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Abstract  
 

The Department of Human Resources at Indiana State University (ISU) strives to provide 

excellent service to ensure augmented user satisfaction by motivating the faculty and staff, 

through training and development opportunities for their professional and personal growth 

(Office, n.d.).   However, during the voluntary exit interviews, conducted by the Employee 

Relations Coordinator, revealed an area of concern which, in fact, was one of the prime reasons 

cited by the departing employees.  The issue pertained to the lack of training within various 

departments, with an evident lack of robust one-on-one training in terms of the department size 

and job complexity.   The same analysis revealed an exit of 16% of people within one year of 

employment, and 38% of people within five years of service (Myers, 2018).   In 2018, as 

published in SHRM.ORG, 22.2%, the leading reason employees left their jobs is due to lack of 

career development (Agovino, 2019).  Correspondingly, this master’s thesis investigates how a 

Mentoring Program for New Employees can help ISU retain new employees by helping them 

acclimate better to a new job, a new environment, a new work culture and provide a path for 

professional development.   
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Background  
 

Indiana State University (ISU) is a public university located in the heart of Terre Haute, 

Indiana and is one of four colleges and universities, public and private, in the area.  The main 

campus of ISU is located on the north side of Terre Haute’s downtown business district and 

covers about 435 acres. The University owns 72 buildings and 13 residence halls, with an 

estimated 1800 faculty and staff operating the establishment.    

Founded in 1865, the General Assembly of the State of Indiana established “a State 

Normal School, the object of which shall be the preparation of teachers for teaching in the 

common schools of Indiana.”  At the time, tuition was free to Indiana residents on the condition 

that the students would pledge to teach in common schools in Indiana for a period equal to twice 

the time spent as a student in the normal school.  The Board of the Normal School advertised 

throughout the State of Indiana for donations of land, money, and buildings as the site for the 

new school.  The city of Terre Haute responded, and the State Normal School was established.  

On January 6, 1870 the first President of the Indiana State Normal School, President William 

Jones, greeted 23 students and a faculty of three.  Later that year, the student body increased to 

40 students, and included the first African American students admitted to the school. With the 

increase in enrollment, three additional faculty members were hired.   

The school awarded its first baccalaureate degree in 1908, and its first master’s degrees in 

1928.   Known as the Indiana State Normal School for its first 65 years, the name was changed to 

Indiana State Teachers College in the year 1929.  Subsequently, due to its expanding mission, the 

school was renamed to Indiana State College in 1961.  Finally, in 1965, the Indiana General 

Assembly renamed the college as Indiana State University in recognition of its continued growth.  
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In 1965, ISU expanded by establishing a campus known as Indiana State University – 

Evansville.  In 1985, this new campus became an independent institution of higher education and 

was named the University of Southern Indiana. 

ISU believes in public schools, public health and the public good and advocates that 

every person should be granted the equal opportunity to obtain a great education (ISU About, 

2017).   The University offers over 100 undergraduate majors, more than 75 graduate and 

professional programs, over 60 online degrees, and endless opportunities for the undergraduate 

and graduate students.  Students have an opportunity to earn degrees from the Colleges of Arts & 

Sciences, Business, Education, Technology, and Health and Human Services.  The mission of 

ISU is simple: a dedication to teaching and the creation of knowledge while maintaining a 

longstanding commitment to inclusiveness, community and public service, and access to higher 

education.   The University integrates teaching, research, and creative activity in an engaging, 

challenging, and supportive learning environment in order to prepare productive citizens of the 

world (ISU Mission, 2017).  The vision of ISU is inspired by a shared commitment to improve 

our communities and a commitment to inclusive excellence. The University consciously 

endeavors to be known nationally for community engagement, experiential learning, and career 

readiness, while observing the core values of straightforwardness, diversity, scholarship, equity, 

inclusion and excellence. 

 In 2018, ISU recorded an enrollment of 13,584 students from 55 states and territories, 

and 69 countries. The reported student-to-faculty ratio is 19:1 (ISU About, 2017).   During the 

academic year, ISU employs an average of 1,960 faculty and staff, including full-time as well as 

part-time employees.  The faculty consists of 480 full-time employees and 202 adjunct faculty, 
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leaving 1092 as number of exempt and non-exempt staff members, and 186 temporary personnel 

who work less than 28 hours per week.  

Employee retention has always been a priority at ISU and Myers (2018) has studied the 

increasing turnover rate through Termination Analysis, which shows that of the total 172 

employees who left within FY18, 16% left within one year of employment, and 38% left within 

five years of employment.  As evident from Table 1, which presents the data segregated based on 

the parameter Separation by Years of Service, 54% of individuals who have worked at ISU for 

less than five years separate from the University. The turnover rate drops to 30% for those who 

have worked at ISU for five to twenty years. The lowest turnover rate occurs among employees 

who have been employed for over 20 years, the majority of whom are retiring.  

 

Table 1: Separation by Years of Service FY18 

 

In Table 2, which presents the data segregated based on the parameter Separation by 

Reason Code, it is apparent that from the 172 separated employees during fiscal year 2018, 

28.49% stated they had accepted another job off campus.  The exit protocols of ISU mandate that 

each of the separated employee must complete a Separation Checklist (See Appendix 1).  A 
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review of the voluntary exit interviews, conducted by the employee relations coordinator, 

revealed that they were leaving for a higher paying jobs, and the major issue encountered was the 

lack of training.   Although ISU is confined in being able to implement significant pay increases 

at this time, the University can adopt measures to help employees adapt to their new work 

environment, orient the new employees to their responsibilities and help them to learn their way 

around campus in order to impact improved personal goals alignment and overall job 

satisfaction.   

 

 

Table 2. Separation by Reason Code FY18 
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A substantial amount of time and resources are invested in filling any vacancy, and the 

process is followed by an investment in the development and training of each new employee.  

Correspondingly, research indicates that establishment of effective mentoring can assist in the 

retention of employees within an organization (Naim and Lenka, 2017).  It has been observed 

that ISU does not have a formal mentoring program.  Therefore, the lack of mentoring of new 

hires often results in new employees facing a tough time adapting to a new job, a new 

environment, and a new work culture.  For new hires or long-term employees faced with the 

combined challenges of initial orientation, the lack of professional development opportunities, 

and the feeling of being unappreciated, the decision to leave the ISU can be an easy decision to 

make.  

Correspondingly, it becomes imperative that ISU improves its strategies to help the new 

staff and faculty get acquainted with the campus and its resources.  Studies show that a mentor 

can help increase employee satisfaction and professional growth, as well as help to improve job 

performance (Van, 2014).  

Problem Statement  
 

Collectively, several studies provide empirical evidence indicating that assistance for new 

employees, and in particular mentoring programs, positively impacts employee retention 

(Ingersoll and Kralik, 2004). The career development of new and junior faculty, as well as their 

overall career experiences, contribute largely to retention of the newest staff members. 

Currently, ISU lacks a formal staff mentoring program oriented towards the seamless 

introduction of newly hired staff, specific to their job roles. The exit formalities at ISU revealed 

that the staff is not exposed to job specific one-on-one training or provided with the benefits of 
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mentorship. It has been established that faculty development training and programs impact 

employee retention (Steinert, 2014), while ISU employees are devoid of this advantage.   

In an effort to help new employees transition into their new jobs, ISU Human Resources 

does provide certain programs such as New Employee Orientation (NEO), online training 

programs through an e-Learning platform called Skillsoft, as well as the opportunity for new 

employees to meet their supervisors over lunch.  However, neither the orientation, nor the check-

in covers anything regarding the new employee’s specific job or mentoring. For instance, the 

New Employee Orientation Schedule from a typical orientation meeting (See Appendix 2), 

presents minimal scope of job specific orientation. 

Due to the common hesitation of new employees, attributed to the fact that they may not 

feel comfortable asking questions for fear they will appear unqualified for their new job, the 

initial orientation suffers (Cullingford, 2016).  In such scenarios, a good mentoring program 

would go a long way toward helping a new employee transition into their new position. The 

partnerships between mentors and mentees have the potential to develop into friendships, as well 

as provide gratification and satisfaction to the new employee as they begin their path to a 

successful career. In addition, as a new employee becomes more involved with the department 

and the University overall, the likelihood of leaving the University is diminished. 

