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COMMITTEE PURPOSE 

The Committee’s purpose is to offer and regularly evaluate mentoring opportunities for full-
time faculty. The Committee will make recommendations to the Executive Vice President of 
Academic Affairs. 

A secondary goal of this Committee is to obtain and maintain International Mentoring 
Association (IMA) accreditation, to align with industry best practices. 

 

VISION STATEMENT 
Create a robust mentoring community at Eastern Florida State College to foster a nurturing 
environment that benefits faculty, students, and the broader community.    

 
COMMITTEE RESPONSIBILITIES 

The primary responsibilities of the Committee are as follows: 

• Facilitate the New Faculty Mentoring Program (NFMP) 
• Identify new mentoring opportunities for mid- and late-career faculty 
• Conduct formative and summative assessment of mentoring offerings 
• Develop and maintain a mentoring resource webpage on the College’s website 
• Develop and maintain a mentor support system  
• Conduct program assessment in accordance with IMA standards (See Appendix B) 

 

MEMBERSHIP 
Membership will be comprised of between 7 and 13 full-time faculty members.   

Faculty Representatives—Voting Members 
When practical, the Committee will be comprised of: 

1. At least 2 annual-contract, full-time faculty members 
2. At least 2 full-time faculty members who received tenure within the last 5 years 
3. At least one Program Manager 
4. Representatives from the Associate of Arts and Career and Workforce Programs 
5. Representatives from all campuses 

Non-Voting Members 
1. Administrative Liaison 
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MEETINGS 
Meeting Schedule 
The FMSC will meet a minimum of three times each fall and spring term. Meetings will be held 
on Fridays. Representatives are expected to attend all meetings. Failure of a representative to 
regularly attend meetings may result in removal from the Committee.  

Meeting Attendance and Participation 
• FMSC meetings, except for the meeting during which the evaluation of Excellence in 

Mentoring Award applications is on the agenda, are open to the public and subject to 
Florida’s Sunshine laws. 

• Attendees other than officially designated voting representatives must request 
permission from the FMSC Chairperson to speak. 

MEMBERSHIP RESPONSIBILITIES 
• Attend all meetings 

o If unable to attend, contact the Chairperson as soon as possible so that full 
faculty representation is preserved 

• Actively participate in all Committee activities 
• A member missing two consecutive meetings may be removed by Committee vote of 

“No Confidence” 
• Vote of “No Confidence” 

o The Committee may conduct a vote of “No Confidence” and remove a member, 
the Chairperson, or the NFMP Coordinator 

o A 75% majority is required for a vote of “No Confidence” to pass 

TRANSACTION OF BUSINESS 
 General Rules of Order 
The FMSC will conduct business in a timely, organized, and transparent manner. The FMSC shall 
adhere to the following rules and guidelines for transaction of business: 

A. The Committee shall loosely follow Robert’s Rules of Order as a general guide. 
Specifically, the FMSC shall adhere to the following general rules: 
i. To preserve order, a member should be acknowledged by the Chairperson if he or 

she wishes to speak. As a departure from Robert’s Rules, members may raise their 
hands to indicate their desire to make a remark.  

ii. Members should keep their remarks brief (three minutes or less) to facilitate equal 
and fair discussion among all members wishing to contribute. The Chairperson has 
the right to interrupt members and ask them to limit their input so others have the 
opportunity to participate. 

iii. Discussion and voting will take place according to the procedures described below. 
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Procedure 
A. At the end of each term, the Chairperson will open discussion about the time and place 

of the meeting schedule for the following term. When possible, the Committee will 
avoid conflict with published Academic Committee (AC) and Tenure Committee (TC), 
and Professional Development Committee (PDC) meeting schedules. If the date and 
time are “TBA,” members should check their EFSC email for notices from the 
Chairperson regarding the dates of future meetings. 

B. The Chairperson will give notice at least five business days before a meeting is to be 
held. 

C. Minutes will be recorded during each meeting. Minutes must be approved by a simple 
majority of the FMSC before being disseminated to the faculty. The Chairperson (or the 
designee) is responsible for distributing the minutes to the faculty and appropriate 
administrators for comment and posting the approved minutes to the FMSC webpage. 

