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PROPOSED MENTO! ING SYSTEM FOR ADMINISTRATIVE STAFF OF THE VISAYAS STATE UNIVERSITY

As of the pres:nt, there are units whose technical staff and even its unit heads are near
retirement and/or alrcady of retirable age. However, the staff wha will possibly take over their
positions and responsit lities have not been intensively trained or mentored to avoid a gap or void when
these officials finally de :ides to retire. This is also the scenario in the four external campuses. Heads of
units are most near rei rement age but the junior staff have not been officially trained or mentored to
assume greater respon ihilities in the future.

There is theref sre an urgent need to fast track the mentoring of these young and junior staff
members in order to n ake them ready to assume the roles to be left behind by senior officials when
they retire few years fre m now.

It is hereby pr posed to implement a more personalized but deemed effective mentoring
system immediately up n board approval of the following policies:

1. The system sh il involve one senior staff as mentor and two (2) identified junior staffwith
potential as m: ntee as long as said staff has the potential to assume the responsibilities of
his/her mentor

2. For heads of ur ts as mentar, he/she should identify his proposed mentees or those whao he/she
feels has the pc tential to assume his/her responsibilities in the future and submits the names of
his to the Adn nistrative Scholarship Committee (VSAC) for approval; orientation needed to
discuss the ratic nale and the guidelines how it will be implemented.

3. The VSAC eval ates the list given by the mentor and if it feels that that when mentored, the
mentees will be fully developed, it will recommend for approval by the President the mentaring
scheme betwee 1 the mentor and his/her suggested mentees.

4. If approved by the President, a long term mentoring agreement (not less than one year)
between the r entor and the mentee will be prepared and executed by the parties to be
witnessed by he unit heads of both mentor and mentee and the Vice President fau
Administration ind Finance.

5. The mentoring igreement should clearly indicate the mentoring activities and the schedule of
the mentoring 1 1eetings and the specific outputs and outcomes of the mentoring.

6. Since the ment ring will involve efforts and time of at least one hour per week on the average
for both the me ntor and the mentoree, mentoring should included as part of the OPCR targets
of the unit and in the IPCR targets of both the mentor and the mentees. The outputs in the
tracking tool sh /Il be the source of evidence to be indicated as accomplishment in the OPCR and
IPCR accomplist ments.

7. Before start of the mentoring period, an orientation among mentors and mentees shall be
organized by th-- ODAHRD.

8. A monthly repo t of the mentoring activities and progress of the mentoring should be submitted
to the Office of the Vice President for Administration and Finance, copy furnished ODAHRD for
updating the m« ntor’s 201 files. '

9. Toensure the ¢ ‘er all development of the mentee, mentoring should focus on the mast difficult
jobs performed by the mentor, including how to introduce innovations and come up with best
practices, if pos ible. The personality development and good work ethics of the mentee should
likewise be an ii iportant aspect of the mentoring activities.

10. The framework >f the proposed mentoring system and sample Tracking Tool of the Mentoring
Functions are at ached as Annexes A and B of this proposal.

11. The mentoring hould be continuing process depending on the progress of the development of
the mentee anc until the mentee is assessed by mentor having reached the superior level of
competence to ssume higher responsibilities in the future.

12. A monthly asse sment should be done by the mentor as his/her guide in mentoring activities to
be introduced t« the mentee

13. The Tracking Tc ol for MonitoringProgress of MentoringYounger Staffshould be submitted as
supporting doc. ment to the monthly mentoring report as required. A separate workshop
should be condi cted to craft and/or refine the working draft prepared by ODAHRD.




14. An annual mentoring review shall be conducted by the Office of the Vice President for
Administra ion and ODAHRD where the mentor and the mentee gives a written report of their
mentoring ictivities and shares their experiences for the benefit of other mentors and mentees.

15. At the enc of the mentoring, a formal graduation ceremonies will be part of the annual
Philippine (ivil Service month celebration every September

PROPOSED MENTORING SYSTEM FRAMEWORK

eMentor mee s monthly, gives
short lecture and shares
knowledge & experiences
and gives his
recommend:. tion after
the first rour d of
mentoring

*Observation and guidance
to mentee while mentor
implements planned
aclivities

*Mentor guia s and : ; e Mentor assesses
observes his nentee  * 5 progress of mentee's
and plans ou development and
innovative i 2ntoring recommends
strategies fo the additional aclivities for
latter's whe e his mentee
developmen
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Tracking Tool for Monitoring Progress of Mentoring Younger Staff
mple for jurior Staff to be developed of required competencies to handie 2™ level HR
Management functions)

Des red competencies

Functional competencies:

Leadership Competencies

eading Chang e

Building Colla orative and Inclusive Workin
Managing Perf yrmance and Coaching for Results
Creating and N irturing a High Performance Organization

Human Resot rce Management and Development
Process Mana sement
Facilitation

Documents a1 d Records Management

Thinking Strat gically and Creatively

g Relationships

Desired Level
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(rough draft as working paper during a workshop to be conducted later)

Month| Targete 1 Activities Competency to be | Expected Result/s Remarks/
enhanced Recommen
dation |
Year
- l - —
0 | First one on cne meeting All desired Agreed mentoring
L competencies activities & timeline I
Present the «raft mentoring Approval of the activities
timeline to V \SC & timeline & finalization
of mentoring agreement o
Signing of ‘he mentoring Duly finalized & signed
agreement mentoring agreement ]
1 Regular one hour monthly All desired Enlightened mentee of the
meeting with mentor giving competencies mentoring work ahead
short lecture or conduct
coaching sess on and giving
B of assignment
Actual observition of office | Human Resource Grasp of the HR work
operations (Cne hour per Management and
week) Development
Weekly  asiessment  of All desired Report of progress of the
progress of “he mentoring competencies mentoring activities and
work (both Iy mentor & the learnings of the
mentee) and ubmission of mentee
mentoring repx rt. ‘
One on one n eeting on the Five leadership Program of activities to
first Monday o "the following |  skills and all the be implemented by the
week and  giving  of | needed functional mentee
assignments fo the following skills
week - B S ]
2-11 | Same activities as that of the | Al leadershipand | Program of activities of
first month bu to include the needed the remaining 11 months
assignments to est and functional mentoring
assess leadersh p competencies
L competencies _J
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Self assesst 1ent by the

All leadership and

Level of competencies of

mentee of tis acquired the needed the desired competencies

competenci :s and functional

assessment yy the mentor competencies

Submission of report and All leadership and Validated level of

recommend ition by the the needed competencies (leadership

Mentor to tiie Scholarship functional and functional) acquired

Committee competencies by mentee during the

mentoring period

Every | Graduation :eremony and Only for Mentee ready to assume
Sept. | giving of pluque of competencies that higher responsibilities

appreciatiol to mentor and
Certificate « f Completion
of Mentorin 3 Program

mentee successfully
developed

Level 1 - basic knowledge
Level 2 — interrediate
Level 3 — advar ced

Level 4 - superior




