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Introduction
Welcome to the Creative Education Mentoring Scheme. You are probably reading this as one of
our growing HEA Fellow alumni community at UCA. According to our latest HESA figures for
UCA, 276 of you have achieved professional recognition with the Higher Education Academy,
either through our taught programme (PG Certificate in Creative Arts Education) or experiential
(Creative Education CPD Scheme). That’s 23 of you with Associate Fellow; 221 with HEA
Fellow; 32 with Senior Fellow and 2 with Principal Fellow.
You might be interested to know that we have recently re-accredited our provision with the
Higher Education Academy (now part of Advance HE) and have created a Creative Education
CPD scheme (D1-D3) for experienced teaching staff wishing to make a claim for recognition.
Each claimant for the CPD scheme will be partnered with a Creative Education Mentor who
meets with them a minimum of 2 times a year (between January and June) to offer support and
guidance on their claim.
This Guide for Mentors seeks to explain the role of a mentor. In the sections below we identify
some of the values and benefits from the mentoring process not only for the mentee, but also
for the mentor themself as well as for the University.
You may be asked to act as both a mentor and a reviewer, but never for the same applicant.
This Guide focuses on the role of the Mentor. However the advice offered here may also be of
significant use to a Creative Education reviewer (but please see also the Creative Education
CPD Scheme (Experiential) Handbook for Applicants and Terms of Reference) for further
information.
We appreciate the contribution of all mentors and reviewers to the development and
recognition of colleagues’ teaching expertise, and hope you find mentoring and assessing a
rewarding experience and valuable addition to your own professional profile as described
above. If you will be making a claim for a higher category of Fellowship yourself in the future,
the experience of mentoring others will provide excellent evidence for the criteria.
So to commence, we set out the key principles of the Creative Education Mentoring scheme.
2. Principles of the Creative Education Mentoring scheme

The Creative Education Mentoring scheme is based on a set of principles as outlined briefly
below:
•
•

•

•

It is fully aligned with the UK PSF (Descriptors 1-3) criteria for the award of HEA
Fellowships.
It is cognizant of the HEA Code of Practice to ‘remain up to date with knowledge of
learning and teaching, subject matter and assessment’ and ‘support and actively assist in
the professional development of colleagues to ensure maintenance and enhancement of
good practice and to protect learners from poor practice’.
The scheme enables academic and relevant professional services staff to gain
recognition of their academic practices as committed professionals, engaged in teaching
and/or the support of student learning
It is an internally managed and assured scheme, systemically and periodically subject to
evaluation: both internally and externally
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•

•

•

It is a scheme offering development, mentoring and leadership opportunities, notably as
reviewers and mentors to all relevant, cognate colleagues across the University as well
as externally
It is an ethical scheme, with open processes insofar as is possible, recognising the
importance of confidentiality around especially those making submissions and those
making review decisions
The Creative Education Mentoring Scheme enables the dissemination and sharing of
good and innovative practices e.g. identified in Professional DialogueIt is a self-nurturing
and progressively evolving scheme in which those coming through the scheme are
subsequently invited to contribute actively to it e.g. in acting as mentors and reviewers.
The direct experience and understanding from active participation in the scheme,
enables strong support from those acting as mentors and reviewers

3. What is mentoring, in general terms?

"Mentoring involves primarily listening with empathy, sharing experience (usually mutually),
professional friendship, developing insight through reflection, being a sounding board,
encouraging" David Clutterbuck
Mentoring is essentially about helping people to develop more effectively. It is a relationship
designed to build confidence and to support the mentee, so they are able to take control of
their own development and work.
Mentoring is not the same as training, teaching or coaching, and a mentor doesn’t need to be a
qualified trainer or an expert in the role the mentee carries out. They need to be able to listen
and ask questions that will challenge the mentee to identify the course of action they need to
take in regards to their own development.
A mentor is different from a line manager in that they will not have direct responsibility for the
mentee’s work performance but they are likely to be involved in: encouraging the mentee to
work towards their own individual objectives; and acting as a motivating guide for the mentee
on their journey.
Mentoring is used in higher education for a wide variety of situations and different points in a
person’s working life, for example:
• As part of induction for a new starter at the University
• For individuals working towards promotion
• For staff who have changed roles in a department or across the institution
• When changes to job roles occur, e.g. following a restructure
• As part of Continuing Professional Development (CPD) e.g. within the Creative Education
CPD scheme’s Experiential pathway
4. What is a Creative Education Mentor?

