
1. Objective 

To provide a structured mentoring system that supports the academic performance, 
emotional well-being, career planning, and overall development of students through continuous 
guidance and motivation by faculty mentors. 

2. Scope 

This policy applies to: 

3. Goals 

All undergraduate and postgraduate students 
Faculty members designated as mentors 

MENTOR POLICY 

Institutional academic and administrative staff involved in student support 

Identify and address academic or personal challenges faced by students 
Promote a healthy and inclusive campus culture 
Enhance student engagement, confidence, and career readiness 
Monitor academic progress and provide timely interventions 
Guide students in research, internships, placements, and higher studies 

4. Structure of the Mentoring System 

a. Mentor-Mentee Ratio 

Mentor 

b. Assignment 

Each faculty member shall be assigned up to 20 students as mentees 
Mentoring groups shall be allocated at the beginning of the academic year 

The Department Head will assign mentors at the beginning of the semester 
Efforts will be made to assign the same mentor for a student throughout the degree 
program, wherever feasible 

5. Roles and Responsibilities 

Conduct regular mentoring sessions 
Track student academic performance, attendance, and behavior 
Guide students in course selection, projects, and co-curricular activities 



Identify slow learners or students with emotional/social issues and recommend 
remedial or counseling support 
Maintain confidential records of all interactions 

Mentee (Student) 
Attend mentoring sessions regularly and willingly 
Discuss academic, personal, or career concerns with the mentor 
Act on the mentor's advice or guidance to improve performance 

Head of Department / Coordinator 

Oversee the mentoring program in the department 
Review reports submitted by mentors 
Organize training sessions for mentors and workshops for mentees 

6. Frequency of Meetings 

Meetings: Weekly for general guidance 
One-on-One Meetings: as when needed 
Special Sessions: For academicaly weak students or in case of behavioral concerns 

7. Documentation and Reporting 

Each mentor shall maintain a student profile book with the following: 
o Student profile and academic history 

Meeting dates and discussion notes 
Action plans and follow-up details 
Counseling/referral records (if applicable) 

Summary reports to be submitted to the HoD at the end of each semester 

8. Confidentiality 

All personal and sensitive information shared by mentees during sessions shall be kept 
strictly confidential and disclosed only with appropriate consent or if required for the safety and 
welfare of the student. 

9. Training and Support 
Periodic training for mentors on mentoring best practices, student psychology, and active 
listening 
Collaboration with the counseling cell, placement cell, and academic support units 



10. Evaluation and Feedback 

Annual review of the mentoring program by the Mentoring Committee 
Feedback to be collected from both mentors and mentees for improvemnts 
Recognize and reward outstanding mentors 

11. Policy Review 

This policy shall be reviewed annually to incorporate changes based on feedback, 
institutional requirements, or best practices. 
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