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Thank you for accepting the invitation to become a member of the Council 
of Advisors, a group of experienced faculty members engaged in providing 
invaluable career advising to colleagues. The Council is made up of former 
members of the Academic Senate Council on Academic Personnel (CAP), 
as well as Full Professors who embody a collective campus-wide experience 
both broad and deep in terms of understanding what is required to advance 
through the faculty ranks at UCLA.  

In this first year of the program, the Council’s focus will be upon providing 
career advice, mentoring and a “sounding board” from outside their home 
department to Assistant Professors as they advance to Associate Professor. 
This effort is supplemental to mentoring provided within each department. 
In future years, the Council may also engage in career advising for 
colleagues at all stages of an academic career, if such advising is requested. 

We will assign Council members, in teams of two, to advisees beginning in 
the Fall Quarter of 2009. These assignments are expected to last for the 
duration of one academic year and may be extended by mutual agreement. 
Evaluation of the program will be ongoing during the course of the year, 
with a summary evaluation in Spring 2010 to help guide future Council of 
Advisors efforts. 

Thank you again for your generous commitment to helping your colleagues 
advance their academic careers. Your advice and experience will 
undoubtedly prove to be a highly regarded resource for others.  

 

Sincerely, 

Tom Rice Christine A. Littleton 

Vice Chancellor 
Academic Personnel 

Vice Provost 
Diversity & Faculty Development 

  

Welcome to the Council of Advisors 
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Included in this Handbook 

THIS HANDBOOK IS INTENDED AS A RESOURCE FOR COUNCIL OF ADVISORS 
members. In it you will find an article on Effective Mentoring developed by 
UCLA’s Academic Personnel office as well as materials developed specifically 
for use in the Council of Advisors program. In addition, articles and sections 
from other institutions’ career advising and mentoring guides have been 
included for your reference. In the last section, you will find an annotated 
bibliography of materials on mentoring and career advising, available on the 
Faculty Diversity & Development website.  

Sections: 

A.  Council of Advisors Checklist 

B. Faculty Diversity & Development Mentoring Web Page 

C. Sample Forms: Agreement, Advisee Information, Advisor Information 

D. Effective Mentoring  

E. Tips for Advisors 

F. Common Issues Regarding Career Advising 

G. Some Suggested Questions to Discuss 

H. Advisor’s Checklist 

I. Academic Mentoring—How to Give It and How to Get It 

J. Annotated Bibliography 
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Step 1 
You will receive an advisee assignment from the Faculty Diversity & 
Development office, beginning in Fall 2009. This communication will 
include the name of the Council of Advisors member with whom you have 
been paired, along with the name, information and CV of your advisee. 
Please communicate with your fellow Council of Advisors member to 
decide how you would like to begin. It is preferred that both advisors meet 
with the advisee together. However, if this is not possible, you may choose 
to meet with your advisee individually. 

It is important to make initial contact with your advisee within 1-2 weeks of 
receiving the assignment so that the advisee is assured of your interest and 
engagement in the process.  

Step 2 
Prior to the initial meeting, please review the materials that have been 
provided about your advisee, including his or her CV. 

Step 3 
At the initial meeting, review and complete the Agreement form (sample 
found on page 3, with a downloadable version posted online at http://
www.faculty.diversity.ucla.edu/mentor/docs/agreement.doc).  This form 
documents the objectives, duration and frequency of meetings upon which 
advisee and advisors have agreed.  A copy of this form should be submitted 
to Faculty Diversity & Development as a record for the Council of 
Advisors program. 

Step 4 
Meet in person with your advisee at least once per quarter and more 
frequently if so desired. In addition, you may keep in contact via email or by 
telephone. If any questions or concerns arise during the course of the year, 
please contact Faculty Diversity & Development (310) 206-7411 or 
facdevelopment@conet.ucla.edu for assistance. 

Step 5 
At the end of the academic year, participate in the evaluation process by 
completing an online survey provided by Faculty Diversity & Development. 

