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1. Introduction

The Mentor-Mentee Program at BBDU is an institutional initiative aimed at providing
continuous  support, guidance, and counselling to students through a structured mentorship
framework. The program is designed to foster an inclusive and encouraging environment that
enhances academic performance, personal growth, and career readiness.

2. Objectives

+ To monitor the academic progress and personal development of students.

» To provide emotional, psychological, and career-related guidance.

 To identify slow and advanced learners and support their academic needs.

« To build astrong student-teacher rapport for a healthy academic ecosystem.

» To ensure early identification of issues like absenteeism, stress, and demotivation.

3. Scope

The policy applies to all undergraduate and postgraduate students enrolled at BBDU and
involves faculty members across departments.

4. Roles and Responsibilities

4.1 Mentors

» Assigned by Dean/Head of the School/Department.

« Conduct at least one formal meeting per month with each mentee.

« Maintain individual mentorship records.

» Track academic progress and attendance.

+ Identify slow/advanced learners and provide customized guidance.

+ Liaise with parents (if necessary) with the permission of Head/Dean of School for
critical concerns.

4.2 Mentees

« Actively participate in meetings.
* Share academic, personal, or professional challenges.
» Follow the mentor’s advice and suggestions sincerely.
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4.3 School Coordinator

Faciltate mentor-mentee allocations.

Organize orientation and periodic training sessions.
Ensure timely submission and auditing of records.
Report consolidated data to the Dean/IQAC.

5. Mentor-Mentee Process Flow

Allocation: Mentees shall be assigned during the first month of the academic session.
Orientation: All students and mentors attend a program orientation.

Interaction: Regular meetings, both individual and group, are conducted.
Monitoring: Academic performance, attendance, and behavioural issues are tracked.
Escalation: Serious concerns should be reported to the Dean of School.

Evaluation: Feedback and progress are reviewed at the semester end.

6. Guidelines for Mentors

Build trust and a non-judgmental environment.

Keep all discussions confidential unless escalation is essential.
Encourage mentees to set academic and personal goals.

Avoid any form of discrimination or bias.

Promote career planning, internships, and skill development

7. Monitoring and Evaluation

School Coordinators shall conduct a mid-semester review.

Random audits of mentorship logs by IQAC.

Annual consolidated report submission from each School to IQAC.
Recognition of Best Mentors at School.

8. Confidentiality and Ethics

All personal and academic information shared should be kept strictly confidential.
Ethical and respectful conduct must be maintained at all times.

9. Training and Support for Mentors

Schools/IQAC shall organize Orientation sessions from time to time and also
Seminars/Workshops/ Special Sessions by experts on psychological well-being,

academic support strategies, and communication skills
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Record Maintenance Formats
1. Mentor Allotment Register
| Sr. No. | Mentor Name | Dept. | No. of Mentees | List of Mentees (Name, Roll No.) |
2. Mentee Profile Form
Personal Details
Name:
Roll Number:
Course & Year:
Section:
Department:
Contact Number:
Email 1D:
Parent’s Name:
Parent’s Contact No.:
Address:
Academic Background
Class X %:
Class XII %:
Entrance Exam Rank (if any):
Career Interest/ Goal:
Self-Assessment
Strengths:
Areas of Improvement:
Hobbies & Interests:

Any Medical/Personal Condition to Note (Confidential):



3. Mentor-Mentee Meeting Log

| Date | Mode (Online/O ffline) | Key Discussion Points | Actions Taken | Signature of Mentor
| Signature of Mentee |

4. Monthly Mentorship Report

| Month | No. of Meetings | Common Issues Faced | Support Provided | List of
Slow/Advanced Learners Identified |

5. Feedback Form (Mentee)
Rate the following on a scale of 1 to 5 (1 — Poor, 5 - Excellent):

» Approachability of Mentor
» Regularity of Meetings

o Usefulness of Guidance

» Career Counseling

« Emotional Support

Suggestions for Improvement:

6 Feedback Form (Mentor)

» Were students responsive and cooperative?
o What were the main challenges?
+ Recommendations for improvement of the program?

7. Consolidated Departmental Mentoring Report

Department:
Semester:
Coordinator Name:

- No. of Advanced ;
Mentor  No. of y Slow Learners Summary of  Actions
Meetings ) Learners y
Name  Mentees Identified ; Common Issues  Taken
Held Identified

Signature of Coordinator:
Signature of Head of Department:
Date:

Counter Sign by Dean of School



