
 

  

Intervention Detailed Design 

Nadine Ciamarra, Instructional Designer 

Centre for Faculty Development 

LaFortune University 

Guide the Way Mentorship Program  



 

 

1 Manage Disruptive Behavior in Class 

 LaFortune University 

Guide the Way Mentorship Program 
Background 

 
The proposed intervention is for the managing disruptive behavior in class campaign at LaFortune 
University. The performance improvement campaign aims to help new lecturers implement classroom 
management strategies that they learned about in the training program into their own teaching. 
 
Based on the results from the performance needs analysis that was conducted, the main factors 
affecting new lecturers’ performance include lack of clear guidelines,  individualized feedback, and 
guidance (Andreu & Canos, 2006; Langdon, 2011; Luskova & Hudakova, 2013). In other words, new 
lecturers are not provided with constructive feedback on their performance with regards to whether 
or not they are handling disruptive behavior appropriately in their courses.  
 
One of the suggested interventions in the campaign is the Guide the Way Mentorship intervention, 
which proposes setting up a mentorship program between new lecturers and more experienced 
professors. The main aims are to support new lecturers and reward professors for their efforts. The 
expected outcome is that new lecturers become more confident and handle disruptions effectively as 
they arise in their courses. In addition, this intervention will help create a culture of positive 
cooperation amongst faculty members, and increase the retention rate among new faculty lecturers. 

Benefits of the Intervention 
This intervention is appropriate because it is a relatively straight forward intervention to implement 
across the university, the expected benefits are high, and it is a cost-effective solution.  
 
There will be a positive effect on new lecturers as they will get feedback on what they are doing right 
and wrong and suggestions on how to improve. They will get guidance from their mentor which will 
make them feel supported and will help them gain confidence in their teaching abilities. Moreover, 
this will result in new lecturers wanting to stay at the university, which will lower the high turnover 
rate of new faculty at LaFortune University.  

Scope and Description 
The Guide the Way Mentorship is a program that involves a feedback system to help new lecturers 
know what they need to improve in their teaching practices. This intervention has been selected as it 
targets Job 1 (new faculty lecturers manage disruptive behavior in their classes effectively) and 
touches on all its performance objectives, but specifically focuses on: 

• Given classroom management strategies, new lecturers address disruptive behavior in class 
100% of the time. 

• Given university policies, new lecturers handle disruptive behavior in an acceptable way 100% 
of the time. (acceptable: in a permitted and defined manner) 

• Given support from faculty colleagues, new lecturers seek guidance about disruptive 
classroom behavior every time a complex issue arises. 
 

As the number of new hires varies per year and department, the number of mentees and the number 
of needed mentors will vary each year. There should be one mentor per five mentees maximum as to 
provide individualized help and restrict extra heavy workload for the mentors.  
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Mentors and mentees will have an initial meeting at the beginning of the semester to discuss the help 
available within the mentorship program (e.g., mentor as resource person and feedback provided on 
classroom observation) and to determine the type of support the mentee needs (e.g., frequency of 
meetings, level of guidance required). During this meeting, they will also set the date for when the 
classroom observation will take place (one-two months later) and the post-observation meeting. 
There will be a minimum of three required meetings, and additional meetings will be determined on a 
case by case basis during the first meeting.    
 
The Guide the Way Mentorship program involves setting up and implementing several components: 

• Communication letters for the announcement of the mentorship program and recruitment of 
mentors 

• Mentor’s Package: 
o Mentor Guidelines for the Classroom Observation  
o Post-Observation Feedback Aid for Mentor 
o Lecturer Performance Evaluation Form 

• Mentee Self-Assessment Form 

• Mentor Recognition Plaque 

End users 

The users involve two groups of performers: 

• New lecturers who are in their first semester of teaching at the university and specifically 
inexperienced faculty who have little awareness of the issues in their own teaching 
(mandatory basis) 

• Faculty colleagues who are professors with several years of experience and want to become 
tenured will act as mentors (voluntary basis) 