Voting 
A. The names of the members making a motion and seconding the motion will be recorded 

in the meeting minutes. 
B. All voting members are required to vote on each motion. They may vote “yay,” “nay,” or 

“present.” Members may vote “present” if they do not wish to confirm or vote down 
the motion in question. 

C. Passing a motion requires a two-thirds approval by all voting members, as defined 
further in this manual. 
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LEADERSHIP AND REPRESENTATION 
Chairperson 

Chairperson Selection 

The Chairperson shall be selected for a two-year term, not to exceed three consecutive terms, 
by the voting membership of the Committee. A member must be on the Committee for one 
year before becoming eligible to be Chairperson.  

Chairperson Responsibilities 

• Create and distribute agendas prior to meetings 
• Preside at meetings and recommend/create sub-committees, if situations warrant 
• Act as representative at other major committee/council meetings, if called 
• Call special elections/requests for volunteers if a vacancy occurs 
• Advertise meetings to stakeholders 
• Provide regular evaluation of the Committee and NFMP to the Administration 
• Stand in for the NFMP Coordinator, in the Coordinator’s absence 
• Assume the NFMP Coordinator position until next election, if a vacancy occurs 
• Submit updates for the program webpage to the EFSC webmaster no later than the final 

spring Committee meeting 
 

Vice Chairperson  
Vice Chairperson Selection 

The Vice Chairperson shall be selected for a two-year term by the voting membership of the 
Committee. A member must be on the Committee for one year before becoming eligible to be 
Vice Chairperson.  

Vice-Chairperson Responsibilities 

• Take meeting minutes and record them 
• Stand in for Chairperson, if the Chairperson is unable to attend 
• Assume Chairperson position until next election, if a vacancy occurs 

Faculty Mentoring Coordinator  
Faculty Mentoring Coordinator Selection 

The Coordinator must be a tenured voting member. The Coordinator shall be selected by a vote 
of the Committee.  The Coordinator shall be elected to a term of three years.  A member must 
be on the Committee for one year before becoming eligible to be Coordinator. 
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Faculty Mentoring Coordinator Responsibilities 

General responsibilities are outlined in the Collective Bargaining Agreement.  Specifically, the 
Coordinator facilitates the New Faculty Mentoring Program, which includes the following 
duties: 

• Request names/positions/campus assignments of newly hired faculty from HR 
• Work with supervisors to match mentors with new faculty 
• Facilitate the program orientation hosted each August and January for newly hired 

faculty and their mentors   
• Work with Committee to update program materials (guidebook, presentations, goal-

setting materials) 
• Facilitate first-year faculty cohort meetings, three each major semester – set meeting 

calendar, send Outlook calendar invites, schedule guest speakers, set agenda, reserve 
rooms (if applicable) 

• Regularly communicate with new faculty, mentors, and supervisors 
• Submit names of program completers to HR for training-record updates 
• Maintain a substitute list of facilitators for the monthly cohort meetings, in the event of 

an emergency during which the Coordinator is unable to attend 
 

Coordinator-Elect 

The Coordinator-Elect must meet all the Coordinator requirements as specified above.  The 
Coordinator-Elect will assume the role of the Coordinator after observing during the Spring 
semester prior to the Fall semester of the next academic year in which they assume the 
responsibilities as Coordinator.   
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EXCELLENCE IN MENTORING AWARD 
Purpose 
Mentoring among faculty at Eastern Florida State College is a crucial element in sustaining a 
vital faculty community, promoting faculty development, and increasing faculty retention. The 
purpose of this award is to recognize the outstanding mentoring efforts of faculty who actively 
mentor newly hired faculty. This prestigious award acknowledges the time, sacrifice, and 
dedication faculty mentors devote to foster the career development and academic success of 
colleagues in the areas of research, education, service, and clinical practice. This award honors 
and celebrates the valuable efforts of faculty mentors who embody the spirit of mentoring. 

Eligibility 
Any mentor, after a minimum of two major semesters of collaboration, is eligible for the award. 
An award may be conferred to a faculty mentor once every five years. The current Faculty 
Mentoring Coordinator and current members of the Faculty Mentoring Committee are not 
eligible to receive the award. 

Nomination and Submission Process 
Any current or former new faculty participant in the New Faculty Mentoring Program may 
nominate his or her mentor after a minimum of two major semesters of collaboration. 
Incomplete forms will be considered ineligible for assessment. Self-nominations will not be 
accepted. 