 Proposition 
 

Historically, it has been observed that the University construct and the human resource 

structure has presented a lacuna in regard to structured induction and initiation processes, which 

in fact, are commonplace in several traditional professions as shown in studies from the previous 

decades (Chiles, 2007). However, of late, the teaching industry overall has witnessed a growth in 
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induction programs, which collectively encompass and support guidance and orientation. 

University construct, specifically, is known to demonstrate a framework, wherein, the faculty 

work is largely done in isolation. As such, for new entrants, this scenario can be particularly 

challenging. In fact, this trend has been witnessed in the past. According to Carroll and Fulton 

(2004), in 2000, an estimated 540,000 teachers left the teaching profession attributing their 

decision to feelings of isolation.  Invariably, most occupations experience voluntary or 

involuntary loss of new entrants, which can be ascribed to entrants choosing to leave or the 

employers considering them unsuitable for the job.  In fact, Takawira et al. (2014) conducted a 

research study on the turnover intention influences and the associated dynamics. The study at a 

South African Higher Education Institution revealed job embeddedness as a cause for turnover, 

which in turn, affected productivity within the establishment.  

In fact, even historically, it has been proven that employee embeddedness (Mitchell & 

Lee, 2001) presents the possibility of formal and informal connections with the employer and 

employee retention can be improved with developing these connections (Takawira et al., 2014). 

By definition, embeddedness refers to the forces which cumulatively impact employee retention 

and entails community and organizational aspects. And correspondingly, Takawira et al. (2014) 

reveal that job embeddedness is better revealed through organizational aspect. Moreover, an 

individual’s ‘job fit’ status can also contribute toward job embeddedness which pertains to an 

employee’s opinion as regards his/her compatibility with the organization. Thus, higher retention 

rate of an employee is correlated to high job fit (Takawira et al., 2014). 

Conventionally, universities are acknowledged for their quality education, among other 

aspects such as research and community outreach. And as such, owing to the typical large size of 
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universities, their retention issues are often more complex. Due to the large institutional size and 

setting, diverse student body challenges, poor communications areas, significant expectations 

and other issues which contribute to the gap of job embeddedness, the result is a high rate of 

attrition.  

Correspondingly, effective organizational induction programs are aimed at addressing 

such occupational ills and in the last few years, a variety of such programs have been developed 

and implemented by several universities (Ziegler and Reiff 2006). Specifically, according to 

Fideler and Haselkorn (1999), mentoring programs have emerged as the dominant form of 

induction over the past two decades. However, ISU presents an evident dearth of optimal 

mentoring programs to address the issues surrounding high employee retention.  

As such, this study proposes that the introduction and implementation of a complete 

mentoring program will address the issues of retention and job satisfaction. Specifically, this 

thesis puts forward a plan for a complete mentoring program which can be implemented at the 

ISU.   

The Mentor 
 

Definition of a Mentor 
 

What is a mentor?  A mentor is an experienced and trusted person who gives another 

person advice and help over a period of time, especially related to work or school. (Definition, 

n.d.).  Traditionally, this professional relationship in the workplace refers to the giving of advice, 

guidance, and support from an experienced colleague (the mentor) to an inexperienced colleague 

(the mentee), in developing specific skills and knowledge that will enhance the less-experienced 
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person’s professional and personal growth (Definition of Mentoring, n.d.).  Depending on the 

expected outcomes of a mentoring program, as well as the individual needs of the new 

employees themselves, various approaches may need to be considered.  

 

The paper first discusses the most commonly used approaches and then explores a few 

actual examples from several universities.  

 

Characteristics of an Effective Mentor 

There are certain characteristics which make a mentor effective. These include: 

- Expertise in organizational structure, job roles and functional responsibilities 

- Robust communication skills, including the ability to express as well as listen 

- High commitment levels 

- Respected as a successful and experienced professional 

- Good leadership qualities, including positive reinforcement and encouragement 

Mentor Roles and Responsibilities 

It is essential to understand the expected roles and responsibilities of the mentor in order to 

devise an effective plan for ISU. Mandatory expectations from the mentor are as follows: 

- Regular interaction and scheduled meetings with the mentee 

- Engagement in the mentoring program activities which may be in-person or over other 

communication mediums 

- Willingness to share profession-related experiences and successes  

- Ability to provide detailed knowledge relevant to the organization structure 
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- Demonstrates conduct that reflects the mission, vision, and goals of the organization  

- Encourages activities and experiences to augment the mentee’s capabilities 

Benefits of being a Mentor 

 An individual who serves as a mentor is greatly benefitted. 

1. The enhancement in competencies involving counseling, coaching, modeling, and 

communication skills.  

2. Development of a leadership style with increased practice.  

3. The mentor is better informed of the barriers existing in various roles and 

responsibilities within ISU and can correspondingly take necessary corrective actions.  

4. The interaction and gained insight helps him develop a better expertise in the domain.  

5. The direct benefit in terms of augmented generational awareness. Lastly, there is 

increased expertise in knowledge sharing and transfer.  

Recruitment and Qualifications 

The recruitment and selection of an individual who meets the qualifications of mentor is 

based on the responses to the following questions: 

1. Provide information regarding your strengths which will benefit the organization as well 

as the mentee. 

2. What areas of your professional expertise can aid in the mentee’s area of need for further 

professional growth? 

3. What is your leadership style and is it concurrent with the mentee’s preferences? 
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4. Are you equipped to address the training needs related to current and future job roles and 

responsibilities of the mentee’s job? 

Mentor Selection 
 

In a mentoring program, it is essential that the needs and strengths underpin the process 

of matching a mentee with a mentor. It is equally important to ensure the enrollment of mentors 

who are easily accessible and available because frequent and informal communication 

opportunities play a major role in mentoring. Also, in case mentors are not easily accessible, 

mentees may be forced to contact people nearest them for advice and informal mentoring who 

may lack the necessary mentoring skills aligned with the program’s specific purpose and goals. 

The necessary criteria for mentor selection 

- Years in the organization 

- Peer recommendations 

- Career level 

- Position pay grade 

- Certification levels 

- Job titles which define job levels 

- Self-nomination 

- Encourage activities and experiences to augment the mentee’s capabilities 
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The Mentee 
Definition of a Mentee 

An individual who is being guided by a mentor to a successful and satisfying career is 

called a mentee. In the absence of a mentor, maximal learning is sourced from unsubstantiated 

sources, i.e., mostly through trial and error. The experiences and expertise of a mentor can guide 

the mentee with a shortened learning curve. 

Mentee Roles and Responsibilities 

It is essential to understand the expected roles and responsibilities of the mentee, in order to 

devise an effective plan for ISU. As such, the mentee is expected to do the following: 

- Regularly interact and schedule meetings with the mentor in a proactive manner 

- Engage in the mentoring program activities which may be in-person or over other 

communication mediums through committed interactions 

- Schedule meetings proactively, and ensure agenda and preparedness in advance  

- Discuss individual development planning at length and in detail 

- Share organization-based experiences and success of professional capacities with the aim 

of improving skills, knowledge, and self-development 

- Openly communicate to the mentor individual goals, expectations, challenges, and 

concerns   

- Ask for constructive criticism and feedback, as well as ask questions and listen actively 

- Ask for advice, opinions, feedback, and direction 

- Be aware that the mentor’s time and resources should be optimally utilized 

- Keep conversations confidential 
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- Stay engaged, committed, and accessible during the mentoring process  

Benefits of being a Mentee 

The mentoring program revolves around the mentee who gains several benefits from the 

program. These include: 

- Sharper and focused attention towards professional goals. 

- Development as a higher level professional. 

- Training and development. 

- Expectations, goals, and concerns are outlined in a constructive manner. 

- Career network growth. 

- Strengths and potential explored with growth. 

- Greater agency exposure. 

- Productive actions from values and strategies. 

- Assistance with feedback. 

- Career development opportunities. 

- General organization culture knowledge. 