Individuals Involved and Responsibilities 

• Education Program Coordinator (EPC) at the Centre for Faculty Development who will oversee 
the program 

• Human Resources staff administer the implementation of the mentorship recognition plaque 

• Department chairs acting as contact and support people 

• Employees involved in the development, review, and maintenance of the content: 
performance consultant, graphic designer, editor 

Measuring the Success of the Intervention 

The success of the intervention will be measured by considering factors such as: 

• The improvement of new lecturers’ classroom management strategies based on the feedback 
of the mentorship 

• The engagement of users including new lecturers providing comments on their experience by 
completing the mentorship self-assessment form and the mentors’ providing constructive 
feedback based on the completed form comments 

• The positive feedback from student course evaluations 

• The decrease in the turnover rate among new lectures at the university  

Cost of the Intervention 

There are certain costs associated to implementing the Guide the Way Mentorship program and 
include upfront costs as well as recurring costs: 

• The design and development of the Mentor’s Package documents  
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• The design and implementation of the mentorship self-assessment form 

• The purchasing of the mentor recognition plaques from the university’s supplier 

• The time investment and dedication of mentors and mentees  

• The time investment and dedication for administering the program including that of the 
Education Program Coordinator and HR staff 

Constraints 

There are some constraints to take into consideration as they might affect the development and 
implementation of the intervention and, thus, will have to be worked around: 

• Budget for the performance improvement campaign is not specified 

• As being a mentor is on a voluntary basis, it might be challenging to secure faculty (this might 
require the faculty chair to step in as the mentor) 

• Scheduling issues might arise between mentor and mentee’s schedules and their availabilities 
to meet 

• Follow the university’s editorial and design guidelines including in-house templates 

• Only one performance consultant and one subject-matter expert working on the performance 
improvement campaign  

Timeline and Schedule of Intervention 

The proposed timeline for the Manage Disruptive Behavior in Class performance improvement 

campaign is presented below. It includes all components of the development process as well as the 

drop-dead date for the implementation. 

 

 

Performance Improvement Campaign Milestones: 
Manage Disruptive Behavior in Class 
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The Guide the Way Mentorship program spans a whole semester that is 14 weeks and includes 1 

additional week (week 0) before the start of the semester to send out the information as well as 2 

weeks afterwards for the administering the verification process and sending information to HR.   

 

Guide the Way Mentorship User Experience and Interfaces 

Communication Letters 

Letters to announce the Guide the Way Mentorship program as well as recruit mentors will be sent by 

email. These will be sent out by the Education Program Coordinator at the Centre for Faculty 

Development, and department chairs will be asked for their input on suggestions of possible mentors 

as well as be asked to the spread the word and encourage faculty to take part. Mentors will need to be 

secured two months before the starting date at the latest.   

Mentor duties will involve various tasks:  

• Be available to answer mentees’ questions by email and in-person 

• Be available to meet with mentee as need be (in addition to the initial meeting, classroom 
observation, post-observation meeting) 

• Observe mentee’s lesson to provide constructive feedback 

• Provide in-person feedback on mentee’s disruptive behavior managing skills 

Design Specifications 

• Asset dimensions: standard 8.5 x 11 inch letter 

• File format: electronic PDF  

• Color codes: RGB 20/63/106 (border); RGB: 20/63/106 (headings & footer)  

• Image: LaFortune University logo (top right corner) 
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Sample of Announcement Letter 

 

Mentor Guidelines for the Classroom Observation 

New lecturers will have their teaching assessed through a classroom observation. At the first mentor-
mentee meeting, a date will be set for when the mentor will conduct the classroom observation. The 
observation will take place one or two months after the start of the semester as to allow the new 
lecturer some time to adapt to the new teaching environment.   
 