1. In April and August, the FMSC Chairperson will send an email to current and former 
participants of the New Faculty Mentoring Program calling for nominations 

2. Nominations will be accepted through September 21  
3. By November 1, award recommendations will be forwarded to the Vice President, 

Academic and Student Affairs/CLO 
4. Awards will be announced either in the college-wide news or at the college-wide Spring 

in-service event 

Selection Process 
Applications are scored against the four criteria listed on the associated rubric. Criteria are 
equally weighted. See Appendix A for the scoring rubric. 

Award 
The recipient will receive a $1,000 stipend and a certificate/plaque. 

Committee Scoring Procedure 
1. Completed applications will be submitted to the Committee Chairperson. 
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2. The Chairperson will verify nominee eligibility, remove all identifiers, and post the 
redacted applications to the Committee ’s LMS page. Therefore, the Chairperson will not 
participate in voting. 

3. Members will read and score all applications prior to the October Committee meeting. 
4. The Chairperson will facilitate the discussion, scoring, and final selection of the awardee, 

and forward the awardee’s name to the Vice President, Academic and Student 
Affairs/CLO for final approval.  A simple majority of the voting members present will 
determine the awardee.   

5. In the event there is a tie, the Committee will deliberate to determine a winner.  
 

SEE APPENDIX A FOR SCORING CRITERIA 
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NEW FACULTY MENTORING PROGRAM 
Purpose 
The purpose of the New Faculty Mentoring Program is to cultivate a sense of inclusion for new 
faculty and aid them in their growth as academicians and in honoring the values held by EFSC 
faculty members. 

Cohort meetings 
General Meeting Agenda usually include: 

• Announcements and updates about recent policies/faculty requirements/due dates that 
faculty need to be aware of 

• Guest speakers/presentations (UFF, Academic Success Centers, AC, TC, PDC, OSC, Library, 
Academic Technology, Security, etc.) 

o Q&A for speaker 
• General Q&A from New faculty 
• Input from Mentors or others 

 

Sample topics covered during meetings: 
• Guidebook topics 
• Contract 
• Goals 
• Evaluations/classroom observations  
• Tenure application/Process 
• CBA articles 

 
Audience: 

• New faculty (required) 
• Coordinator (required) 
• Faculty Mentors (optional) 
• Guest Speakers (optional) 
• FMSC committee members (optional) 
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Program Assessment 

Purpose:   
The process represents a significant opportunity for program leadership to strengthen and 
enhance the Mentoring Program through a self-assessment of program design, 
implementation, and success.  The program assessment is designed to ensure that the NFMP 
does not stay stagnant and allows for growth within the College and the faculty.  The program 
assessment aligns with International Mentoring Association (IMA) standards.   

Timeline: 

• 4-year assessment cycle: 
o Year 1- collect data 
o Year 2- assemble midterm report  
o Year 3- review report and make changes accordingly 
o Year 4- write final report for presentation  

• The Coordinator will collect and tabulate survey data from the previous academic year’s 
mentor groups to present to the Committee at the following Fall semester meeting.  The 
data will be maintained in the FMSC Canvas classroom.   

• The Committee will perform a midterm report in the 2nd year.   
• Final report will be written by the Committee and presented by the Chairperson to the 

Vice President, Academic and Student Affairs/CLO.  
 

 
SEE APPENDIX B FOR STANDARDS  
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Appendix A 

Excellence in Mentoring Application Scoring Rubric 
 

 
NOTES: Equal weighting for the criteria; use median scores for each criterion, then sum those for 
a final score. 
 
 

 

Evaluation Criteria Excellent Good Fair Poor 

Examples that the mentor 
shared expertise and 
experience to assist the 
teaching and/or service work 
of the nominator. 

10 

9 

8 

7 

6 

5 

4 

3 

2 

1 

0 

Examples that the mentor 
advocated and guided the 
nominator in making 
connections in 
administrative, 
organizational, and/or 
professional matters. 

10 

9 

8 

7 

6 

5 

4 

3 

2 

1 

0 

Examples the mentor 
demonstrated respect, 
recognition, and care for the 
nominator’s time, effort, and 
qualifications. 

