• Plan to get together monthly to talk
• Take advantage of the collective wisdom of the group
• Develop a mentoring culture

Benefits of Mentoring

• Reduced stress
• Satisfaction with the institution
• Professional confi dence and identity
• Networking
• Professional skill development
• Productivity

Bibliography for  Training Session

Boice, R. (1990). Professors as writers: A self-help guide to productive writing. Stillwater, OK: New Forums.
 Boice, R. (1992). The new faculty member: Supporting and fostering professional development. San Francisco: Jossey-Bass.
Huang, C. A., & Lynch, J. (1995). Mentoring: The Tao of giving and receiving wisdom. New York: HarperCollins.
Palmer, P. J. (1998). The courage to teach: Exploring the inner landscape of a teacher’s life. San Francisco: Jossey-Bass.
Robertson, D. R. (2003). Making time, making change: Avoiding overload in college teaching. Stillwater, OK: New Forums.
Schoenfeld, A. C., & Magnan, R. (1994). Mentor in a manual: Climbing the academic ladder to tenure. Madison, WI: Atwood 

Publishing.
Silvia, P. (2007). How to write a lot. Washington, DC: APA Books.
Zachary, L. J. (2000). The mentor’s guide. San Francisco: Jossey-Bass.
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