Varieties of Mentoring Programs 
 

The universal objective of mentoring programs is to ensure that the new entrants are 

provided with a local guide; however, in terms of specifics regarding the program framework, 

content and character, there are several variations. There are a host of mentoring programs 

available which vary based on intensity, duration, structure, and medium: formal, informal, peer-

based, individual (novice or expert), group or learning communities in person or tele-mentoring. 
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Correspondingly, the mentoring program configuration can present numerous arrangements. The 

program may be aimed at inexperienced candidates or at candidates with previous teaching 

experience. The program can be highly structured or may be confined to a single meeting. 

Similarly, the program may be deigned to address developmental growth of new entrants or 

assess them for job suitability.  

 

 Formal mentoring follows a program with pre-determined guidelines, goals and meeting 

schedules.  It is a structured program followed by both mentor and mentee with a specific goal in 

mind.  This process normally works well but does require time and commitment from both 

parties.   

 

Informal mentoring is just the opposite of a formal setting.  Although it has basic 

guidelines, informal mentoring has little structure and no specific goals.  This laid-back approach 

to mentoring can still be successful and beneficial to both mentors and mentees.  The 

relationships that develop from informal mentoring can extend beyond mentoring for 

professional reasons and can develop into personal friendships (Dupree, 2018). 

 

Peer mentoring involves co-workers of the same level and job type.  The seasoned 

employee will show the new hire the basics of the job, while teaching and mentoring as needed.  

This type of mentoring promotes a sense of community and promotes the idea that they are all in 

this together.  
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In 2002, Jenkins and Veal conducted a university study to study the benefits of peer 

mentoring. In the study, eight pre-service teachers were coached in peer mentoring methods who 

subsequently were to employ those methods in conducting their courses. While the pre-service 

teachers taught their classes, a peer observed them and posted observations. Afterwards, they all 

would enter a private conference wherein the coaches and teachers would discuss and reflect on 

the class proceedings. This procedure was followed until each participant had operated in the 

capacity of both teacher and coach. All of the participants reported higher motivation levels, 

improved efficacy and thus, augmented job embedders. 

 

Group mentoring involves one mentor for a group of mentees or one mentee with 

multiple mentors.  Group mentoring has the potential to strengthen the ties between all 

participants.  Less structured than the formal one-on-one approach, group mentoring does 

encourage a natural exchange of information in a more relaxed, non-formal environment that 

may encourage a more honest, candid conversation.  For mentees who have multiple mentors, 

there is the advantage of being able to choose which mentor to reach out to (Types, 2015).  This 

has been an established mechanism. For instance, a learning community was formed by two 

Stanford University researchers and the group included twelve new teachers. Formed between 

August 1995 and June 1999, the group met to discuss teaching practices and was held at a 

teacher’s house and was an informal setting. This was followed by two formal discussion 

sessions, wherein more formal discussion on any subject with a specific issue as undertaken with 

group feedback (Meyer, 2002). It was found that even though there was an isolation at the 

schools the learning community accorded to them a connection with their jobs. 
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Veteran led mentoring programs refers to the most conventional mode of mentoring, 

wherein a veteran is identified to coach and extend support to the new entrant for their initial 

service years. In fact, Ponty and Twomey (2014) inferred in their study that mentoring programs 

which are led by trained veterans have resulted in demonstratively more successful mentees. As 

Holloway (2001, p. 85) states: “The mere presence of a mentor is not enough; the mentor’s 

knowledge of how to support new teachers and skill at providing guidance are also crucial.” 

Specifically, the 2002 NEA Saturn/UAW Partnership Award, won by The Muscatine 

Community School District in Muscatine, Ohio was attributed to the induction program which 

includes veteran led training. 

 

Reverse mentoring isn’t just referring to the younger employee taking on the role as 

mentor to the older employee and showing and leading the older mentee his job functions.  This 

type of relationship has the advantage of encouraging both parties to teach and learn from one 

another at the same time.  This reverse mentoring enables knowledge sharing between the 

millennials and baby boomers, thereby making a better connection between various generations 

that are occupying the same work space (The Top 5, n.d.).   

 

Distance mentoring is going the distance to find the perfect mentor.  Many businesses 

and companies are worldwide.  With the convenience of technology nowadays, contact is as easy 

as a text message, phone call, email, skype, etc.  It is about finding the perfect match that the 

mentee is needing. 

 Lynda Abbott (2003) studied telementoring at the University of Texas at Austin.  The 

study was oriented toward learner-center professional development and focused on new entrants.  
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The University of Texas’ WINGS (Welcoming Interns and Novices with Guidance and Support) 

program had sponsored the telementoring services. In this service, emails were exchanged once a 

week between the new entrants and their mentors. The study reviewed variables including 

recruitment information submitted by candidates, profiles drafted by the mentor, interviews with 

new entrants, and WINGS staff. This data was collated and analyzed to reveal that online 

mentoring support was preferred due to hesitation and embarrassment of asking assistance from 

in-house support. The WINGS staff provided sufficient technical support to ensure open 

communication Also, the professional as well as personal support from the telementors was 

enormous, with seven of the ten mentoring relationships developing into, according to Abbott 

(2003, p.viii) “collaboratively reflective professional development exchanges”. Thus, the 

participants reported minimal isolation and higher job-embeddedness.  

Irrespective of the mentoring relationship, once the mentor and mentee determine their 

preferences in communication and mentoring style, a good approach will encourage learning and 

development for both mentees and mentors, a fact which has been evidenced in studies from 

previous decades (Heider, 2005).   

Mentoring Relationship 
 

The role of a mentor is to ensure that through the application of diverse skills such as 

observation, assessment, and modeling, an expert, trusted counselor helps guide the development 

of another individual. Thus, the mentoring relationship plays a pivotal role in the success of a 

mentoring program.  The following section discusses the essential keys to developing and 

establishing successful mentor-mentee relationships. 
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Defined Roles and Responsibilities 
 

A mentee who feels like an active participant in the relationship demonstrates a better 

receptiveness to feedback. In this context, it becomes necessary to assess the role of the mentor. 

Moreover, through defined styles of mentoring and those which are most effective, it becomes 

easier to achieve clarity.  

Establishing a Relationship of Trust 
 

Prior to achieving any mentoring program goals, it is necessary to establish a trusting 

environment and relationship which should be underpinned by a mutual feeling. The relevance of 

a connection between the mentor and mentee has been repeatedly emphasized. This may be 

initiated through a getting-to-know-you session with a warm greeting by the mentor, followed by 

a genuine discussion regarding the professional needs and goals of the mentee. In such situations, 

it is recommended that the mentor be aware of the mentee's educational background and 

experience and vice versa. Subsequently, throughout the mentoring period the mentor can work 

upon augmenting the mentee’s strengths, needs, and goals. 

Establishing Goals 
 

A mentoring relationship is a two-way street and as such both individuals should work to 

develop the goals as are mutually agreed upon in the program course. Correspondingly, the 

mentoring activities are underpinned by these goals which should be long-term as well as short-

term. In addition, the mentor should ensure that, based on goal progression, constructive 

feedback is given to the mentee, with a concurrent opportunity to reflectively assess their 



  26 
Hauger: Mentoring Program for New Employees at Indiana State University                                              
 
 

progress. Recorded and documented review feedback aligned to a constructive and positive tone 

make for good observations, which can be reviewed in context of established goals.  

 
Communication  

This process necessitates supportive, respectful, and open communication. This is 

achieved through a) active listening: for establishment of a good relationship, the mentee’s 

concerns should be attentively absorbed and when the mentee develops a comfort and safe 

feeling towards sharing their thoughts, greater trust is established; b) timing of feedback: this 

should be sensitively timed, as  ill-timed feedback might not be received properly. Thus, if the 

mentor feels that the mentee is turning defensive, the mentor can reschedule feedback for another 

time in order to address the barriers; c) feedback: it is necessary to have a mutual respect for one 

another’s feedback. A responsive attitude of the mentor towards mentee’s feedback can improve 

the mentoring relationship.  