10 

9 

8 

7 

6 

5 

4 

3 

2 

1 

0 

Examples of when the 
mentor went above and 
beyond. 

10 

9 

8 

7 

6 

5 

4 

3 

2 

1 

0 
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Appendix B 

Program Assessment Standards  
I.  Clear Vision of Program Scope 
1. The program design is based upon research in employee induction and development and effective  

mentoring practices. 
• A sound, well-articulated rationale grounded in research and effective practices guides the 

development of program goals.    
• Plans for the design and delivery support assessment services for the mentee.  
• The developmental needs of the mentee are clearly understood by program designers and managers. 

2. The program expectations are clearly defined. 
• The program design includes outcomes for participants (mentees, mentors and leadership) with 

clearly designed participant expectations for development.  
• The program design involves a planned progress for program orientation for all participants and 

ongoing feedback on progress toward program completion.  
3. The program scope and size is carefully defined. 

• The program has sufficient staff and secured resources to design, implement and sustain activities 
listed under program design.  

• The program leaders monitor resource allocation on a regular basis and make appropriate 
adjustments.  

• Timely communication between program leaders, mentors and other stakeholders is conducted to 
ensure effective use of resources.   

4. The program design provides effective communication between and among program mentees, mentors, 
and other program entities. 
• Institutional commitment to the mentor program is demonstrated.  
• Opportunities for communication and feedback are assured at the institutional level.  
• Formal and informal linkages are made internally among members of the partnership.  

5. The program design includes: 
• High-quality mentor selection  
• Mentor Training       
• Assessment/evaluation  
• Ongoing support 

6. The program design defines essential activities including: 
• Formative assessment  
• Written documentation of mentee/mentor work 
• Professional development for all stakeholders  

7. The program has a code of conduct that ensures professionalism, confidentiality and ethical behavior.  
 

 

 

 



 

 

13 

II.  Clear Roles and Responsibilities for Leadership 

1. The program responsibilities for planning, operation, and oversight are clearly defined and program 
leadership is designated. 
• The benefits to and responsibilities of stakeholders are defined.  

2. The program allocates adequate time, fiscal resources, and appropriate authority to program leadership, 
which include a team of stakeholders that provides support and oversight.  

3. The program leaders participate in ongoing professional development to acquire the depth of knowledge 
and understanding necessary to develop, implement, and support the program.  

 

III.  Mentoring Selection and Assignment 
1. The program has a mentor selection process that is based upon written criteria which includes, but is not 

limited to: 
• Ability to work with adults (strong intra- and inter-personal skills including self-reflection of practice)  
• Commitment to participate in all activities outlined in the program 
• Commitment to the organizational community 
• Experience and knowledge of the program and mentoring practices 
• Professional growth for the mentor 

2. The program includes criteria and a clearly delineated process for successfully matching mentors and 
mentees.  

• Roles and responsibilities of mentors are clearly defined and communicated to all program 
participants.   

• Selection criteria are consistent with mentors’ specified roles and responsibilities. 
 
• Selection process includes a written application and formal interview, guided by a set of criteria. 

3. The program has defined a process to address changes or necessary adjustments in the mentor/mentee 
matches.  

• Mismatch policy and procedures are clearly defined and communicated to all stakeholders.  
 
•     Concerns regarding matches are responded to in a timely manner.  

4.  The program provides for mentor accountability in a supportive environment through a defined process of 
communication and documentation.  
IV. Mentor Professional Development 

1. Mentors participate in initial quality training which may include the following topics: 
• Adult learning 
• Reflective questioning/Cognitive Coaching 
• Role and responsibilities of the mentor 
• Assessment activities and setting expectations 
• Stages of development 
• Trust and confidentiality 
• Program expectations 
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2. The program provides ongoing training for mentors which includes, but is not limited to: 
• Supporting mentors to learn about and become confident in meeting the diverse needs of the 

mentees 
• Appropriate use of formative assessment tools and processes 
• Advanced training in pedagogical approaches if appropriate to circumstances 
• Advanced technical training if appropriate to circumstances 

3. The program structures adequate time and opportunities for mentors to engage in meaningful: 
• Regularly scheduled mentor network sessions 
• Conferencing 
• Observations 
• Shared professional development 

V. Formative Assessment 
1. The program’s formative information is used to determine the scope, focus, and content of the professional 

development activities that are the basis for the mentees’ self-assessment and development of an individual 
professional learning plan. 