Council of Advisors Checklist 

At any time, if you have questions or encounter issues in your advising capacity that 
would be best handled by another campus resource, contact Faculty Diversity & 
Development at (310) 206-7411 or facdevelopment@conet.ucla.edu for assistance. 
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Faculty Diversity& Development Mentoring Web Page 

http://www.faculty.diversity.ucla.edu/mentor 
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Council of Advisors Forms: Agreement 

 

An electronic, downloadable version of this form is available at  
http://www.faculty.diversity.ucla.edu/mentor/docs/agreement.doc 
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An electronic, downloadable version of this form is available at  
http://www.faculty.diversity.ucla.edu/mentor/docs/advisee.doc 
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An electronic, downloadable version of this form is available at  
http://www.faculty.diversity.ucla.edu/mentor/docs/advisor.doc 
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From “News from Academic Personnel,” Volume 2, issue 2, Spring 2008   
http://www.apo.ucla.edu/docs/Newsletter_Spring08.pdf 

MOST JUNIOR FACULTY ARRIVE AT UCLA  
with only a vague idea of what is required to have a 
successful academic career. It is incumbent on 
departments and the University administration to 
provide new and junior faculty with counseling and 
career advice regarding the organization they have 
joined, its institutional processes, and their own 
career trajectory. One way of doing this is through 
formal and informal mentoring. Mentoring is most 
effective when it is both formal and informal, and 
when the process is regularly monitored. Formal 
mentoring involves the official appointment, by the 
department chair, of senior faculty as mentors who 
meet with junior faculty at specified intervals to 
review progress and future plans. Informal mentor-
ing is more dependent on the naturally occurring 
discussions that take place among faculty.  

There are a number of things that should be kept in 
mind to make the mentoring process as useful as 
possible. First, the selection of mentors should be 
made in consultation with the individual to be 
mentored and, importantly, with an eye to avoiding 
potential conflicts of interest or personality. All 
junior faculty should have at least one assigned 
mentor and required meetings should occur on a 
regular basis, with a recommended minimum of 
one meeting per quarter.  

Second, the process of mentoring should cover 
multiple concerns that affect junior faculty. These 
include some of the following important areas (this 
is not meant to be an all-inclusive list): (1) How to 
balance the multiple criteria for advancement 
(research, teaching, professional engagement, and 
service); (2) Knowledge of the resources available 
to assist in improving teaching and/or research; (3) 
Knowledge of the criteria for evaluation of re-
search, especially the importance of establishing a 

record of independent creativity; and (4) The crite-
ria for achieving promotion, and how they are 
concretely applied in the department. 

Third, successful mentoring is a process that in-
volves a give and take relationship between the 
mentor and the individual involved. The mentor 
should establish a positive and non-judgmental 
atmosphere to build trust and openness in the 
relationship, providing feedback in a constructive 
manner. Mentors should make the right introduc-
tions to colleagues on the campus or in the disci-
pline to help establish research collaborations.  

There are pitfalls mentors should try to avoid. 
While one important goal of mentoring is to help 
determine the kind of career to be pursued, the 
mentors should be circumspect about imposing 
their own value judgments regarding a “correct” 
path to follow. Thus, mentors should not promote 
their agenda, but provide sound advice. The men-
toring process can be problematic when those 
involved have dual relationships – for example if 
the mentor is a supervisor of the individual to be 
mentored or if the mentor is a co-author on a very 
large proportion of publications. Such circum-
stances should be avoided, but if that is not possi-
ble, the rule is to be on guard about the conflicts 
of interest. It often is difficult and even intimidat-
ing for junior faculty to articulate their questions 
and their needs under such circumstances; men-
tors need to be sensitive to this issue.  

Finally, the process of mentoring works best when 
it is monitored. Mentors should provide brief sum-
maries of mentoring discussions to the department 
chair, and the individual mentored should have 
access to the substance of these mentoring reports.  

Effective Mentoring 

For additional information contact the office of the Vice Provost for Faculty Diversity & Development, 
Professor Rosina Becerra on Ext. 67411. 
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AS AN EXPERIENCED FACULTY MEMBER, YOU CAN help shape careers and encourage successful out-
comes. You know and can explain the system, pointing out pitfalls, shortcuts, and strategies. Often, junior 
faculty need to learn what they may not even know to ask.  

Think of your own experiences as a junior faculty member and how you achieved your current status. Giving 
valued advice is usually rewarding for the senior faculty member, as well as for her or his more junior col-
league—in part because it can be an invigorating connection with people in touch with the most recent ad-
vances in their field. But recognize that it is often difficult and intimidating for junior colleagues to articulate 
their questions and needs, and to approach more senior faculty. Recall that things you say may—without you 
intending it—lead them to feel more anxious, more inadequate, or hopeless about their own future. It’s im-
portant to contextualize your feedback so it is actually constructive rather than undermining, and offers direc-
tion rather than simply criticism.  