Collaborative Approach 
 

The mentor should allow the development of a relationship that promotes collaborative 

problem solving. It is essential to allow concerns and potential solutions to be identified by 

mentees.  By being open to creative solutions, mentees can be encouraged to take risks and do 

things differently. Thus, the mentor should encourage work on the specific concern that has been 

identified with the mentee. Correspondingly, brainstorming for possible solutions should also be 

done in unison. Specifically, ideas can be offered by the mentor and the mentee can be given the 

freedom to choose the plan they feel is necessary to put into action. Thus, the selection of a plan 

should be done in conjunction with a detailed discussion on desired outcomes. Finally, for plan 
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implementation, the mentor should reinforce the successful completion of the plan in a 

supportive and encouraging manner. As such, the outcome can be assessed collaboratively to 

identify the lacunae and make necessary adjustments.  

 

Creating a Mentoring Program 
 

Mentoring Program Definition 
 

Haines (2003, as cited in Jackevicius, 2014) has defined mentorship as an activity of 

intentional nature in which mentors execute their responsibilities in a conscious effort to achieve 

a goal of fostering the mentees’ potential.  

Organizational Benefits 
 

In terms of organizational benefits, the highly apparent and frequently deliberated 

benefits are those associated with human resources development. In fact, mentoring can impact 

(i) employee motivation, (ii) job performance, and (iii) retention rates.  Although other vital 

advantages are sometimes disregarded, these pertain to the long-term health of the organization 

in the context of a social system. Principally, mentoring delivers a structured system, which in 

turn attributes strength and assurance to the continuity of organizational culture. In addition, a 

robust corporate culture is another outcome which offers the employees a common value base. 

Also, the employees are clearly made aware of what is expected of them and vice versa.  This 

clarity of deliverables can be fundamental to organizational achievement of goals and 

effectiveness. Moreover, the modification or redefinition of culture within the organization also 

necessitates a mentoring system, i.e., during times of leadership succession. In the absence of an 
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effective mentoring program, the organizations are forced to rely on a highly formalized 

monitoring and control system, which, in fact is expensive and intrusive.  

Surveying the Need for a Mentoring Program 
 
The current model 

 

In an effort to help new employees transition into their new jobs, ISU Human Resources 

provides certain programs such as (i) New Employee Orientation (NEO), (ii) online training 

programs through an e-Learning platform called Skillsoft, as well as the opportunity for new 

employees to meet their supervisors over lunch, and (iii) SAMbassador's Program (See 

Appendix 3).  

 

(i) NEO: During the NEO, new employees are first given some basic information about the city 

of Terre Haute, while the rest of the session is devoted to the history, policies, and 

procedures of the University. Each new hire is given a binder called the Fact Finder Binder 

which is full of good information. The binder includes a welcome to ISU, the pay schedule, 

academic calendar and university holidays, policies and procedures, the role of the Staff 

Council, campus safety, the Office of Equal Opportunity, and employee incentives.  In order 

to complete the NEO program, at the end of the initial thirty days each new employee 

checks in with the Human Resources Generalist, Employee Relations and picks up their ISU 

pin.  However, neither the orientation nor the check-in covers anything regarding the new 

employee’s specific job or mentoring as is also evident from the New Employee Orientation 

Schedule.  
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(ii) An e-Learning platform called Skillsoft: this online learning consortium allows for easy 

access to webinars, e-books and other resources 

 
(iii) SAMbassador Program: this mentoring program was initiated at ISU but was suspended 

after a short run of maybe a year or so.  

 

Mentoring programs need a strategic application otherwise they may summarily fail. The 

most common pitfall of a mentoring program is the lack of a trained mentor or worse, a bad 

match between the mentor and mentee. Similarly, in this scenario, it was observed that the 

individuals who volunteered to be mentors were mostly clerical staff, such as administrative 

assistants, and as such, not ideal for the role.  

 

Thus, it can be safely inferred that the current program raises issues concerning isolation 

of the new entrant, lack of formal records, lack of department specific training need, lack of a 

formal structure of the program, lack of one-on-one connection and finally, lack of job-

embeddedness and mentor commitment. 

 

Problematic Components 
 

1. Before new hires leave the New Employee Orientation meeting, they are supposed to 

complete a New Employee Orientation Checklist (See Appendix 4).  The checklist itself 

contains no information regarding mentoring, nor does it ask if the new hire needs help or 

guidance with their new job.   
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2. The current orientation does not include anything about a mentoring program, any 

outreach to new employees, or any kind of help or guidance as to where to find help if 

help is needed. 

3. The suspension of initiated mentoring program necessitates inclusion of the following 

features to ensure establishing a complete mentoring program: 

a. Trained mentors  

b. An appropriate structural framework 

c. Right mentor-mentee match 

d. Commitment from the mentors 

e. Check points throughout the course of mentorship 

 
Need of Additional components 
 

Thus, in light of the above discussion, it is necessary that the lacunae as highlighted are 

addressed in order to establish a mentoring program which benefits the employee and in turn 

impacts improved customer satisfaction. Correspondingly, the next section puts forward the 

proposed plan towards conceptualizing and implementing the program. For example, instead of a 

New Employee Orientation Checklist, the suggested Short New Hire 30 Day 

Survey/Questionnaire should be completed (See Appendix 5.) The detailed plan is presented in 

the following sections. 

The Proposed Mentoring Program 
 

The following section describes a pilot mentoring program which the author recommends 

for initial scenario assessment as regards devising the actual mentoring program. The pilot is 
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structured to include all the components of the mentoring program and to assess the feasibility as 

well as results in terms of meeting the primary objectives.  

Based on the previous literature review, as well as the lacunae identified, the author recommends 

the following components for the proposed ISU mentorship program: 

(i) Veteran/Expert based 

(ii) Individual oriented 

(iii) Use of one-to-one interaction 

(iv) Use of online as well as physical resources 

The broad framework of the program is described below, and the subsequent sections provide 

a detailed step-by-step implementation process. 

NEED RESOLUTION PROGRAM 

To address isolation need of 

the new entrant 

Mentoring program need 

from new entrant 

STEP 1 

 

To address lack of formal 

records 

Database Collation  STEP 2 

To address department 

specific training need 

Follow-up Survey for Need 

Analysis 

STEP 3 

To address a formal structure 

of the program 

Human Resource intervention 

for finding the right mentor-

mentee match 

STEP 4 
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To address one-on-one 

connection  

Meeting of the Mentor and 

the Mentee 

STEP 5 

To address job-embeddedness Deciding details of the 

collaborative association  

STEP 6 

To ensure mentor 

commitment and progress as 

intended 

Monitoring Check STEP 7 

Table 3:  Step-by-step implementation 

 

This study could be implemented by conducting interviews or surveys of new employees 

after the initial thirty-day period to assess where they stand.  A pilot would help obtain a deeper 

understanding of how well a new employee is transitioning into a new job by contacting a 

specific employee or a specific group of employees.  By implementing a mentoring program for 

new hires, ISU may see higher employee satisfaction, which in turn could result in less staff 

turnover.   

In order to fill the existing need, creating a new mentoring program for new employees 

that will help them acclimate to their new work environment will benefit the employee retention 

numbers.  A mentoring program can help new employees learn their way around ISU, inform 

them of the resources available to them, and help them adapt faster.   

New employees bring new skills, different perspectives, and fresh outlook with 

them.  After being hired in, ISU can help them develop new skills or polish the skills they 

already possess in order to help them perform well in their job duties.   
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STEP 1: At the end of every NEO, new employees will complete a quick survey asking 

for all their basic information, name, employee ID number, department, job title, function, and 

whether they feel the need to participate in the mentoring program. 

 

STEP 2: The results of those paper surveys will be recorded in a database and will be 

used as our initial data for comparison later on.  The basic data block will contain all the basic 

information of the new hires, such as their positions, departments, degree information, and so 

forth. 

 

STEP 3: After thirty days, a follow-up survey will be done to see how well they are 

acclimating into their new work environment, if their supervisor provided any guidance, and to 

see if they still feel a mentor would be helpful.  The survey will also find out if the employee has 

tried to learn the job by themselves, or whether they have reached out to others, such as co-

workers, supervisors, or even Human Resources.   

