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Mentoring and the New Adjunct Experience 

Thank you for agreeing to serve as a mentor to a new adjunct faculty member. The 

Adjunct Mentor Program is a key part of the new adjunct experience at Polk State 

College. The College relies heavily on adjunct faculty to fulfill its mission and meet 

student need. Mentors play an important role in helping orient new adjunct faculty 

members to the College and to the expectations of their department. 

 

Mentors also build a connection between the adjunct faculty member and the College. 

Research studies have found that adjunct faculty want to feel connected to the 

institution. The more connected they are the more likely they are to be satisfied with 

their job and remain with the College.  

 

Mentor Selection Process 

Mentors are selected by the department coordinator or program director in consultation 

with the associate dean. In order to serve as an adjunct mentor you must have 

completed an Adjunct Mentor Training Session. When a new adjunct faculty member is 

hired the department coordinator or program director will identify a faculty member to 

serve as a mentor. The associate dean will verify that the faculty member has 

completed mentor training and send the mentor a packet of materials, including a 

Memorandum of Understanding. The Memorandum of Understanding outlines all of the 

duties and expectations of mentors. This memorandum must be signed and returned to 

the associate dean by the date indicated. Upon receipt of the signed memorandum the 

associate dean will submit the mentor’s name for payment. 

 

Memorandum of Understanding 

Once you have been identified as a mentor you will receive a packet of materials 

including a Memorandum of Understanding. This memorandum details the duties and 

expectations of mentors. You should read this document carefully, print, sign and return 

it to the associate dean. Your memorandum must be signed and returned in order to 

finalize your appointment and process payment of your stipend. A sample memorandum 

can be found in Appendix A. 
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Role of the Mentor 

Your role as a mentor is to help orient your mentee to the College and to your 

department. Mentors help their mentees learn about College and department policies 

and procedures. Mentors also provide mentees with teaching resources and work to 

model and encourage excellent teaching. 

 

Your mentee may have many questions for you throughout the semester. You should 

be available to assist them as needed. Take time to familiarize yourself with the 

resources provided to new adjunct faculty members. Great mentors don’t always know 

the answer, but they know where to look and they take time to find it. 

 

Even if your mentee doesn’t have questions for you, there are still lots of ways you can 

assist your mentee. Here are a few ideas and suggestions: 

 Send your mentee a copy of your syllabus before the semester starts. 

 Share your favorite teaching websites with your mentee. 

 Give your mentee copies of your quizzes or tests. 

 Request that your mentee be given access to your PAL course site. 

 Provide your mentee with ideas for classroom activities. 

 Forward your mentee e-mail announcements regarding professional development 

opportunities with a personal note encouraging him/her to attend. 

 Share new developments that occur within your discipline. 

 Give your mentee a copy of interesting articles you find related to your discipline. 

 Share a few common classroom issues and tips for handling them. 

 

Remember that the mentoring program is designed to be a peer process. Your mentee 

may or may not make use of the resources you are providing them and they are under 

no obligation to do so. However, they are expected participate in the program and be 

open to suggestions. If you have concerns about your mentee you should contact your 

department coordinator, program director, or associate dean. 
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Key Responsibilities 

Your mentor assignment lasts for one term. The specific responsibilities of mentors are 

detailed on the Memorandum of Understanding. In general, you are expected to 

complete the following tasks: 

 Have an initial face-to-face meeting with your mentee. 

 Review and discuss the College/Campus Checklist (see Appendix C) and the   

department checklist (if applicable). 

 Provide your mentee with key resources including your syllabus, activities, 

assignments, lecture materials, and/or quizzes or tests. 

 Complete and submit the Beginning of Semester Report, Mid-Semester Report, 

and End of Semester Report by the specified due dates. 

 Observe one of your mentee’s class sessions. 

 Have a follow-up conference with your mentee to discuss the observation. 

 Have a conference with your department coordinator or program director to 

discuss your mentee’s progress. 

 Maintain regular contact with your mentee throughout the semester. 

If you have any questions or concerns about your duties as a mentor please contact 

your department coordinator, program director, or associate dean. 

