
Mentor Job Description and Guidelines
Introduction 

You who are mentoring students are fulfilling a crucial role in their education. Mentoring involves a more experienced person bringing along a less experienced protégé in the practice of their field, not only by enhancing skills but also by implanting a vision of standards of workmanship and of horizons of accomplishment. As you meet with your student, please assist us 

with your feedback about ways in which the following advice might be augmented or expressed differently to be of maximum help to you and others. 

• Academic accountability. One of the reasons for this program to involve a face- 

  to-face mentor is to be able to verify and attest academic progress. A local 

  mentor is capable of encouraging and inspiring better work and understanding 

  from students, not just verifying what has been done by their own impetus. 

• Academic quality. By mentoring, you may have opportunity to pick up any 

  misunderstandings students might have received and to correct them long      

  before they surface in a term paper or examination. 

• Special emphases. In any given week, one or more of the lessons may leave  

  something to be desired, and you can then make sure that students get the   

  intended emphasis. 

Weekly Mentoring Role 

Mentoring sessions typically cover 4-6 lessons, but feel free to use a schedule that works for you and your students. The number of sessions will vary for different students, usually ranging from 5 to 11 for a half module. 

1. Perhaps the first thing to do each session is to ask to see the Daily Study 

    Guide sheets which have Reflection Questions on the left and space for 

    additional Review notes on the right. It is very simple to glance at those and 

    see what has been done. Either the answer given on the left is correct or it has 

    been corrected on the right. If it is not correct and is not corrected, that is 

    something to note. If it is incorrect and is helpfully corrected, that is something 

    else. If no notes appear on the right at all, it may be that the students did not 

    have time to read the Review.  

    Feel free to discuss any of the questions with the students and to elaborate on 

    other sections of the week’s readings. Take note of the student’s achievement 

    of selected Lesson Objectives. Ask them which ideas they would like to pursue 

    further. Feedback from students and mentors on any point is always welcome. 

    An evaluation sheet is provided for this purpose. 

Sample Questions to ask to stimulate discussion: 

• How was this reading helpful? What did you learn? 

• How can you integrate this material? 

• What main ideas are in these lessons? 

• Do you agree or disagree with these concepts, and why? 

2.  Look at the Personal Response section of each Daily Study Guide. This is a key barometer of where students are and where they are going. Try to be appreciative of any glimmer of faith or force of spirit that appears and encourage students to hang in, both intellectually and spiritually.  

3.  Using the “Rubric for Assessing Mentoring Session” (see page viii) evaluate the student’s written work and the quality of discussion, including comprehension and achievement of lesson objectives, for each mentoring session. You do not need to grade each lesson individually. Please try to assess each student’s work in view of the level of understanding of concepts, and ability to analyze, synthesize, and communicate information, expected of students at the graduate level. While students may show great improvement over time, some might never reach an A level of comprehension, because of lack of study time, less ability to handle analytical concepts, or other personal factors. Keep in mind that graduates of this program may be asked to teach the materials at a university or other educational institution in the future. 

Instructions for downloading and returning the “Assessment Key for Mentoring 

Session” should have come from your school's administrator.  A sample of this key is also provided. Contact your school's administrator if you think you may have misplaced these instructions or do not have knowledge of having received them. Save these completed assessment keys to be turned in at the end of the half-module with the student’s half-module grades for their student teaching and their inductive Bible study. Thank you for helping us assess different students’ achievements. 

Part of the assessment process for the mentor includes evaluating the degree to which the student meets the Affective Student Learning Outcomes. Please give a brief description of how your student is achieving the following Learning Outcomes. In what ways does your student:  

   a. Show an appreciation of the cultural and religious diversity among  

       human societies and the value of each culture and religion. 

   b. Reflect critically on their own culture and worldview and the  

       implications for understanding the roots of human problems. 

  c. Exhibit the values of life-long learning, reflection, and service  

      characteristic of voluntary international development agencies.  

4. The Hebrew and Greek lessons are self-explanatory and do not expect an in-       

     depth knowledge of the languages. Students will benefit from encouragement   

     and accountability from the mentor while they are learning a new alphabet 

     and language system. Some students may find it more helpful to set aside 

     larger blocks of time to work on the language lessons rather than one lesson 

     at a time. These do not have to be completed on the days they are assigned 

     as long as all quizzes and tests are submitted before the end of the Half 

     Module. 

5.During the half-module the student will write a Research Paper and an Integrative Paper.  

The Research Paper should be a typical, library-based term paper. At least one paper, the Ethnographic Interview, assigned in Module 3B, is a field-based paper. The student could propose to do other field-based research if you are certain that the student already has sufficient mastery of the particular research methodology needed to do the study. In addition, the student may opt to do up to two projects, which would apply or extend what is being learned but would not be in the nature of an academic paper. For example, such projects may include creative work, such as a timeline chart, a video, a set of lessons for children, etc. They need to be related to the readings for the module, but may not involve as much library research. Your role in the process of the student learning to do good research and writing is critical! 