 

STEP 4: Based on the employee feedback, i.e., if the newly hired employee feels that the 

supervisor has not provided the training and support needed, then Human Resources will consult 

the list of individuals who have volunteered to be mentors and find the best match for each 

individual situation.  The matching criteria will include the mentor’s expertise, job function, and 

area.  For example, does the new hire work in the area of academics, administration, or 

operations?  Finding a mentor from the same area is crucial to the success of the program. 
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STEP 5: The actual mentoring plan will begin with Human Resources personnel. The 

Employee Relations Coordinator will be responsible for matching the mentor to the mentee’s 

needs, coordinating the time that all three individuals can meet, and determining the place to 

introduce the mentor to the new hire in a non-intimidating way, such as over coffee at the 

Student Union.   

 

STEP 6: Once the basic settings have been deployed, the Employee Relations 

Coordinator will start the conversation and help break the ice with the goal of discussing what 

the mentee is looking for and what the mentor has to offer (Refer Implementation Guide – Step 

2).  If the mentor and mentee are agreeable to proceeding with meeting together on a regular 

basis, the Employee Relations Coordinator can help them to discuss how often they wish to 

touch base and in what manner. For example, they may wish to meet face-to-face or converse 

over the phone. They may decide to meet weekly or once a month, depending upon the need and 

upon their mutual schedules.  Depending on the need, the Employee Relations Coordinator will 

be available to give suggestions as to how to proceed while at the same time remaining open to 

the possibility that the mentor and mentee may have their own ideas about how they want to 

proceed.   

 

The Employee Relations Coordinator can use this first meeting as an opportunity to 

remind both the mentor and mentee of the resources that are introduced to new employees during 

each New Employee Orientation session.  For example, all employees of ISU have access to the 

on-line resource SkillSoft which provides various classes, webinars, and e-books. 
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STEP 7: In order to find out if the new mentoring relationship is indeed helpful for the 

new hire, there will be a need for a follow-up survey at the end of next thirty days. The survey 

will determine how the new hire is performing after being in their new position after sixty days, 

and if they are feeling more confident and settled in. If the new employee indicates that things 

are going more smoothly, the survey would demonstrate that the Mentoring Program is indeed 

very much needed at ISU.  

 

The results of this pilot will be subsequently used to strengthen the program and, with 

necessary changes, it could be implemented across ISU. The program has been designed and 

constructed to follow a framework which addresses the ISU scenario, the existing needs and the 

utilization of the best practices in the different mentorship programs. Also, the program ensures 

that the exiting orientation serves as stepping stone for the commissioning of the proposed 

mentoring program. This will allow for a continuity and the optimal utilization of existing 

resources and will not create any new demands in terms of resources or excessive cost burden. 

Implementing the program 
 

Every workplace is diverse and as such, the workplace mentoring programs differ based on 

the environment. However, certain important and relevant non-negotiables form the essential 

constituents of the programs. The following elements would be included in the implementation 

of the program at ISU: 

1. Acknowledge and identify the actual deliverables from the mentoring program, i.e., to 

identify where the mentorship will lead.  Thus, both for the University as well as the 
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participants, it is essential that a clearly defined purpose is laid out in the mentorship 

program. This would firstly entail assessing and identifying the skill gaps as evidenced in 

the exit interview conducted at ISU. These gaps have been evidenced in the training need 

as mentioned by the respondents which will ultimately help in not only impacting and 

improving their customer service delivery, but also improve the transfer and exchange of 

key knowledge across the various departments and teams. Thus, with the establishment of 

measurable and clear mentoring objectives as per the defined mentoring program 

purpose, the program can be effectively implemented. The key objectives for this 

mentoring program in the ISU: 

a. Develop departmental training programs within the existing staff 

b. Ensure placement of five senior-level supervisors/mentors through internal 

promotion over the next 3 months. 

c. Identify key roles and responsibilities for mentors and mentees (see the following 

section) 

Role: Chief Mentorship Program Officer  

Responsibilities: Assume the delegated responsibility and necessary authority to establish an ISU 

mentoring program. 

Role: Associate Mentorship Program Officer  

Responsibilities: Ensure the creation and implementation of ISU mentoring program. Ensure the 

appointment of a program manager in order to oversee the implementation and execution of the 

ISU mentoring program. 
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Role: Program Manager 

Responsibilities: Oversee the mentorship program’s development, implementation and 

evaluation. 

Role: Steering Committee 

Responsibilities: As regards the mentoring program, define the goals and objectives (these may 

vary for different mentorship programs). 

Role: Program Coordinator/Manager 

Responsibilities: 

- Ensuring the availability and access to necessary resources needed for training, directing, 

mentoring, and coaching the program participants. 

- Ensure the program is interactive and challenging to promote participants’ involvement. 

- Ensure participants’ progress through consistent review and through evaluations. 

- Ensure effective program execution through providing adequate support to mentors and 

mentees. 

- Ensure activities tracking and scheduling, assessments planning, and reporting 

documentation. 

- Ensure organized instructions, program cycles, checklists and forms. 

Role: Mentor 

Responsibilities: 

- Ensure Individual Development Plan for each mentee. 
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- Ensure realistic work products, program alignment with ISU structure, and model 

behavior for the mentee. 

- Ensure a strong leadership environment for sustained competencies. 

- Ensure PERT charting (i.e., start and end dates) for the program which do not interfere 

with the official duties of the mentee.  

- Ensure recommendations and feedback for the improvement of the program. 

Role: Mentee 

Responsibilities: 

- Ensure a routine meeting with the mentor 

- Ensure an active participation in the program activities 

- Ensure recommendations and feedback for the improvement of the program. 

Thus, by clearly defining the objectives, the program can provide the program participants with 

necessary skills and knowledge corresponding to their ambitions. These aspects will form an 

integral part of ensuring implementation as aligned with the objectives of mentoring. 

2. Create a template for the employee mentoring program to define the path towards 

achieving the set objectives. This planning which may make use of PERT charting of the 

proposed program progression can be functional as a tool which establishes the 

mentoring program logistics. The following section provides the plan for an ISU 

mentorship program. This section details the expectation charting from the program and 

would be modified by the program manager and the mentor to align with the steps 

provided in the previous section.  
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a. Orientation: Ideally, in the first meeting the following should be discussed: 

- Details about the current job, responsibilities, duration with the department 

- Reason for participating in the mentoring program 

- Mentoring process discussion 

- Mentor’s and mentee’s roles and responsibilities 

- Individual perspective on mentoring relationship 

- Sorting out schedules 

- Venue and meeting time  

b. First one-on-one meeting with mentor and mentee: This meeting would allow for 

interaction opportunities and can focus on: 

- Impression and experience from previous session 

-  Short-term (one to five years) and long-term (over five years) career goals 

- Specific skills the mentee would like to develop 

- Specific program goals for the mentee 

- Working together to accomplish those goals 

- Review meeting schedules 

Review meeting format and scheduling method 

c. Defining Individual Development Plan: This is to finalize the Individual Development 

Plan which can be modulated along the following lines 

- Regular assignment duties/activities update 

- Change or transformation in dispensing duties 

- Discussion on meeting goals and objectives by setting by tangible goals 
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- Sharing ISU online learning resources 

- Integrating lessons learned from the program to the job 

- Discussion on the most helpful and most challenging elements 

Thus, with a laid down plan and path the program can effectively achieve the desired outcome. 

3. Increase awareness about mentorship associated benefits: The success of mentorship 

programs is highly dependent upon voluntary involvement and participation, as opposed 

to traditional training which can be enforced through a mandated participation. In fact, 

the majority of people are not very keen to involve themselves in a mentorship 

relationship. This reluctance is evident on both the sides, and particularly in case of ISU, 

it has been evidenced through the failure of SAMbassador Program – a mentorship 

program described in a previous section. The reluctance can be attributed to the mentors’ 

concern that the time invested in the experience will not be beneficial, while mentees are 

inhibited with the anxiety of meeting with their mentor.  Therefore, as explained 

previously, it is imperative that all employees understand the associated benefits to both 

the mentors and mentees.  