Mentoring may be defined as “an intentional pairing of an inexperienced person
with an experienced partner to guide and nurture his or her development (Pitton,
2006, p.1).
This description reflects how we would like to see mentors work with their mentees, within the
Creative Education CPD scheme (D1-D3) here at the University for the Creative Arts.
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At UCA, we have a network of campus based Creative Education mentors to support
participants as they gather together the evidence required to make a claim at the relevant
descriptor level. Mentors can support applicants in a number of ways, either by helping them
decide on the best route to fellowship, conducting a review of their teaching via the Teaching
Observation process, or by meeting with participants to talk through the UKPSF dimensions and
their potential evidence base of teaching/supporting learning practice.
Creative Education Mentors all hold either Descriptor 2 (Fellowship), Descriptor 3 (Senior
Fellow) or Descriptor 4 (Principal Fellow). Their role is as follows:
• Active listening and being a sounding board for ideas development
• Asking questions to help develop your own and the mentee’s understanding of a situation or
problem
• Encouraging participants to reflect on their teaching/supporting learning practices through
the lens of the UKPSF Descriptor
• Acting as a champion and advocate for the Creative Education CPD scheme across the
University for the Creative Arts, and beyond
• Being a critical friend
• Encouraging self-reflection and critical analysis of the mentee’s practice and experiences
• Helping the mentee identify areas for peer supported review (in some cases, offering to
review practice)
• Advising a mentee on the strength of their evidence base for a claim for fellowship

As a mentor you will have the opportunity to use your own experience and knowledge from
engaging with the Creative Education CPD scheme. You are encouraged to use this experience
in a facilitative manner, to support the development of the mentee and in particular in their
writing of their own application. As a mentor, you will have Fellowship yourself, and will
therefore be able to draw on a good understanding of the UKPSF and normally from preparing
your own successful claim. It is important that mentors are fully up to date with the UKPSF in all
parts but especially with the Descriptor for the category of Fellowship for which the claimant is
aiming.
As a mentor you should be prepared to:
1. Answer specific queries regarding the construction of the claim, and if necessary suggest the
applicant modify the choices of evidence e.g. for case studies (SFHEA)
2. Read and comment on draft claims – some mentees will prefer to work on a section at a time,
whilst others may wish to work through a complete draft;
3. Continue to prompt your mentee to reflect on their own experience where appropriate, and
their understanding of the wider pedagogy that informs their practice.
However, please be assured the responsibility for making things happen and putting plans into
action lies with the mentee – and not with you.

5. Why do we need Creative Education mentors?

We believe there are a number of mutual benefits offered in having colleagues acting as
mentors within the Creative Education CPD Scheme (Experiential) including:
• Mentoring offers flexibility in giving support and guidance to Creative Education CPD Scheme
(Experiential) applicants – mentoring can happen in so many ways and under lots of different
circumstances
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• It is an off-line activity- it is not a role carried out by the mentee’s line manager
• It is individual – each relationship will be unique to those two individuals involved
• It is people-centred and can promote collegiality and understanding between colleagues
around important areas of academic practice

6. Support for Creative Education mentors
At times you may feel that you need a little support yourself as a mentor; you may have faced or
be dealing with a situation with your mentee and be unsure how to approach it or what
guidance to offer the mentee. There is support available to Creative Education mentors,
including:
1. We offer annual training at UCA for all our Creative Education Mentors
3. The Creative Education Network (online blog) is a great space for finding resources on
mentoring.
4. We are continually developing and extending our range of online Creative Education
handbooks and guides, resources and tools, especially in examples and panel schedule
information on the CPD pathway of the scheme for applicants at:
https://creativeeducationnetwork.com/