1.  Let your junior colleagues know that they are welcome to talk with you—just on one occasion or 
on a frequent basis. The gift of your full attention is often the most important one you can give 
a less experienced colleague.  

2.  Clarify expectations about the extent to which you can, or will, offer guidance concerning per-
sonal as well as professional issues. If you are not comfortable assisting in some areas, suggest 
another faculty member who may be able to assist or other campus resources. Recognize and 
evaluate what you can offer, and keep in mind that you cannot be expected to fulfill every func-
tion.  

3.  Inform junior faculty about how frequently you will be able to meet with them. Be explicit if you 
have a heavy travel schedule, are about to take a sabbatical, or will be assuming an administrative 
position. Discuss alternative means of communication (e.g., email or telephone) and encourage 
them to consult others who have proven to be reliable advisors. Try always to keep appoint-
ments you do make.  

4.  Provide specific information about as many topics as you can, such as the informal rules of the 
profession and of navigating the department and institution. Help junior faculty learn what kinds 
of available institutional support they should seek to further their own career development. Tell 
them about funds to attend a workshop, for example, or release time for special projects.  

5.  Recognize that sometimes your own experience is relevant and useful to colleagues who are 
more junior; hearing accounts of how you accomplished something (or failed to), including ob-
stacles you faced, can help normalize and contextualize experiences for them. At the same time, 
it’s good to bear in mind that circumstances change in academia, in the various colleges, units, 
and in departments. So it’s good to underscore the need for junior colleagues to look into spe-
cific rules, policies and practices as they currently exist rather than relying on information passed 
on anecdotally.  

Tips for Advisors  
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6.  Share the “tacit” rules of being successful in the business of research and within the relevant unit 
with junior colleagues.  

7.  Ask your junior colleague to develop and share a work plan that includes short-term and long-
term goals as well as a time frame for reaching those goals.  

8.  Give criticism as well as praise when warranted. Always present criticism in a private and non-
threatening context with specific suggestions for improvement in the future. Rather than empha-
size past problems or mistakes, focus on future actions that may remedy or redress those prob-
lems.  

9.  Tell junior faculty where they stand—how they are doing, and if they are showing what it takes to 
move up. Be specific. Don’t just tell a junior faculty member that it’s necessary to publish more in 
high-quality journals, but suggest which journals those are, and give guidelines about approxi-
mately how many papers to shoot for in those journals before tenure.   

10. Take responsibility to encourage junior faculty to be proactive about asking questions, seeking 
feedback, and making connections with senior colleagues. Take the time to make sure junior fac-
ulty are doing so.   

11. Communicate. Failing to communicate is the biggest pitfall for all relationships. Remember that 
face-to-face meetings can often clear up misunderstandings better than email. Problems need to 
be discussed as soon as possible.  

 

Adapted from “Giving and Getting Career Advice: A Guide for Junior and Senior Faculty” NSF 
ADVANCE at the University of Michigan http://www.umich.edu/~advproj/career%20advising.pdf 
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1.  Think of yourself as establishing a respectful collegial relationship. Try to engage in ongoing conversations 
with one another. Try to meet at least once each quarter to discuss professional development and progress 
in all key areas. Don’t be invisible or cancel meetings unless absolutely necessary.  

2.  Work together to define your roles and to set goals. Remember that the career advising process is a two-
way street, and you both have to establish the ground rules. This may include agreeing on what you will 
ask of each other. Things to consider regarding career advising may include:  

 Reading drafts of grants or papers  
 Helping create opportunities or connections  
 Providing feedback about progress  
 Providing advice about teaching issues  
 Establishing a schedule of meetings 

 
 You can avoid letting each other down, or surprising each other, if you have an explicit sense of the nature 

of your expectations. And of course you both need to listen and be respectful, and recognize that both of 
you can benefit from these interactions.  

3.  Don’t expect career advising to be a panacea for every academic and career problem; it can’t address every 
issue, and no one relationship can encompass all aspects of anyone’s career. Sometimes there are prob-
lems or issues that cannot be solved through the career advising process, although often the process can 
help redirect efforts to other sources of assistance (e.g., Academic Personnel Office, Faculty Diversity & 
Development, Staff & Faculty Counseling Center, etc.). 