 

Thus, it is important to build awareness around the concept and at the same time, it is 

essential to communicate clear program expectations. This can be done by establishing the 

following ground rules: 

 

- Clarifying the program benefits to both mentor (e.g., leadership qualities but not a promotion) 

and mentee (e.g., training but not a promotion) 
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- Top-down approach from ISU senior officials advocating for the program 

- Selection of key people in promoting the positivity around the program  

 

4. Ensure program success by creating the best fit mentor. Since the SAMbassador 

Program failed due to a paucity of mentors, it is recommended that mentorship training 

be provided to equip the individuals selected as mentors for better program outcomes and 

eventual results.  

 

This training and mentor development program can be constructed along the following lines: 

 

- Developing skills to provide constructive feedback 

- Developing communication and listening skills 

- Developing inspirational leadership skills 

- Developing observational skills 

- Developing knowledge and understanding of teaching tools, such as interactive role playing 

 

In addition, the mentor should understand that micromanaging will only keep the mentor from 

helping the mentee develop the desired skills.  At the same time, the mentor’s involvement plays 

a crucial role. The mentor will need to exercise discretion as to the degree of involvement 

needed. 
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5. Ensure a careful matching of the mentor and the mentee.  Realizing that a random 

matching can result in a damaging situation with consequences that may hamper the 

productivity of ISU, it is best to establish certain criteria in order to achieve the right 

match.  These may include a) generational similarities; b) experience and skills in 

alignment with the mentee's career goals; c) similar interests and hobbies; d) compatible 

personalities. In fact, this information can be compiled in an information sheet for the 

mentors and the mentees with the aim to garner maximum relevant information.  

 

6. Evaluation and Assessment of Progress. Typically, a mentorship program undergoes 

several adaptations and as such, it becomes necessary to regularly compile and collate 

information and feedback from the mentees as well as mentors to record their 

experiences, recommendations, benefits and other feedback. This can be performed 

effectively by checking for the achievement of defined objectives. Specifically, through 

the collated knowledge from the first run of the program, a continual improvement can be 

achieved.  

SWOT Analysis 
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Conclusion 
 

 Every company can benefit from a good mentoring program.  A successful mentor and 

mentee relationship can help contribute to the development of a better trained and engaged 

workforce.  Mentor’s responsibilities including helping mentees learning and adapting to their 

job, develop a good working relationship within their department and university, and work on 

skills that may need to be improved.  By proposing this New Employee Mentoring Program, it 

will show the new hires that ISU deeply care for them, by providing a mentor to guide them 

through.  They will be more engaged in the workplace, find satisfaction in their newly acquired 

job.  With a higher job gratification comes higher productivity.  Turnover will be reduced.  Not 
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all people leave their current position for a higher salary.  Many separation reasons started with 

job dissatisfaction, therefore they went and looked for another job, and if it pays better, they left 

with no hesitation.  A good mentor can help with the new employee acclimate, adapt, learn and 

grow within their positions, their department, and the university, while drawing a satisfaction of 

helping others themselves. 

Limitations of Research 
 

 The data collection have its limits.  As ISU’s current budget limitation itself have cut 

back in filling in vacant positions.  The last big wave of new hires was the first Monday 

Orientation in January.  Those 9 new hires were hired in end of 2018.  The two other orientations 

since then, only have 4 new hires in attendance (Ragula, 2019).  Collecting the data to show the 

need of this mentoring program may take longer than initially proposed 6 months.  The 

importance of this research is more important than ever, as the filling in vacant positions have 

slowed down, ISU will need make a better effort to keep our current employee at their jobs, 

happy and productive. 

Future Research 
 

Several studies over the past two decades have studied and reviewed different types of 

mentorship programs. And correspondingly, reformers and education advocates have very often 

used the findings and inferences from this body of research to propagate a specific mentorship 

perspective. However, invariably, the research provides empirical evidence of unambiguous 

conclusions as regards the benefits and value addition offered by these mentoring programs. In 

fact, research is needed in the areas specific to university-oriented employee induction and 
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mentoring programs. As such, some of the unexplored questions remain: (a) What segment of 

employees in a university human resource assembly are helped most by mentoring programs? (b) 

In order to maximally benefit the new entrants, which specific assistance is necessary in a 

mentoring program? (c) The increased retention is addressed by which specific aspect of 

mentoring programs? 

 

An in-depth study in the above factors will certainly help in development of more precise 

mentorship program to address the specific needs of the university sector. 

 

 
 
 
 
  



  46 
Hauger: Mentoring Program for New Employees at Indiana State University                                              
 
 

References    
 

Agovino, T. (2019, February 23). To Have and to Hold. Retrieved February 23, 2019, from 

https://www.shrm.org/hr-today/news/all-things-work/pages/to-have-and-to-

hold.aspx?_ga=2.99750558.1459463035.1551121067-1459322414.1547507030 

Bright, K. (2014, March 04). Personal and Professional Development. Retrieved November 5, 

2018, from https://www.ppd.admin.cam.ac.uk/professional-development/mentoring-

university-cambridge/types-mentoring 

Carroll, T., & Fulton, K.  (2004). The true cost of teacher turnover [Electronic version]. 

Threshold, 16-17. 

Chen, Y. (2013). Effect of Reverse Mentoring on Traditional Mentoring Functions. Leadership 

and Management in Engineering,13(3), 199-208. doi:10.1061/(asce)lm.1943-

5630.0000227 

Chiles, T. (2007). The construction of an identity as ‘mentor’in white collar and academic 

workplaces: A preliminary analysis. Journal of Pragmatics, 39(4), 730-741. 

Conley, C. (2018, September). What baby boomers can learn from millennials at work -- and 

vice versa. Retrieved December 26, 2018, from 

https://www.ted.com/talks/chip_conley_what_baby_boomers_can_learn_from_millennials

_at_work_and_vice_versa 

Cullingford, C. (2016). Mentoring in education: An international perspective. Routledge. 

Definition of "mentor" - English Dictionary. (n.d.). Retrieved December 27, 2018, from 

https://dictionary.cambridge.org/us/dictionary/english/mentor 



  47 
Hauger: Mentoring Program for New Employees at Indiana State University                                              
 
 

Definition of Mentoring - Benefits of Mentoring. (n.d.). Retrieved January 11, 2019, from 

https://www.management-mentors.com/resources/corporate-mentoring-programs-

resources-faqs#Q1 

Dupree, D. (2018, November 21). Types & Styles of Mentoring. Retrieved December 26, 2018, 

from https://careertrend.com/list-7812346-types-styles-mentoring.html 

Emelo, R. (2015). Shift Your Focus with Modern Mentoring. TD: Talent Development,69(9), 36-

41. Retrieved November 10, 2018. 

Falcone, P. (2018, April 24). Effective Onboarding Should Last for Months. Retrieved 

November 29, 2018, from https://www.shrm.org/resourcesandtools/hr-topics/talent-

acquisition/pages/effective-onboarding-should-last-for-months.aspx 

Gibbs, R. (2017, April 13). How to Build a Successful Employee Mentoring Program. Retrieved 

November 09, 2018, from https://www.insperity.com/blog/how-to-build-a-successful-

employee-mentoring-program/ 

Gong, R., Chen, S., & Yang, M. (2014). Career Outcome of Employees: The Mediating Effect of 

Mentoring. Social Behavior and Personality: An International Journal,42(3), 487-501. 

doi:10.2224/sbp.2014.42.3.487 

Grubb, V. M. (2016). Clash of the Generations: Managing the New Workplace Reality. 

Retrieved from https://ebookcentral.proquest.com 

Half, R. (2017, December 04). How Mentoring in the Workplace Can Strengthen Your 

Company. Retrieved November 29, 2018, from 

https://www.roberthalf.com/blog/management-tips/how-mentoring-relationships-help-

strengthen-your-company 



  48 
Hauger: Mentoring Program for New Employees at Indiana State University                                              
 
 

Heathfield, S. M. (2018, November 06). 10 Critical Reasons Why People Quit Their Jobs. 