 

Conducting a Classroom Observation 

You will be observing one of your mentee’s class sessions during the semester. You 

should work with your mentee to arrange a mutually convenient time for you to observe 

his/her class. Try to give your mentee at least two weeks’ notice before your 

observation. The Mid-Semester Report contains a classroom observation checklist that 

you can use to guide your observation. 

 

Below are a few best practices for conducting classroom observations: 

 Send your mentee a copy of the observation checklist you will be using. 

 Inform your mentee not to announce your presence to the class. 

 Ask your mentee ahead of time to give you a copy of any handouts or materials 

that he/she distributes during class.  
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 Ask your mentee what homework or preparation students were expected to 

complete prior to class. 

 Review your mentee’s syllabus to see what topics and concepts have already 

been covered or discussed. 

 Sit at the back of the classroom and be as out of the way as possible. 

 Take notes during or immediately following your observation. 

 Send your mentee an e-mail shortly after your observation to set a time for your 

follow up conference. 

 

During your follow up conference with your mentee you should share the strengths you 

observed as well as provide suggestions, tips, or best practices. Keep in mind that you 

are conducting a peer observation and that teaching styles vary greatly. While your 

mentee’s classroom style may not match your own, they may still be an effective 

instructor. If you have concerns based on your observation, please contact your 

department coordinator, program director, or associate dean. 

 

Mentor Reports 

Throughout the semester you will complete three reports to document your work and 

your mentee’s progress. You will receive the necessary forms at the beginning of the 

semester. They should be completed electronically and returned via e-mail to the 

associate dean. You should also copy your department coordinator or program director. 

Below is a timeline for submitting the reports. Samples can be found in Appendix B. 

Report 
16-week 
Session 

FASTRACK 
Session 

6-week  
Session 

Beginning of Semester 3rd Week 3rd Week 3rd Week 

Mid-Semester 9th Week 5th Week 4th Week 

End of Semester End of Semester End of Semester End of Semester 
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Helpful Resources 

The Adjunct Mentor Program is designed to work in cooperation with other resources 

provided to new adjunct faculty members. You should familiarize yourself with these 

resources and refer to them as you work with your mentee. 

 New Adjunct Orientation 

 New adjunct faculty are asked to attend a new adjunct faculty orientation session. 

The session provides information and resources related to policies and procedures 

as well as information about best practices for use in the classroom. Mentors are 

welcome to attend orientation. If you are interested in attending an orientation, 

please email Gerene Thompson on the Lakeland campus at gthompson@polk.edu 

or Kim Thomas on the Winter Haven campus at kithomas@polk.edu. 

  

 Faculty Central Website 

 The Faculty Central Website contains a variety of helpful tools and resources. It 

can be found at http://www.polkfacultycentral.com.  

  

 Adjunct Faculty Handbook 

The adjunct faculty handbook explains important policies and procedures. It can be 

found on the Faculty Central website on the Getting Started page. 

  

 Syllabus Creation Checklist 

Polk State College Procedure 1001 lists the elements that instructors must include 

in their syllabus. A checklist has been developed that adjunct faculty can use to 

guide them as they create their syllabus. It can be found on the Faculty Central 

website under the Teaching Resources menu. 

 

 Semester Checklists 

 Comprehensive checklists containing every task an adjunct faculty member should 

complete during a semester can be found on the Faculty Central website on the 

Semester Checklists page. 

  

mailto:gthompson@polk.edu
mailto:kithomas@polk.edu
http://www.polkfacultycentral.com/
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Adjunct Mentor Program 

 
Memorandum of Understanding 

 
As an adjunct faculty mentor, I understand that I play a key role in orienting new adjunct 
faculty members to the policies, procedures, and expectations of the College and my 
department. Further, I understand I am responsible for the tasks listed below: 
 
Prior to the Start of the Semester 

 Make initial contact with mentee 

 Review the college/campus checklist 

 Review the department checklist (if applicable) 

 Give address of the adjunct faculty website to mentee and direct him/her to the 
syllabus creation resources 

 
Beginning of the Semester 

 Have a face-to-face meeting with mentee 

 Thoroughly review and discuss the college/campus checklist with mentee 

 Thoroughly review and discuss the department checklist with mentee (if applicable) 

 Provide mentee with key resources such as syllabus, activities, assignments, lecture 
materials, and quizzes or tests.  