4.  Finally, like all other human relationships, relationships between junior and senior faculty may produce 
discomfort, despite everyone’s best intentions. For example, some people (junior or senior) may feel that 
career advising requires them to expose vulnerabilities they are more comfortable concealing (a frequent 
concern of academics, who are occupationally subject to “impostor” anxieties) or to permit another per-
son some degree of “control” over their decisions. A career advising relationship may even lead someone 
to feel more grateful, or more nurturant, than is comfortable in a professional relationship. If these un-
comfortable feelings arise, they should not provoke alarm; instead, they are signs that the relationship may 
need some adjustment or fine-tuning. It is often possible to gain perspective on uncomfortable feelings 
like these from another colleague, preferably one not too directly involved with the other faculty member.  

Adapted from “Giving and Getting Career Advice: A Guide for Junior and Senior Faculty” NSF ADVANCE at 
the University of Michigan http://www.umich.edu/~advproj/career%20advising.pdf 
 

Common Issues Regarding Career Advising  
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This is a list of questions common to many Assistant Professors. You may consider discussing these topics in 
your advising meetings. 

Adapted from “Giving and Getting Career Advice: A Guide for Junior and Senior Faculty” NSF 
ADVANCE at the University of Michigan http://www.umich.edu/~advproj/career%20advising.pdf 

  What are the formal and informal criteria for promotion and tenure? 
  What or who can clarify these criteria? 
  What would you have wanted to know when you began the tenure process? 
  How does one build a tenure file? 
  Who sits on the tenure committee and how are they selected? 
  How should I prepare for merit review? 
  What can I negotiate when I get an outside offer? 
  How should I prepare for the fourth year appraisal? 
  Is my job description matching the work I do? 
  Are my research, teaching, service and grants of an appropriate level? 
  Who should I meet in the institution, in the discipline and even worldwide? 

Research   
 Am I publishing enough? 
 How can I increase my visibility in the field? 
  What conferences should I attend? 
  Are there people that I should collaborate with? 
  How do you get on professional association panels? 
  What are the journals to publish in? Have any colleagues published there? 

Teaching   
  What classes do I need to teach? 
  How do I get a good teaching schedule? 
  How do I get to teach important classes? 
  How do I deal with sticky situations or problems with students? 
  Do I have enough graduate students? 
  How are teaching evaluations handled and weighted? 

Service   
  What are the important committees to serve on? 
  How can I get nominated to be on them? 
  Are there committees to avoid? 
 How is this work documented? 

Department or Research Unit Culture   

  
What are appropriate ways to raise different kinds of concerns or issues and 
with whom? 

  How do people find out about and get nominated for awards and prizes? 
  What organizations are important to join? 

Promotion & Tenure   

Some Suggested Questions to Discuss 
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Adapted from VCU School of Medicine Faculty Mentoring Guide 
http://www.medschool.vcu.edu/facultyaffairs/career_dev/facultymentoringguide/fmguide.pdf 

•   Set aside an hour for the first meeting with your advisee. Obtain his or her CV prior to this meeting so that 
you already know pertinent professional information. Use this hour to get to know other aspects of your 
advisee. Is he or she married? Any children? Any hobbies? Share similar information about yourself.  

•   Be sure that your advisee knows how to contact you: e-mail address, telephone numbers, fax number. You 
also should have this information from your advisee. 

•   Ask your advisee what he or she expects from you. 

•   Tell your advisee what you expect. 

•   Together, go over strengths and weaknesses. Ask what he or she sees as the most important aspect of ca-
reer development. 

•   Familiarize yourself and then your advisee with the institution’s promotion/tenure policies. The two of 
you can develop a “check list” that you can follow in regard to the advisee’s progress. 

•   Either set up a regular time to meet (such as the first Thursday of each month), or set the next meeting at 
the conclusion of each meeting. Try to meet at least once a quarter with your advisee. Be flexible, but in-
sistent about meeting. 

•   With your advisee write out one-year and three-year goals for your advisee’s career. At the end of the year, 
re-examine those goals and determine if they’ve been met. 