Retrieved November 29, 2018, from https://www.thebalancecareers.com/top-reasons-why-

employees-quit-their-job-1918985 

Heathfield, S. M. (2018, June 30). Use Mentoring to Develop Your Employees. Retrieved 

November 09, 2018, from https://www.thebalancecareers.com/use-mentoring-to-develop-

employees-1918189 

Heider, K. (2005). Teacher Isolation: How Mentoring Programs Can Help. Current Issues in 

Education, 8. Retrieved from https://cie.asu.edu/ojs/index.php/cieatasu/article/view/1686 

Holloway, J. (2001). The benefits of mentoring. Educational Leadership, 58 (8), 85-86 

Indiana State University, About. (2017, February 17). Retrieved December 7, 2018, from 

https://www.indstate.edu/about 

Indiana State University: Mission. (2017, February 17). Retrieved December 7, 2018, from 

https://www.indstate.edu/about 

Jackevicius, C. A., Le, J., Nazer, L., Hess, K., Wang, J., & Law, A. V. (2014). A formal 

mentorship program for faculty development. American Journal of Pharmaceutical 

Education, 78(5), 100. 

Lamb, D. (2017, October 17). Onboarding isn't Just Day One: Creating a 30/60/90 Day Plan. 

Retrieved November 29, 2018, from 

https://www.sterlingtalentsolutions.com/blog/2017/10/creating-30-60-90-onboarding-day-

plan/ 



  49 
Hauger: Mentoring Program for New Employees at Indiana State University                                              
 
 

Lapointe, É, & Vandenberghe, C. (2017). Supervisory mentoring and employee affective 

commitment and turnover: The critical role of contextual factors. Journal of Vocational 

Behavior,98, 98-107. doi:10.1016/j.jvb.2016.10.004 

Maurer, R. (2017, March 21). Data Will Show You Why Your Employees Leave or Stay. 

Retrieved November 29, 2018, from https://www.shrm.org/resourcesandtools/hr-

topics/talent-acquisition/pages/data-retention-turnover-hr.aspx 

McDougall, J. (2018, May 14). The DailyPay Blog. Retrieved November 30, 2018, from 

https://business.dailypay.com/blog/employee-retention 

Mitchell, T., Holtom, B., & Lee, T. (2001). How to keep your best employees: Developing an 

effective retention policy. Academy of Management Executive, 15(4), 96-108. 

http://dx.doi.org/10.5465/AME.2001.5897929 

Moreau, R., Logan, S., & Whilhide, S. (2014). Onboarding OSH Professionals: The Role of 

Mentoring. Professional Safety, 59(12), 27-33. Retrieved November 8, 2018, from 

https://search-proquest-com.ezproxy.indstate.edu/docview/1636350848?pq-

origsite=summon. 

Mullen, C. A. (2016). Alternative Mentoring Types. Kappa Delta Pi Record,52(3), 132-136. 

doi:10.1080/00228958.2016.1191901 

Meyer, T. (2002). Novice teacher learning communities. American Secondary Education, 31(1), 

27-42. 

Myers, E. (2018, September). FY18 Termination Analysis with e-class breakdown [Excel]. 

Nagele-Piazza, L. (2018, August 07). When Employees Leave: Conduct Comprehensive Exit 

Interviews. Retrieved November 29, 2018, from 



  50 
Hauger: Mentoring Program for New Employees at Indiana State University                                              
 
 

https://www.shrm.org/resourcesandtools/legal-and-compliance/employment-

law/pages/when-employees-leave-conduct-comprehensive-exit-interviews-.aspx 

Naim, M. F., & Lenka, U. (2017). Mentoring, social media, and Gen Y employees' intention to 

stay: towards a conceptual model. International Journal of Business and Systems 

Research, 11(1-2), 28-41. 

Office of Human Resources, Vision Statement. (n.d.). Retrieved November 28, 2018, from 

http://www2.indstate.edu/humres/ 

Ponte, E., & Twomey, S. (2014). Veteran teachers mentoring in training: negotiating issues of 

power, vulnerability and professional development. Journal of Education for 

Teaching, 40(1), 20-33. 

Ragula, M. (2019, February). Orientation Monday [Word]. 

Ramalho, J. (2014). Mentoring in the workplace. Industrial and Commercial Training,46(4), 

177-181. doi:10.1108/ict-11-2013-0078 

Slezak, P. (2017, May 10). How to Conduct a Proper 30-Day Post-Hire Checkin. Retrieved 

November 29, 2018, from https://recruitloop.com/blog/how-to-conduct-a-proper-30-day-

post-hire-checkin/ 

Son, S. (2018, June 10). 16 Questions to Ask a New Hire During Employee Onboarding. 

Retrieved November 29, 2018, from https://www.tinypulse.com/blog/engagement-survey-

questions-ask-a-new-hire-employee-onboarding 

Steinert, Y. (2014). Faculty development: future directions. In Faculty development in the health 

professions (pp. 421-442). Springer, Dordrecht. 



  51 
Hauger: Mentoring Program for New Employees at Indiana State University                                              
 
 

Survey: New Hire Survey. (2014, November 11). Retrieved November 29, 2018, from 

https://www.shrm.org/resourcesandtools/tools-and-samples/hr-

forms/pages/1cms_004328.aspx 

Takawira, N., Coetzee, M., & Schreuder, D. (2014). Job embeddedness, work engagement and 

turnover intention of staff in a higher education institution: An exploratory study. SA 

Journal Of Human Resource Management, 12(1). 

http://dx.doi.org/10.4102/sajhrm.v12i1.524 

Types of Mentoring for Today's Workplace. (2015, January 14). Retrieved December 26, 2018, 

from http://www.insala.com/Articles/Mentoring-software/types-of-mentoring-for-todays-

workplace.asp 

The Importance of a Mentor during the New Employee Orientation Process. (2018, July 02). 

Retrieved November 09, 2018, from https://www.pivotalsolutions.com/mentorship-during-

the-new-employee-orientation-process/ 

The Top 5 Workplace Mentoring Program Types. (n.d.). Retrieved January 11, 2019, from 

https://chronus.com/how-to-use-mentoring-in-your-workplace 

Van Scheers, L., & Botha, J. (2014). Analysing relationship between employee job satisfaction 

and motivation. Journal of Business and Retail Management Research, 9(1). 

Wells, M. (2017, July 10). The DailyPay Blog. Retrieved November 29, 2018, from 

https://business.dailypay.com/blog/employee-retention-rate 

Workplace Mentoring Benefits. (n.d.). Retrieved November 29, 2018, from 

https://www.mentorscout.com/benefits-of-workplace-mentoring.cfm 

 



  52 
Hauger: Mentoring Program for New Employees at Indiana State University                                              
 
 

Appendix A. Separation Checklist 
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Appendix B: New Employee Orientation Schedule (revised January 2018). 
 

 
New Employee Orientation Schedule 

8:00 a.m.  Employee Arrival & Welcome 

8:10 - 9:10 a.m. History/Mission/Vision/Values/Sycamore Service  

9:10 -10:00 a.m. Policy & Procedure  

10:00 - 10:10 a.m. Break 

10:10 - 10:55 a.m. Policy & Procedure Continued  

10:55 - 11:15 a.m. IT Security  

11:15 - 11:40 a.m. Office of Equal Opportunity/Title IX/University Inclusion  

11:40 - 11:50 a.m. Break and Walk to Restaurant for Lunch 

11:50 - 12:50 p.m. Lunch (HR Representatives/Supervisors) 

12:50 - 1:05 p.m. ID cards; Photo will be used for ID and Online Directory  

1:05 - 1:35 p.m. “Emergency Response Training” in Public Safety  

1:40 - 1:50 p.m. Arrive Back to HR 

1:50 – 2:00 p.m.          Policy & Procedure wrap-up  

2:00 - 4:00 p.m. Employee Benefits and Wellness Information  

4:00 - 4:30 p.m. Wrap-Up  

4:30 p.m.  Employee Departure  

 

*Revised January 2018 
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Appendix C: SAMbassador Program Flyer 
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Appendix D: New Employee Orientation Checklist 
 

INDIANA STATE UNIVERSITY 

HUMAN RESOURCES’ ORIENTATION CHECKLIST 

• I am aware that The University Handbook is available to read/review at: 
http://www.indstate.edu/adminaff/policyindex.htm  

• I have read and understand the FERPA Statement of Understanding.  
• I have read and understand the Drug Free Workplace Policy. 
• I have read and understand the Computer User's Policy. 
• I have read and understand the Firearms Policy.  
• I have read and understand the Tobacco/Smoking Policy.   
• I have read and understand the Attendance Guidelines. 
• I have read and understand the NCAA Guidelines Regarding Student-Athletes.  
• I understand that my performance will be evaluated during three-month introductory 

period and that my employment may be separated at any time during this period.  
• I understand that any work-related illnesses/injuries must be reported to my supervisor 

within 24 hours. 
• I understand my rights under the Staff Council Grievance Process. 
• I understand that it is mandatory that I take the Sexual Harassment Prevention Training 

and the Preventing Employment Discrimination Training located at 
http://www.indstate.edu/aao/index.htm, within the first 30 days of my employment.   

