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RIPANS: GUIDELINES FOR MENTOR-MENTEE SCHEME 

 

General guidance 

• Allocation of mentees to all faculty members (Mentors) for admitted students shall be 

completed before new academic session was started. Students shall be assigned to 

faculty members as their mentees. The mentee for first semester/ first year students 

shall be assigned immediately after completion of admission process. 

• Students file shall be placed into the custody of mentee. It shall be handover to other 

mentee whenever the mentor-mentee has been changed and finally to be handed over 

to the Head of Department after the mentee completed the programme. 

• Handing over to be done by previous mentors by sharing the details of the mentees 

with the new mentors. 

 

Procedure: 

Orientation of Faculty (Mentors)  

• A workshop   for the   mentors shall be conducted department wise to study the role 

and responsibilities as mentors. The mentors who have held this responsibility can 

share their experience and knowledge to each other and new faculty. 

• Mentoring Orientation for students shall be organised. The aim of the program, 

advantages,students responsibilities and role of mentor shall be discussed. 

 

Mentoring of students: 

• During the first week of commencement of new academic year,mentor have to meet 

all mentees and shall create a connection with the mentees.Thereafter, the mentor and 

mentee should meet at least once in every two months. The students details shall be 

provided to each mentor. 

• Mentor should understand their mentees strengths and weakness and interest area. For 

existing students, the file record (Annexure-I) maintained by previous mentor should 

be thoroughly studied. 

• The interest, aimsand future plan of the students should be thoroughly understand by 

the mentor especially whether they want to start their own venture, expand family 

business, look for corporate placements, go for higher studies or take international 

transfers and connect them to the concerned cell. This information would help to 

guide the mentees accordingly.  

• Mentors should take proactive measures to ensure that the mentees are feeling 

comfortable and happy. Normally, compulsory meeting of mentor-mentee should be 

held after  

• The induction process of the mentees in the first year should be taken care of by the 

mentors.  
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• A record of meetings, interactions and assessment of mentees should be maintained as 

per the format in Annexure-II 

• Mentors should see that their mentees are not facing any personal problems or 

adjustment problems in the college. They should refer to the counsellor when 

required.  

• Mentors should monitor the academic records of their mentees and also monitor their 

career choices.  

• Mentor should keep a track of their mentees’ behaviour in consultation with other 

faculty.  

• Mentors should inform the Department Headimmediately for any problem identified 

upon the mentee.  

• Mentors would send the mentee report to the parents at the end of every semester 

(Annexure-III) 

• The mentors have to report/discuss with the Department Head for any issuesrelated to 

their mentees which may affect their academic performance. 

_______________________ 
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Annexure-II 

 

LETTER HEAD OF DEPARTMENT 

MENTOR- MENTEE  INTERACTION RECORD 

 

Date Time/hours Purpose of the 

meeting 

Conclusion/remarks Signature of 

mentor 
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Annexure-III 

LETTER HEAD OF DEPARTMENT 

MENTEE  REPORT TO PARENT 

(This report should be sent to parent at the end of semester. Copy should be placed in the 

student file) 

 

Name of students: ______________________________  Class: 

_________________________ 

Permanent Address of student: __________________________________________________ 

Name and address of father/mother/guardian: 

________________________________________________________________ 

 

__________________________________________________________________ 

 

Reporting period:  

 

Brief report of students:  

1. No of days absent during the semester:  

Day (s) Reason Day(s) Reason 

    

    

    

    

    

 

2. Any health Problem (s) detected: 

________________________________________________  

3. Academic performance: 

1st Sessional  2nd Sessional; 

Course Theory Practica

l 

Course Theory Practical 

      

      

      

      

      

      

      

      

      

 



5 | P a g e  
 

4. Any special remarks/note to parent:  

_____________________________________________________________________

_____________________________________________________________________

________________________________________________ 

 

  

    Mentor name & Signature:___________________________ 

    Contact NO &email : _______________________________ 

    Date: ___________________________________________ 

 

Signature