7. What are the benefits of Creative Education Scheme mentoring?
We strongly believe there are benefits offered in mentoring for not only the mentee, but also for
the mentor and for your department and the University. We list some of the key points of
benefit below.
For the mentor
• Job satisfaction from seeing others develop
• Remaining in good standing through the HEA Code of Practice
• Learning and personally developing yourself from engagement in the process
• Recognition of your mentoring skills by your School/Department and the University which you
could then use in a SFHEA claim
• Motivation from self-development and responsibility
• Top up your own practice, helping to crystallize thinking and keep current
For the mentee
• Challenge and stimulation
• Increased self confidence and motivation
• Support and challenge in formulating a clear sense of personal direction
• A sounding board to discuss ideas and approaches before action is taken
• An opportunity to think about things in a different way
• Understanding of the formal and informal culture and structures of the department/university
• A source of knowledge and experience to tap into
For the Department/ University
• Increased levels of motivation from those involved
• Employees who have a clear direction and clear objectives
• Improved communication at all levels and across levels
• Sharing of knowledge and experiences and best practice as standard working practice
• Innovation and continuous improvement in the way that relevant employees approach their
work
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8. What kinds of skills, attributes and experience are useful to be an effective Creative
Education mentor?
We suggest the following skills and attributes will help ensure effectiveness in the mentoring
role:
1. Self-Awareness – you should have a good understanding of your own strengths and
development needs
2. Organisational know-how – you should know how to get things done at the University for the
Creative Arts and how things work in the Creative Education CPD (Experiential) scheme
3. Credibility – you should have personal and professional credibility
4. Accessibility – you should be willing and able to commit time to your mentee to offer support
and guidance
5. Communication – you need excellent communication skills and be able to understand the
ideas and feelings of others. You also need to be a great listener.
6. A desire to help others develop – you should reflect on how you have, as an individual,
developed and have or wish to gain, experience of supporting and developing others
7. Inventiveness – be open to new ways of doing things and different ways of working
8. Empathy – having the ability to empathise with others
9. Understanding – you need to be prepared to try to understand the diversity in perspectives,
approaches and possibly backgrounds of different mentees

Mentors should help their mentee claimant(s) to:
• understand the UKPSF and the Creative Education CPD Scheme (Experiential) and process,
and be able to locate Creative Education esources and information
• decide upon which is the appropriate category of fellowship to apply
• help claimants to identify the evidence from their career to date upon which they can draw in
making their claim
• map this evidence to the UKPSF, identify any gaps and suggest how these may be addressed
in CPD
• select the richest examples of evidence to include and decide which to use as examples, case
studies (SFHEA)
• understand how best to develop the structure and style appropriate to a Creative Education
Professional Dialogue.
• provide feedback where a draft claim needs to be altered or enhanced to ensure it meets the
criteria
• re-work a referred claim if necessary, drawing on the reviewers’ feedback
9. Making the meetings work with your mentee
We offer the following suggestions in terms of engaging with your mentee:

1. Have a clear structure and purpose. Before the meeting consider the structure and the time
parameters. These should be agreed during the initial meeting with the mentee. Having a clear
structure in mind will be the best and most effective use of both your own time and your
mentee’s time. Plan for achievable objectives in the mentee’s preparing and writing of the
application. Book in two meetings with your mentee, ensuring they happen before the June
preparatory workshops.
2. Think about the content of the meetings. There should be a balance of reviewing the
mentee’s progress against the objectives set, to evaluate how far they have been met or, if not,
why not? There should also be a balance of discussing current issues and thinking about the
future steps and ensuring the mentee sets realistic objectives for their ongoing action plan.
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3. Keep to dates and times set. Agree 2 meetings and book these in. It is easy to let the day job
get in the way but try to focus on the benefits to everyone of engaging in this process. Please
try to give it the priority it requires to be successful.
What will you be likely to do as a mentor?
Your initial meeting with a mentee is a key part of the development of their claim. From the
outset, you should try and identify the level of support your mentee anticipates they would like
(this may need to be revised as they work on their claim), balanced with the time commitment
you can offer, perhaps as a tentative schedule of meetings. The mentee needs to have a clear
understanding of the process of making a claim, which should include identifying the category
of fellowship for which they are applying, if not already determined. Different individuals may
experience various difficulties in preparing their claim, from understanding the context of their
claim through to the style in which it is written. Dialogue with a mentee ideally will identify
problems at an early stage and prevent time being wasted later on.
Helping them review their career to date and identify what evidence they can draw on might
also be necessary; sometimes claimants can overlook evidence which has become a routine
part of their practice. Once they have mapped this evidence against the appropriate Descriptor
and the Dimensions, you may need to offer guidance on how any gaps or weaker areas could be
addressed by CPD or experience before submitting the claim. You could also discuss with them
how they would like to approach building their claim – some people like to tabulate all their
evidence against the UKPSF; others might wish to start by writing a case study.
Sometimes, you or your mentee may identify a gap in their evidence. You should try to identify
appropriate CPD to address this, and your mentee may need to agree this with their line
manager as part of the appraisal process.

