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A B N SEAL COLLEGE COOCHBEHAR
MENTOR MENTEE HANDBOOK

Mentor-Mentee Cell %




Opening words:

We have high very expectations for all of our students and want to help them fulfil and outshine their ow

set expectations. The taken policy points to recognise the best possible plan of action which h
implemented to ensure remarkable levels of mentoring.
Student Mentoring of A B N Seal College is classified as a process of building up one to\gn i

e mentor

relationship between teacher and student which has been existed for prolonged ove
extend their helping hand by providing continuous support and academic guidancexSomesstudents who
may be passing through mental stress in their life would also get affectionate s t fiom their mentors.

The goal of student mentoring is to help all students involved in the me
to develop the academic skills and self-confidence which are going a crucial*role for their own

futures.

92

» To bridge the gap between the mentogfan
» To ensure the quality performance«Qf t
» To deal with the related issues fi
« To provide mutual support a

« To inspire and motivate for hi

learning environment.
udies and competitive examinations.

» To discuss stress related isstes.
« To regulate the aca%\invo vement and assess the outcome.
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Programme Details

» Mentees shall be assigned to the mentors right from the first year of the programme.

« A mentor shall not have more than 30 mentees at a time.

» The mentees preferably be attached to the same mentor for the entire duration of the
programme.

« The mentor shall meet the mentees regularly and record the outcome of the megeting in
the hard copy. The details about each mentee will be recorded and periodicallyupdateth

» The mentor shall identify the students performing exceptionally well iR cuxriculanor co
curricular activities and report to the head of the institution/department for ptoviding
further motivation to advanced/gifted learners.

« The mentor shall also identify the students whose performance/attendance IS below par.
The mentor shall interact with the student and try to find out tfie cafise\ef'the problem or a
indifferent behaviour. If required the mentor will involve ghe parents head of the
department for reforming the student. ~

a. Attendance: The mentor shall observe and moniterthe Atlendance of the mentee.
He/she shall advise and take necessary follow up action With'regard to students who do not
meet the attendance norms of the college.

b. Academic Matters: The mentor shall also keep a track of the academic performance of
mentees including continuous assessmefit, term ahd examination and help the mentee
through counselling or by arranging rémedtal teaching, if necessary

c. Behavioural and discipline matters

d. Health and physical well being

e. Achievements, talents and co-Guggicular activities

f. Stress related issues

=]




Nature of Guidance:

It is vital that all students receive regular and informed guidance, have a wide range
of experiences and understand where to get further information and advice. This wi
be evident through a number of initiatives, including;

Citizenship lessons
Individual learning reviews and target setting &
Career Guidance (&

Guidance for Avenues to Higher Education ®

To tackle various academic and stress related issue QJ

Work place learning experiences offered QQ
e&&%

Regular internal communications with s
telephonic talks)

‘Thought of the day’ and ‘soft sk@ ent initiatives
Community involvement oppW\ﬁ;{j'

In some cases the relati m en the mentor and the mentee may be the only
stability student knowsyand the/only time anyone spends quality time with them.
Therefore, the Institute stipulates that a student mentor spend a minimum of one

hour every VQ%I’ mentees.

ough personal visits and

Responsibilities of the Mentor:

Prepare and maintain Mentor-Mentee Booklet.




e Prepare a list of contact details of assigned students & parents

e Prepare an excel shit of academic performance

e Record of Mentor-Mentee meeting and note down the key points of the meeting
e Mentor can prescribe Student counseling if required.

e To have regular verbal communication with the parents of the Mentees and inform
them about the mental and academic progression of students

e To submit a comprehensive Yearly Report on issues (raised by the alloCated ¢
mentees), handled and resolved by the Mentor. -

e Maintain data of students’ achievements (academic as well assaonzacaeentic)
e Maintain strict discipline among students.

e Introduce and discuss the concept of mentor- menteg*syStem with the assigned
mentees. \
b. Call a meeting of all mentees and record thelr négéssary details-in the designated
form, note any specific requirement of studefts and discuss with them the complete
schedule of future meetings
c. Keep atrack of the attendance, academie perfermance and behavioral aspects of
the students by interacting with examidepartment and the hostel authorities etc.
d. Support students academicallyfanchemotionally
e. Contact parents to inform the pregress¥f their ward, whenever required and visit
the houses of mentees at leasttwieg infie year.
f. Maintain a record of the progresSemade by the identified underperforming
students and take remegtahactionséwherever required.
g. To guide students and alse.0 arrange for remedial teaching if required

Duties/Responsibilities of Mentee

a. Attend meeting regularly
b. Fill personal information in the form at the time of joining the mentor- mentee system.
c. Provide details of attendance, continuous assessment, term end examination, co-




curricular, extra- curricular activities to the mentor whenever asked for.
d. Repose confidence in the mentor and seek his/her advice whenever required.

Benefits of mentoring

v Mentoring is a deliberate and conscious action and therefore the teachers involved
are inspirational and feel motivated. It also helps to boost the self-value o e
involved in such an activity.

v Mentoring provides realistic role models for students who are under idance
and enables the mentors even to learn novel skills.

v It can form part of community service activities and can %benefit of the
whole institute as well as the surrounding community. &J
Role of Mentoring (o%ator
e A member of the Institute staff '% ordinator for mentors.
0 t
e

This person will be someone to take on this role and is
approved of by the group, no ff member who is just given

group members and to after the emotional welfare of the students

involved in the sc
&
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