ARCHAEOLOGICAL MENTORING PARTNERSHIPS
	RECORD KEEPING: NOTES FOR MENTORS AND MENTEES

You are required to keep adequate records of your mentor sessions throughout the duration of your partnership. These records will enable your progress to be monitored and are also essential for the draw down of your grants instalments. These progress records include:

Individual Mentoring Plan (IMP)
- a skill specific schedule of agreed mentoring targets, as agreed between mentors and mentees. Progress against these targets will be reviewed regularly during an agreed schedule of meetings with the Historic England appointed Project Assurance Officer.


	Failure to complete records punctually will prevent payment of Grants instalments to you



INTRODUCTION
Your Individual Mentoring Plan (IMP) will be developed for the mentoring partnership to record your prior learning and experience and to plan activities to be undertaken during the partnership. This will take into account your existing ability and experience along with your own goals and aspirations linked to the desired outcomes for the whole project.
It will also be used to measure and monitor your training and development during your partnership. This is a crucial document and requires careful planning at the outset, but it may also require adjustment and up-dating during the partnership dependent upon your starting level of skill and the rate of your progression. The Individual Mentoring Plan should therefore remain flexible to achieve maximum results and take into account any unforeseen change during the partnership or to respond to new opportunities. 
On-going assessment against the agreed Individual Mentoring Plan will be achieved through the Progress Review meetings between the mentor, the mentee, and at some times, the Project Assurance Officer (PAO) agreed in Section 2 of the Individual Mentoring Plan. 
 
GUIDANCE NOTES – PART A: INDIVIDUAL MENTORING PLAN:
In the process of applying for an Archaeology Mentoring Partnership grant, the mentor and mentee should complete an outline activity plan to include the initial timeline of mentoring and the anticipated outcomes of the mentoring partnership.  If successful in receiving a grant, you should meet with the PAO during the first month of your partnership to review your outline mentoring plan and to agree on a final copy of your agreed programme. The Mentor and Mentee should both be present. Together you should fill the sections in and complete it by the end of the first month of your partnership. You can then use the ITP along with the Progress Review document to monitor your progress and ensure that you gain valuable work experience.
The following sections correspond with those on the IMP document provided.

Section 1: Partnership description
Capture details of the location and nature of the planned partnership.

Section 2: Progress Review Meetings
Mentors and mentees should agree a suitable timeframe for your regular Progress Review meetings These meetings are between Mentors, Mentees and the PAO. For a 12-month partnership, these meetings normally occur every quarter. For shorter length partnerships, these meetings should occur at least at the beginning and end of the placement. The final Progress Review should be carried out in the last month of the partnership to discuss your achievements and the success of the partnership.

Section 3: Validation of Informal and Prior Learning
Before the mentor and mentee discuss and write down the skills you want to achieve, please use this section to reflect on the skills and/or qualifications the mentee already has and your level of competency in each of them. You may have gained practical skills and knowledge either through previous work, voluntary work, or in further education. 
When completing information about your competency level, think about how long you have been able to put the skill in practice and how confident you are in using that skill. You may find it helpful to rate your own competency:
A – Aware (Aware means you are familiar with the activity, but may not have actually carried it out)
E – Experienced (Experienced means you have carried out the activity on at least one occasion)
C – Competent (Competent means you are capable of carrying out the activity effectively and efficiently)
Be honest with yourself – the aim of the partnership is to improve your skills.

Section 4: Help and Support
Use this section to record any additional needs or health and safety training to be provided to ensure successful outcomes for your partnership.

Section 5: Agreed aims for the Partnership
Use this section to record what you want to accomplish through your partnership, both in terms of personal skills and career aims. Remember that the grant you have is intended to help you get the right specialist skills for your career. Listing your main aims will help your mentor and the PAO, to ensure that your Placement provides you with the positive results you want.

Section 6: Training Delivery Methods and Resources
Use this section to record what the types of methods for training you will undertake are, and list and required resources for he partnership, such as books, technical equipment etc. Some of these you may have requested funding for in your application. Others may be things the Mentor may supply, or the Mentee will be required to source themselves.

Section 7: Agreement
The mentor and mentee should sign this to confirm that you have agreed the IMP. The PAO will also sign this following confirmation of your final agreed programme at the initial progress review meeting.

Section 8: Mentoring Activity Plan and Record
Use this section to detail your delivery plan. What is the activity you will be undertaking, when will it happen – who is leading on it? Is it something the Mentor is providing, or is it work the Mentee should do? Once completed, record which milestone or training aim it has helped you achieve. This section of the plan can be considered “live” and updated and amended as required.

Keep your IMP safe and regularly review it to make sure you are following your training targets.

GUIDANCE NOTES – PART B: PROGRESS REVIEW
The schedule of Progress Review meetings is agreed in Section 2 of the IMP. The Progress Review is an opportunity for both mentor and mentee to discuss your activities, performance and progress. You should compile information on the activities you have undertaken and the progress you have made. 