•   Be sure that your advisee is on committees and in organizations that will help him or her in career develop-
ment.  

•   If your advisee is interested in (or struggling in) an area that is not your strength either, actively seek others 
who may assist in this regard.  

Advisor’s Checklist  
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American Council on Education, The American Association of University Professors, & 
United Educators Insurance. (2007) Candor in the Evaluation of Tenure-Track Faculty 
from: Good Practice in Tenure Evaluation: Advice for Tenured Faculty, Department 
Chairs, and Academic Administrators.  
http://www.ue.org/documents/Good_Practice_Tenure_Evaluation.pdf 

This chapter discusses the importance of clarity, consistency and candor in the evaluation of tenure-
track faculty. 

Detsky, A.S. & Baerlocher, M.O. (2007) Academic Mentoring—How to Give It and How to 
Get It. JAMA. May 16,Vol 297, No. 19. 
http://www.faculty.diversity.ucla.edu/mentor/docs/articles/AcademicMentoringHowtoGiveItandGetit.pdf 

This commentary describes several key points of advice both for individuals who mentor and those 
who receive mentoring (mentees). 
 

Faculty Mentoring Resources @ UW Oshkosh web portal. 
http://www.uwosh.edu/mentoring/faculty/ 

These faculty mentoring resources are intended to be an aid to both faculty mentors and new faculty in 
beginning and continuing their mentoring relationship. The resource is aimed at helping new faculty 
become more familiar with the university culture, increase their learning curve, become aware of 
University resources, and contribute to a sense of community. 
 

NSF ADVANCE at University of Michigan. (2008) Giving and Getting Career Advice: A 
Guide for Junior and Senior Faculty. University of Michigan  
http://www.umich.edu/~advproj/career%20advising.pdf  

This handbook, from the University of Michigan, discusses why career advice is important, what 
exactly career advising is, and if it is the same thing as “mentoring,” as well as offering tips for senior 
faculty, department chairs and directors, and junior faculty. 
 

Olmstead, M.A. (1993) Mentoring New Faculty: Advice to Department Chairs. University 
of Washington. 
http://faculty.washington.edu/olmstd/research/Mentoring.html 

This article provides advice to department chairs in their role as facilitating advancement through 
mentoring efforts. Olmstead offers strategies to help make the expectations and criteria for promotion 
clear, facilitate the acquisition of resources, provide feedback, and reduce the impediments to progress 
towards promotion. 

Annotated Bibliography 
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Rackham School of Graduate Studies. (2006) How to Mentor Graduate Students: A 
Guide for Faculty at a Diverse University. University of Michigan.  
http://www.rackham.umich.edu/downloads/publications/Fmentoring.pdf 

This guidebook for faculty, along with a companion handbook for graduate students (How to Get the 
Mentoring You Want), reflects Rackham’s acknowledgment of the important role mentoring plays within 
graduate education. This handbook was developed to assist faculty and graduate students in forming 
mentoring relationships that are based on realistic goals, expectations and understandings of one 
another. 

 
Scorcinelli, M.D. (2000) Principles of Good Practice: Supporting Early-Career Faculty.  
http://www.eric.ed.gov/ERICDocs/data/ericdocs2sql/content_storage_01/0000019b/80/2b/6d/64.pdf 

This article offers a summary of good practices for department chairs to examine current practices and 
foster a departmental culture of support for early-career faculty. This article proceeds from the Heeding 
New Voices Study published in the same year. 
 

UCLA Academic Personnel. (2008) "Effective Mentoring" from: News from Academic 
Personnel. Vol 2:2, (Spring). 
http://www.apo.ucla.edu/docs/newsletter_Spring08.pdf#page=3 

This article, from UCLA’s Academic Personnel Office newsletter, considers the benefits of both 
formal and informal approaches to mentoring in the academic setting. 

 
VCU School of Medicine. (2002) VCU School of Medicine Faculty Mentoring Guide. 
Virginia Commonwealth University. 
http://www.medschool.vcu.edu/facultyaffairs/career_dev/facultymentoringguide/fmguide.pdf 

This booklet was compiled as a guide to encourage mentoring activities at the School of Medicine on 
the Medical College of VCU. This guide is designed to help faculty determine if they are in a position 
to be a mentor, describe the rewards associated with the undertaking, offer direction on how to seek a 
mentor and why one should do so. 