 Submit Beginning of Semester Report to the associate dean and copy the 
department coordinator or program director by the end of the third week of classes 

 
During the Semester 

 Make contact with mentee either in person, by phone, or e-mail at least once every 
two weeks 

 Provide materials and resources to mentee throughout the term  

 Make arrangements with mentee to observe one of his/her class sessions 
o Use the class observation checklist on the Mid-Semester Report as a guide 

when observing mentee’s class 

 Arrange a follow-up conference with mentee to discuss the observation 

 Arrange a follow-up conference with your department coordinator or program 
director to discuss mentee’s progress 

 Submit the Mid-Semester Report to the associate dean and copy the department 
coordinator or program director by the end of the ninth week of classes (by the 60% 
mark for FASTRACK, 12-week, or variable length terms) 

 
At the End of the Semester 

 Remind mentee to submit grades by the due date listed on the academic calendar 

 Submit the End of Semester Report to the associate dean and copy the department 
coordinator or program director by the end of the final week of classes 
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Additional Information 

 It is expected that mentors will spend approximately 10-12 hours working directly 
with their mentee throughout the semester. 

 Mentors should address concerns about their mentee with the appropriate 
department coordinator, program director, associate dean, or dean 

 Future appointment as a mentor is contingent upon satisfactory performance and 
completion of the terms of this memorandum 

 
Mentee Name:  
Mentoring Semester: 2018-1 (Fall 2017) 
Stipend: $412.50  
 
 
 
Signature: ______________________________________ Date: ___________ 
 
Lakeland Mentors - Please read, sign, and return this memorandum to Gerene 
Thompson at station #61 no later than Friday, 9/1/17. 
 
Winter Haven Mentors - Please read, sign, and return this memorandum to Kim  
Thomas at station #14 no later than Friday, 9/1/17. 
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Mentor Reports 

 
i. Beginning of Semester Report 

ii. Mid Semester Report 
iii. End of Semester Report 
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Adjunct Mentor Program 
 

Beginning of Semester Report 
 

Mentee:       

Mentor:       

Date:       

 

1. Verify that you have completed the following tasks: 

                        Completed 

Provided mentee with link to Faculty Central website      

Had a face-to-face meeting with mentee        

Reviewed and discussed college/campus checklist with mentee    

Reviewed and discussed department checklist with mentee (if applicable)   

Provided mentee with resources and materials       

 

2. What resources and materials did you provide to your mentee? 

      

 

3. What teaching tips and suggestions did you share with your mentee? 

      

 

4. What types of questions or concerns did your mentee have? 

      

 
 

This form should be completed by the end of the third week of the semester and 
copied to your department coordinator or program director.   

 
Lakeland Mentors: Please e-mail the completed form to Gerene Thompson at 

gthompson@polk.edu 
 

Winter Haven Mentors: Please e-mail the completed form to Kim Thomas at 
kithomas@polk.edu   

 

Polk State College  
Updated August 2017 

 

 

mailto:gthompson@polk.edu
mailto:kithomas@polk.edu
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Adjunct Mentor Program 
 

Mid-Semester Report 
 

Mentee:       

Mentor:       

Date:       

 

1. Verify that you have completed the following tasks: 

                        Completed 

Maintained regular and ongoing contact with mentee      

Provided resources and answered questions as necessary      

Observed a class session          

Held a follow-up conference with mentee and department coordinator to discuss  

observation    

Arranged a follow-up conference with department coordinator or     

program director to discuss mentee’s progress 

 

2. Classroom Observation 

Use the following statements to guide your observation. Feel free to comment on any 

aspect of the course and offer suggestions or tips. 