The Integrative Paper functions in the place of final exams for each half module. The student does not need to do any additional research for this paper beyond the readings assigned in the Study Guide. The student is to take what was learned from sometimes disparate readings and integrate them into a coherent, interpretive whole. The student will need to develop a thesis statement of what he or she believes is the central point of the whole half-module and then “prove” that thesis using appropriate arguments and narrative which they document from the assigned readings. 

Please familiarize yourself with the requirements for these assignments (see pages viii- xx) and the various instructions and advice, which will be given to the student. Discuss these projects with the student and provide whatever guidance and help would be appropriate. You may be able to help students narrow their topics and develop themes logically. Feel free to assist students in finding appropriate materials. You may have useful publications that they might consult, especially if their access to libraries is limited; or you may be aware of journals, books, and other works on the topics they select. Some may need to be encouraged to finish the task. 

Notes about the Research Paper and Integrative Paper:  

• A number of lessons in each half module have been set aside for the student to    

  use to work on these projects. Feel free to continue to meet with the student  

  during those times.  

• Please have the student submit to you at least one rough draft and the final 

  draft for your comment and approval.  

• Please do not forward for grading any student work that you do not feel is  work 

  of at least the minimum quality that should be expected for the program and 

  school your student is enrolled in. Please insist that the student continue to     

  work on the paper until it is of a satisfactory quality before submitting it to the    

  school for grading.  

• As a safeguard against losing valuable material in the mail, please make copies 

  of all papers and keep them on file at least until the student receives the final 

  grade for the Module.  

Grading and Feedback at the End of Each Half Module 
Turn in the assessment keys for the mentoring sessions that you held with your student this past half-module with the Mentor Half-Module Assessment form.  

The “Mentor Half-Module Assessment” form (5 pages) is required from the Mentor at the end of every half-module. Instructions for downloading and returning the “Mentor Half-Module Assessment Form” should have come from your school's administrator. Contact your school's administrator if you think you may have misplaced these instructions or do not have knowledge of having received them.  

Sections of the Mentor Half-Module Assessment 

1. Teaching Component  

   Please assign the student a grade of “Pass” if the student has done something 

   to pass on in a culturally appropriate way what has been learned in the half 

   module and has turned in to you a self-assessment form. We do not specify in 

   what form the student’s “teaching” must take. We only require that the student 

   has passed on something that they have learned. If the student has not done 

   this, then please help the student do some form of “teaching,” because the 

   student will not be able progress to the next half module without passing this 

   component of the current half module. 

2. Inductive Bible Study (IBS) Component 

   Ask the student if they have done the assignments in the Study Guide and ask 

   them to turn in two samples of their work. If the student has turned in the two 

   samples and has reported having done at least 60% of the Inductive Bible

   Study assignments, then assign the student a grade of “Pass.” If not, then the 

   student may not proceed to the next module until this requirement is met. 

3. Course Feedback Section  

   We appreciate very much the service you are providing our students in   

   enriching their learning experience. Please submit your responses to the        

   questions in the course feedback section regarding your student’s study and  

   meeting schedule, and questions concerning the curriculum.  

4. Mentor Self Evaluation  

   Please submit your responses to the mentor self-evaluation questions. This will 

   help us evaluate the usefulness of the guidelines and resources we provide in 

   order to help our mentors, as well as the expectations we hold for our mentors. 

   We appreciate very much the service you are providing our students in 

   enriching their learning experience. 

Lesson Overviews Volume 

Included in the Lesson Overviews volume is a section of ‘Introductory Material’ Here you will find several resources that will help you understand what is required of a student in the Global Civilization program.  Located in the introductory material are the Program and Module Outcomes.  Each Lesson Overview has an “Introduction” and “Review” for each lesson. These 

are not formal lectures nor articles written for scholarly journals; rather, they were originally informal oral presentations to assist mentors in guiding students and to direct students in their studies. These comments enable you to quickly get a feel for what the students have been exposed to in the way of direction and encouragement each day before doing the daily studies, and the lesson presenter’s discussions of the Reflection study questions. 

Mentor/Student Checklist 

This list will help the Mentor and the student ensure that all requirements have been fulfilled before the ending of a half-module.  This list is a helpful tool that is to be acquired from your school’s administrator. Instructions for downloading and returning the “Mentor/Student Checklist” should have come from your school's administrator. Contact your school's administrator if you think you may have misplaced these instructions or do not have knowledge of having received them. 

mentorguide0208 – page 1 of 5