•
•
•
•
•
•
•

What do you think this example, case study or reflective account of practice is about in
terms of your approach to teaching and learning?
What is this narrative demonstrating? – and so what? Why is it important or significant
in your career?
What experience, evidence or scholarly findings and/or theories are you using to amplify
your claims?
What has been the impact of these things you have done, and how do you know?
What was the impact of things you’ve done on students/colleagues/strategy?
What has been the impact on you and your own CPD?
How did this approach work? – what exactly did you do and what made it successful?

10. Closing the relationship with your mentee/mentor

Once you have met twice with your mentee, you will need to feel confident in the strength of
their claim. If you feel there is still work to do, you might need to arrange another meeting, or
possibly pass on your reservations to the Creative Education CPD Scheme leader, Dr Tony
Reeves.
To avoid awkwardness at the end, we encourage you to discuss from the beginning how you
will end the relationship, e.g. how you will let the other know that you think it is time to end the
mentoring relationship. At the end of the relationship, it is also useful if possible to look back
over the time and discuss what went well and what you might do differently another time. It’s
good to comment constructively on each other's handling of the role and to see this as a
learning part of the relationship.
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Supporting Information:
Appendix A: Mentoring Conversation template
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Appendix A: Creative Education Mentoring template

Name of AFHEA/FHEA/SFHEA applicant ………………………………………
Name of AFHEA/FHEA/SFHEA Mentor………………………………………….
Date: ………………………………………………………………………...
Goals to be met
The mentor named above reviewing partners agree to enter into a mentor reviewing
State here the professional standards and/or organisational goals to be met:

relationship under the following conditions:
Agreeing the focus for the review
This discussion will focus on the participants’ self-diagnostic for the relevant level of
fellowship. Use the diagnostic to help the applicant reflect upon the dimensions they
want to focus on for their Peer Supported Reviews.
UKPSF Dimensions that are most challenging:

Possible topics for Peer supported review as result of the above:

Signed

Mentor Reviewer

Signed

AFHEA/FHEA applicant

Next meeting date:
10
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UKPSF Mentors are made up of a mixture of D3 alumni selected and trained by the
Creative Education team; and this years’ cohort of Senior Fellows (If you are making a
claim for D3 recognition, mentoring is a compulsory element, and is therefore a formalized
element of making a claim through the UCA scheme). All
UKPSF Mentors must have at least D2 Fellow status. They are trained on the mentoring
requirements of the
UKPSF and on how to undertake Peer Supported Reviews. Potential claimants for SFHEA
are offered a
compulsory workshop on coaching and mentoring technique (see Appendix E7: Annual
CPD Programme). A
UKPSF Mentor supports participants in the following ways:
• Engaging claimants with the wealth of learning and teaching materials available to them
on the CEN
online platform and myUCA resource page for recognition.
• Engaging participants in reflection on their teaching/supporting learning evidence base
through the
lens of the UKPSF (use of the UKPSF self- diagnostic to identify gaps) (Appendix E1: UKPSF
Selfdiagnostic).
• Utilising the UKPSF diagnostic conversation, to identify potential areas of
teaching/supporting
learning practice to take through Creative Education Teaching Review
• Reviewing the teaching practice of a claimant through the Creative Education Teaching
Review
process.
• Encouraging participants to develop a scholarly approach to teaching and learning in
Higher
Education.
All Mentors are given training in these aspects and are encouraged to use the opportunity
of mentoring to
remain in good standing by using their own experience and knowledge from engaging with
the CEN
Recognition scheme. Mentors are encouraged to engage in a type of mentoring that
encourages a two way
dialogue, to support the development of the mentee and in particular in their preparation
for making a claim.
All mentors (CEN and UKPSF) involved in the Creative Education (Experiential) CPD
Scheme are trained in
the following:
• Active listening and being a sounding board for ideas development
• Asking questions to help develop your own and the mentee’s understanding of a situation
or problem
• Offering different perspectives on a situation
Page 24 of 38
• Providing collegial support and encouragement
• Offering guidance and advice in regards to the mentee’s claim (It is important that
mentors are fully
up to date with the UKPSF in all parts but especially with the Descriptor for the category of
Fellowship for which the claimant they are supporting is aiming)
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• Being a critical friend
• Encouraging self-reflection and critical analysis of the mentee’s practice and experiences
• Helping the mentee identify areas for further development
• Acting as a champion and advocate for the Creative Education Network Recognition
schem
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