• Mentors are prepared to integrate support and assessment strategies within the context of 
mentoring. 

• Assessment information contributes to the development of a mentee’s professional learning plan. 
• Formative assessment results are used to guide professional development. 

 

2. The program utilizes multiple measures of formative assessments to identify individual mentee needs and 
guide support.  

3. The program utilizes appropriate documentation to illustrate the use of formative assessment. 
 

4. The program has established milestone criteria for development and the use of formative assessment 
allowing the mentee and mentor to set clear goals for improving the mentee’s level of proficiency. 

5. The formative assessment documentation is used to make ongoing changes.   
 

VI.  Program Evaluation 
1. The program evaluation is designed to provide information for setting goals and ongoing program 

improvement.  
• Regular collection and reflection of feedback about program quality and effectiveness from all 

participants is done using formal and informal measures. 
i. COLLECTION 

ii. REFLECTION   
• Program leaders analyze multiple sources of data, share data in a systematic way to all 

stakeholders, and use the data for program improvement.  
• Program stakeholders participate in collegewide review designed to examine program quality and 

effectiveness.   
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Appendix C 

Glossary of terms for assessment 

Accountability - from Merriam’s Online Dictionary, “subject to giving an account, being answerable; 
capable of being explained; explainable.”  In our documents, “mentor accountability” could mean 
“mentors being held to give an account of their interactions, assessments, and summaries-of-
relationships to the program coordinator” 

Assessment - the rating, the appraisal, the gauging of what’s been done to see if it’s effective in meeting 
its goals and outcomes 

Code of Conduct - System of instructions (both informal and formal) within which each Program person 
agrees to abide 

Collective Bargaining Agreement -  EFSC’s faculty/Administration contract, also known as CBA 

Formal and Informal Linkages - (Standard I.4.d.) = Partnerships made within the college as they relate to 
the mentoring program  

Formative evaluation - Pre-program/during-program rating of what mentee knows 

Institutional Commitment - Ongoing, sustained resources provided from EFSC Administration to 
Program and its constituencies 

Mentee - New faculty member who’s participating in the NFMP 

Mentor - Tenured faculty member who’s working with Mentee 

Mentor, Cognitive Coaching - Process by which Mentors are given help in understanding how best to 
improve their mentee’s performance 

Mentor, Reflective Questioning - Process by which Mentors look at their own abilities and 
understanding of Coaching / Mentorship 

Mismatch Policy & Procedures - Guidelines for when and how to deal with mentee/mentor unsuitability 

Partnership Agreement - Program form signed by both mentor and mentee, to show they have 
collaborated on how they will work together going through the NFMP 

Professional Learning Community - Group(s) within which Program Designers and Managers (as well as 
Mentees and Mentors) can participate, to acquire more knowledge related to goals and outcomes of the 
Program 

Program - EFSC’s New Faculty Mentoring Program (NFMP) 

Program Designers - Original and existing EFSC faculty serving on the FMSC, including the Coordinator of 
the NFMP 

Program Documentation - Checklists, agreements, guidebooks, handbooks, written reflections and self-
assessments, observation notes, analyses, reflection logs, surveys, plans, data-collection forms, etc. 

Program Goals - Desired results that Program Designers and Program Managers create and work toward 

Program Leadership - Another term for Program Designers and Managers 



 

 

16 

Program Managers - EFSC faculty currently serving on the FMSC 

Program Outcomes - Results for Mentees, Mentors, Program Designers and Managers, as all participate 
in the program 

Program Secured Resources – Resources used to support the Mentoring Program (faculty to serve as 
Program Coordinator and Committee Chair, release time/stipend, website space, mentoring award, 
clauses in CBA, etc.) 

Program Staff  - EFSC faculty serving on FMSC  

Program Stakeholders - All EFSC faculty involved in Program plus EFSC Administration 

Self-evaluation - Process whereby program participants think about their goals and how they are 
progressing towards them 

Summative evaluation - End-of-program / post-program rating of what Mentee and Mentor have 
learned 

Supervisors - Deans and Program Managers under whom the Committee members, Mentors, and 
Mentees work 
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