• I understand that unprofessional conduct, such as sleeping on the job, theft, fighting, etc. 
may be grounds for immediate separation.  

 

STAFF BENEFITS 

• I understand that if I elect to enroll in benefits at ISU, I have 31 days from my first day of 
my employment. 

• I understand the FMLA eligibility requirements and that I should contact Staff Benefits 
when an FMLA leave is needed by me.   

• I understand the services offered under the Employee Assistance Program (EAP) and that 
I should contact Staff Benefits to utilize such benefits.  

• I understand that following completion of the introductory period, I may use available sick 
leave, vacation days and my Convenience Day (non-exempt employees only) only with the 
approval of my supervisor.  

• I understand that Sick Leave is intended for my illness, for doctor's appointments, or for 
family care (up to 5 days per fiscal year). It is not additional vacation time. 

• I understand that any paid leave (sick, vacation, convenience day) must be used before 
unpaid leave can be used (for an extended illness, for example). 

http://www.indstate.edu/adminaff/policyindex.htm
http://www.indstate.edu/aao/index.htm
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• I understand that non-exempt employees receive one Convenience Day per fiscal year and 
if I do not use it before June 30th each year, I will lose it.  I also understand that use of the 
Convenience Day requires prior supervisory approval. 

 

 

PAYROLL 

• I understand that pay status before and after a holiday is required in order to be paid for the 
holiday. 

• I understand that any remaining balance of vacation and/or Convenience Day will be paid 
to me in my final paycheck when I leave ISU.   

 

Printed Name     Date    Signature 

 

_____________________  ________________  ________________________  
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Appendix E: Short New Hire 30 Day Survey/Questionnaire 
 
Target:  All new employees at the end of their first 30 days on the new job 
Type of Survey:  Online survey, with the option to print out and write in answers for those who 
are not comfortable with technology. 
Data Collection Dates:  In order to get a variety of different types of employees, this will be a 
six-month project. 

Instructions:  
 

Please feel free to answer honestly; this is a no judgment zone.  Please select what matches 
closest to your needs.  You may select multiple answers. 

Survey/Questionnaire 
 

Employee Name: ____________________________________ 
Employee ID Number: ________________________________  
Department Name: ___________________________________ 
Hire Date: __________________________________________ 

Basic “Get to Know You” Information: 
 

1. Which category best describes you?    
__ Clerical Staff 
__ Service Staff 
__ Professional Staff 
__ Administrative Staff 
__ Faculty Staff 
__ Temporary Staff/Faculty 

 
2. What is your current job function? 

__ Academic Support 
__ Administrative Support 
__ Communications 
__ Facilities 
__ Finance 
__ Human Resources  
__ Information Technology 
__ Other 
 

3. What type of degree do you hold? 
__ High school diploma or equivalent 
__ Associate degree 
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__ Bachelor’s degree 
__ Master’s degree 
__ Ph.D. or beyond 
 

4. Did your supervisor assign someone from your work area to serve as a mentor to you? 
__ Yes 
__ No 
__ Not sure 
 
If you answered No to the last question, do you feel that one should have been assigned 
to you? 
__ Yes 
__ No 
__ Not sure 
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Appendix F: 60 Day Mentee New Hire Survey 
 

Target:  All mentees (new employees) at the end of their first 60 days working with their 
Mentors 
Type of Survey:  Online survey, with the option to print out and write in answers for those who 
are not comfortable with technology. 
Data Collection Dates:  One week after distribution 

Instructions:  
 

Please feel free to answer honestly; this is a no judgment zone.  Please select what matches 
closest to your needs.  You may select multiple answers. 

Survey/Questionnaire 
 

Employee Name: ____________________________________ 
Employee ID Number: ________________________________  
Department Name: ___________________________________ 
Hire Date: __________________________________________ 

Employee Basic Information: 
 

1. Which category best describes you?    
 
__ Clerical Staff 
__ Service Staff 
__ Professional Staff 
__Administrative Staff 
__ Faculty Staff 
__ Temporary Staff/Faculty 

 
2. What is your current job function? 
3.  

__ Academic Support 
__ Administrative Support 
__ Communications 
__ Facilities 
__ Finance 
__ Human Resources  
__ Information Technology 
__ Other 
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4. What type of degree do you hold? 
5.  

__ High school diploma or equivalent 
__ Associate degree 
__ Bachelor’s degree 
__ Master’s degree 
__ Ph.D. or beyond 
 

6. What type of mentoring relationship did you have? 

__ Formal mentoring 
__ Informal mentoring 
__ Peer mentoring 
__ Group mentoring 
__ Veteran led mentoring 
__ Reverse mentoring 
 

7. Average hours spend meeting and/or communicating with your mentor 

__ 0-1 
__ 1-2 
__ 2-3 
__ 3-4 
__ 4-5 

 
8. What was you two form of communication?  Please rate for 1, as the highest to 4, and the 

lowest. 
__ Meet in person 
__ Phone Calls 
__ Skype 
__ emails 
 

9. Do you feel you have benefited from this Mentoring Program? 

__ Yes 
__ Somewhat 
__ Not as much as I hoped 
 

10. Was your mentor knowledgeable and benefited you? 

__ Yes 
__ Somewhat 
__ Not as much as I hoped 
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11. Was your mentor supportive of you and your challenges at your new work place? 

__ Yes 
__ Somewhat 
__ Not as much as I hoped 

 
12. How do you feel your current relationship with your mentor is? 

 
__ Pure mentor/mentee, work stuff only 
__ Some friendship developed 
__ Good friendship even outside the office 

 
13. Would you recommend this Mentor Program to continue? 

__ Yes 
__ Maybe/depends 
__ No 

 
14. Any additional comments about the program? 

 
___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

 ___________________________________________________________________ 

 ___________________________________________________________________ 
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Appendix G: Mentor Application 
  

 

Full Name: _________________________________________________________ 

Prefix:  Dr. ___  Mr. ___   Ms. ___  Mrs. ___ Mx.___ 

Job Title: __________________________________________________________ 

Department: ________________________________________________________ 

Work E-Mail: _______________________________________________________ 

Work Phone: _______________________________________________________ 

Cell Phone (optional): ________________________________________________ 

Which category best describes you?    
__ Clerical Staff 
__ Service Staff 
__ Professional Staff 
__ Administrative Staff 
__ Faculty Staff 
__ Temporary Staff/Faculty 

 
What is your current job function? 

__ Academic Support 
__ Administrative Support 
__ Communications 
__ Facilities 
__ Finance 
__ Human Resources  
__ Information Technology 
__ Other 

 
What type of degree do you hold? 

__ High school diploma or equivalent 
__ Associate degree 
__ Bachelor’s degree 
__ Master’s degree 
__ Ph.D. or beyond 
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Do you have prior mentor experiences? 

 __ Yes 
 __ Somewhat 
 __ No 
 
What motivated you to apply to the program? ____________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

What are your areas of expertise, professional strengths? ___________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

What other affiliations (e.g., service or volunteer organizations) do you have?  

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 
 
 
 
By signing below, you confirm your understanding that this mentoring program will require at 
least one hour per week of your time for a two-month period. You will initiate and maintain open 
communications with the mentee in order to help the mentee to acclimate to our University.  If at 
any time you feel that you are unable to fulfill the requirements as a mentor, please notify 
Human Resources. 
 
 
 
Signature: ____________________________________________________ Date: ___________ 

Please return the completed form to:  Office of Human Resources 
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