Section 1: Mentee reflection:
You should complete this section before meeting with your Mentor. Consider the questions for the period of your mentorship since your last Progress Review Meeting. Thinking about these questions should help you articulate how you feel your placement is going when you meet with your mentor.
How am I doing?: 		Have you progressed in your specialist skills as you hoped?
Are you gaining suitable and relevant experience to your training targets?
Are you being challenged in your activities?
Are you enjoying the training, and can you see its value?
What have I learned over this review period?
List new activities and experiences you have had.
List your achievements.
What has helped/hindered me over this review period?
Have there been any benefits or drawbacks in you achieving your training targets?
What else can the Mentor do to assist with achievement of my training targets?
Are there other opportunities that you need to fulfil you training targets?

Section 2: Progress of Training Targets
This table outlines your training targets and asks you to consider how far you have progressed to achieving them and what training you should focus on next.
The table is divided into 3 columns – Training Targets, Results and Forward Plan. 
The training target competencies will have been noted, as identified in your IMP.
Results indicate your current competency in each activity.
Forward Plan - with your Mentor tick specific activities that you will need to focus on in the next period of your placement.

Section 3: Mentor’s comments
Your Mentor should comment on your progress since the last Review; noting any activities that you excelled in or that you found challenging.

Section 4: Agreed aims for the Placement (Final Review only)
This section is only to be completed during your Final Progress Review. You should look back at your IMP to reflect on your agreed objectives for your Placement and whether it has helped you achieve them.
Mentor’s comments: Your Mentor should comment on your overall progress during your partnership and any recommendations or advice they may have for you to progress within the historic environment sector.

Section 5: Agreement
You and your mentor should sign the Progress Review to indicate that this represents an accurate record of your progress.

Keep your copy of your Progress Review safe with your other documents so you can map your training progress.
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ARCHAEOLOGICAL MENTORING PARTNERSHIPS
Part A: Individual Mentoring Plan

	SECTION 1: PLACEMENT DESCRIPTION

	Partnership Between
	Mentor
	Mentee

	
	
	

	Mentoring Subject
	

	Company name (if applicable), address and telephone number
	Mentor
	Mentee

	
	
	

	List of training locations to be used 
	

	Duration of Partnership & Indicative start/finish dates
	




	SECTION 2: PROGRESS REVIEW MEETING DATES
Between Trainee, Supervisor and Project Assurance Officer 

  All progress reviews are mandatory and scheduled as per guidelines
Please use the Progress Review proforma attached to this Training Plan

	First Month Progress Review Meeting
	

	Mid Point Progress Review Meeting 
	

	Final Month Progress Review Meeting
	

	List information mentee should prepare for Progress Review Meetings
	

	Exam or Assessment Dates (if relevant)
	




	SECTION 3: VALIDATION OF INFORMAL AND PRIOR LEARNING

	Existing Relevant Qualifications 
(add more if relevant)


	Qualification Title
Level
Exam Body
	

	
	Qualification Title
Level
Exam Body
	

	Rate Level of Existing Competencies
A – Aware (Aware means you are familiar with the activity, but may not have actually carried it out)
E – Experienced (Experienced means you have carried out the activity on at least one occasion)
C – Competent (Competent means you are capable of carrying out the activity effectively and efficiently)

	

	Trainee’s thoughts or comments on existing skills

	




	SECTION 4: HELP AND SUPPORT

	Heath and Safety Training and Equipment (If applicable)
	

	Access Needs (If applicable)
	

	General Issues
	




	SECTION 5: AGREED AIMS FOR THE PLACEMENT

	Mentee’s Training Aims

	

	Mentee’s Career Aims

	




	SECTION 6: TRAINING DELIVERY METHODS AND RESOURCES

	Methods of delivery/training to be used
	

	List agreed resources required by trainee (to be provided by AMP grant)
e.g. reference books, skills passports, memberships etc
	

	List agreed resources required by trainee (NOT provided by AMP grant)
e.g. camera, type of tools notebook etc
	




	SECTION 7: AGREEMENT (Only Following Initial Progress Review Meeting)

	Signed:
	
Mentee
	Date:
	

	Signed:
	
Mentor
	Date:
	

	Signed:
	
HE Project Assurance Officer
	Date:
	







	SECTION 8: MENTORING ACTIVITY PLAN AND RECORD
This section can be amended as required.

	Date
	Mentoring Activity
	Lead
	Milestone/Training Aim Achieved

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Part A: PROGRESS REVIEW TEMPLATE

	Archaeological Mentoring Partnerships
Individual Mentoring Plan: Progress Review

	Please refer to the Individual Mentoring Plan completed at the outset of the Placement

	Mentee Name
	

	Progress Meeting
	Number:
	
	Date:
	

	SECTION 1: TRAINEE REFLECTION

	How am I doing?

	

	What have I learned over this review period?

	

	What has helped/hindered me over this review period?

	

	What else can the Mentor/PAO do to assist with achievement of my Training Targets?

	

	
SECTION 2: PROGRESS AGAINST TRAINING TARGETS

	Training Targets
	Results
	Forward Plan

	
	
	

	
	
	

	
	
	

	
	
	

	SECTION 3: MENTOR’S COMMENTS

	Comments:


	SECTION 4: AGREED AIMS FOR THE PLACEMENT (Final Review Only)

	Progress against original aims:


	Mentor’s comments:


	SECTION 5: AGREEMENT

	Signed:
	
	
	

	Signed:
	
	
	




image1.jpeg
% Historic England