 
Yes 

To Some 
Degree No 

1. The professor was prepared for class    

2. The class session was organized    

3. The professor communicated the class 

objectives and/or agenda 
   

4. The professor made connections to previously 

covered material 
   

5. The professor made effective use of time and 

kept students on task 
   

6. The professor worked to engage students    

7. The students appeared engaged and involved 

in the class 
   

8. The professor clearly explained concepts and 

ideas 
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9. The professor checked for student 

comprehension and understanding 
   

10. The professor employed a variety of 

instructional methods 
   

11. The professor fostered a positive learning 

environment 
   

12. The professor responded appropriately to 

questions 
   

 

3. Based on your classroom observation, what strengths did you discuss with your 

mentee during your follow-up conference? 

       

4. Based on your classroom observation, what suggestions, techniques, or best 

practices did you discuss with your mentee during your follow-up conference? 

      

5. Discuss how well your mentee is doing overall. Consider compatibility with the 

College, campus, and department; classroom performance; and any issues that may 

have arisen during the first half of the semester. 

      

 
 

This form should be completed by the end of the third week of the semester and 
copied to your department coordinator or program director.   

 
Lakeland Mentors: Please e-mail the completed form to Gerene Thompson at 

gthompson@polk.edu 
 

Winter Haven Mentors: Please e-mail the completed form to Kim Thomas at 
kithomas@polk.edu 

 

Polk State College  
Updated August 2017 

 
 

  

mailto:gthompson@polk.edu
mailto:kithomas@polk.edu
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Adjunct Mentor Program 
 

End of Semester Report 
 

Mentee:       

Mentor:       

Date:       

 

1. Verify that you have completed the following tasks: 

                        Completed 

Maintained regular and ongoing contact with mentee       

Reminded mentee to submit grades by the due date and time    

Performed all duties outlined on the memorandum of understanding    

 

2. Discuss how well your mentee performed overall since your last report. Consider 

compatibility with the College, campus, and department as well as any new issues that 

may have arisen during the second half of the semester. 

      

3. Describe your mentee's overall level of participation and cooperation. Were they 

willing to participate? Was mentee open to advice and suggestions? Did mentee make 

use of any materials that you provided him/her? 

      

4. Would you recommend that your mentee teach for Polk State College again? Why or 

why not? 

      

This form should be completed by the end of the semester and copied to your 
department coordinator or program director.   

 
Lakeland Mentors: Please e-mail the completed form to Gerene Thompson at 

gthompson@polk.edu 
 

Winter Haven Mentors: Please e-mail the completed form to Kim Thomas at 
kithomas@polk.edu 

 

 

Polk State College  
Updated August 2017 

 

mailto:gthompson@polk.edu
mailto:kithomas@polk.edu
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Adjunct Mentor Program 

College and Campus Checklist 

Please review the items listed below with your mentee. If you have any questions 

please contact your department coordinator, program director, associate dean, or dean. 

 Academic Calendar 

The academic calendar is available on the Polk State College website. Visit 

http://www.polk.edu, click Calendar, and Academic Calendar. Review with your 

mentee the term dates, holidays, the withdrawal date, and the date grades are due. 

 Adjunct Faculty Evaluation Procedure 

Tell your mentee the adjunct faculty evaluation procedure can be found on the 

Faculty Central website under the College Resources menu. 

 Adjunct Faculty Handbook 

Tell your mentee the Adjunct Faculty Handbook explains important college policies. 

It can be found on the Faculty Central website on the Getting Started page. 

 Administrative Assistants and Office Staff 

Introduce your mentee to office staff including the administrative assistants, 

associate dean, and dean. Explain their roles and who to contact for help. 

 Basic Course Information Sheets (BCIs) 

Show your mentee the BCI website at http://www.polk.edu/BCI and demonstrate 

how to access BCIs. 

 Classroom and Office Supplies 

Show your mentee where to obtain basic office and classroom supplies. 

 Classroom Location 

Show your mentee the classrooms in which he/she will be teaching. Introduce 

him/her to the available technology resources. 

 Commonly Used Numbers 

Inform your mentee a list of commonly used phone numbers is available on the 

Faculty Central website on the Getting Started page. 

 E-mail 

Explain and discuss the importance of regularly checking Polk State College e-mail. 

Show your mentee the Outlook website at https://owa3.polk.edu.  

 Emergency Information and Evening Assistance 

Show your mentee the emergency and evening coverage information card located in 

the back of each classroom. 

 Faculty Central Website 

http://www.polk.edu/
http://www.polk.edu/BCI
https://owa3.polk.edu/
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Inform your mentee the Faculty Central Website contains a variety of helpful tools 

and resources. It can be found at http://www.polkfacultycentral.com.  

 Disability and Counseling Services 

Inform your mentee that Polk State College partners with BayCare Behavioral Health 

to provide free short-term counseling to students. Students may contact BayCare at 

BayCare.org/SAP or at 1-800-878-5470. 

 Library Resources 

Discuss the resources available in the library. Show your mentee the location of the 

library and introduce him/her to the library staff, if appropriate. 

 Mailboxes 

Show your mentee the location of his/her campus mailbox. 

 Mentor Classroom Observation 

Remind your mentee that you will be scheduling a time to observe his/her class. 

 Missing a Class 

Remind your mentee that adjunct faculty members are responsible for arranging for 

a substitute if they know they will be missing class. Additional information about 

missing classes can be found in the Adjunct Faculty Handbook, which is available on 

the Faculty Central website on the Getting Started page. 

 Never Attended Reporting 

Discuss the procedure for completing never attended reporting. Instructions can be 

found on the Faculty Central website on the Getting Started page. 

 Office Hours 

Tell your mentee adjunct faculty are asked to provide their students one hour of 

availability outside of the classroom for each course they are teaching. 

 PAL (through Fall 2017) CANVAS (beginning Spring 2018) 

If appropriate, explain the purpose of PAL and CANVAS to your mentee and show 

him/her how to access it. Provide information about training. 

 PASSPORT 

Explain the purpose and functions of PASSPORT. Show your mentee how to obtain 

course rosters, how to withdraw students, and how to post grades. Additional 

information about PASSPORT can be found in the Adjunct Faculty Handbook, which 

is available on the Faculty Central website on the Getting Started page. 

 Polk State College ID Card and Key Disc 

Tell your mentee instructions for obtaining a Polk State College ID card and key disc 

can be found on the Pre-Semester Checklist located on the Faculty Central website 

on the Semester Checklists page. 

http://www.polkfacultycentral.com/
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 Polk State College Website 

Show your mentee the Polk State College website and explain the resources 

contained there. 

 Printing and Copying 

 Show your mentee the available computer workstations, printers, and copiers. 

Adjunct faculty offices at the Lakeland campus are located in LLC 2261, LLC 2184, 

and LTB 2268 (science). At the Winter Haven campus and associated center, they 

are located in WFA 102, WFA 108, WLR 248, JDA 106, and LWAC 009. 

 Semester Checklists 

Tell your mentee comprehensive checklists containing every task an adjunct faculty 

member should complete during the semester can be found on the Faculty Central 

website on the Semester Checklists page. 

 Student Course Evaluations (SPIs) 

Explain the course evaluation process to your mentee. Student surveys will deploy 

after the withdrawal date and will remain open until the end of the semester. 

Completion can be viewed by accessing the course roster on PASSPORT. Remind 

your mentee to encourage his/her students to complete the survey. 

 Student Conduct and Disruption Report 

Tell your mentee the Student Disruption Report can be found on the Student 

Conduct page on the Faculty Central website under the Teaching Resources menu. 

 Students with Disabilities 

Tell your mentee that he/she may receive accommodations memos from Student 

Services for students with disabilities. Discuss best practices for handling these 

situations and who to contact for help. 

 TLCC 

 Show your mentee the location of the TLCC and explain the various services it 

provides. If time permits, introduce your mentee to TLCC supervisor for your 

campus: Kim DeRonda (Lakeland) and Christina Fullerton (Winter Haven). 

 Withdrawing and Reinstating Students 

Explain the process for withdrawing students, the reasons for doing so, and that 

students may be reinstated in a course by obtaining a reinstatement form from the 

appropriate administrative assistant. 

 

 

Polk State College 
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