To conduct the classroom observation, a mentor will refer to the following documents from the 
Mentor Package: 

• Tips to consider while observing a mentee’s lesson 

• Lecturer performance evaluation form 
 
The mentor is to use the provided observation form to take notes during the classroom observation of 
the mentee. The mentee will have access to the form beforehand to know what criteria he/she will be 
assessed on. Moreover, during the meeting, the mentee will discuss any specific aspects he/she wants 
the mentor to look out for and get feedback on. 
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Design Specifications 

• File format: PDF  

• Color codes: RGB 224/235/246 (box background, title, copyright), RGB 255/255/255 (text in 
boxes)  

• Font type and size: Myriad Pro 22 (title), 11 (body text) 

• Images: classroom  (background), 60% transparency  

Sample of the Tips for Observation Job Aid 

 

Design Specifications 

• File format: PDF  

• Color codes: RGB 20/63/106 (category background), RGB 191/191/191 (cell background), RGB 
255/255/255 (category text), RGB 0/0/0 (comment section text)  

• Font type and size: Calibri 11 (text), Calibri 11 bold (title) 

• Images: university logo (top right corner  
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Sample Lecturer Performance Evaluation Form 

Lecturer Performance Evaluation Form 
 
Date: _________     Lecturer name: ________________         Examiner name: __________________ 
 

 

Post-Observation Meeting 

After the mentor has observed a mentee’s lesson, a 30-minute feedback meeting is to be scheduled. 

This should take place as close as possible right after the observation so the content is still fresh in 

their minds. The mentor is to email the completed evaluation form to the mentee before the meeting.  
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This job aid is for mentors to refer to when giving constructive feedback during the post-observation 

meeting with the mentee   (Bailey, 2006). The job aid will be part of the Mentor’s Package that will be 

distributed at the start of the program.  

Design and Production Specifications 

• File format: PDF  

• Color codes: RGB 20/63/106 (blue background), RGB 191/191/191 (grey background), RGB 
(text) 

• Font size: 22 (title), 11 (sub-headings), 11 (body text)  

• Images (aligned left): light bulb (lightbulb.png), thought bubble (thoughtbubble.png), speech 
bubble (speechlink.png), caution sign (cautionsign.png)  

Sample of the Post-Observation Feedback Aid 
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Mentor Recognition Plaque 

 
As an incentive, a recognition plaque will be awarded to faculty members who participate in the 
mentorship program as a mentor. This recognition will help encourage and motivate faculty to accept 
the role and responsibilities associated with being a mentor to new faculty members.  
 
The plaque will be given to faculty members after they have successfully completed the one year (two 
semesters) commitment to the program.  Upon receiving the name and information of the 
participating mentors, the Human Resources (HR) department will distribute the awards as they will 
be managing its implementation on an ongoing basis.  

Design and Production Specifications 

• Plaque size: 7” x 9” 

• University logo size: X 520 pt/ Y 357 pt 

• Color codes: RGB  0/0/0 (text) 

• Font type and size: Calibri 12 (text), Calibri 16 (recipient’s name) 

Sample of the Mentor Recognition Plaque 

 

Mentee Self-Assessment Form 

The purpose of this form is for new lecturers to reflect on their professional development with regards 

to classroom management. Lecturers will be asked to complete and online form by answering Likert 

scale questions and open-ended questions on whether or not they are implementing classroom 

management strategies in their teaching as a result of the mentorship program.  This will be done 

online on The LaFortune The Hub intranet platform at the end of their first semester of teaching.   

Additionally, this form will serve as an informal way of judging if the mentors are doing a good job at 

mentoring the new lecturers.  
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Design Specifications 

• File format: online fillable form  

• Color codes: RGB 20/63/106 (border); RGB:  0/0/0 (text), RGB 191/191/191 (submit button)  

• Font type and size: Myriad Pro 12 (text) 

Sample of the Mentee Self-Assessment Form 

 

Formative Evaluation 
There will be formative evaluations carried out during the development of this intervention that 

include a technical review, an editorial review, and a usability test. These reviews will ensure the 

quality of the material and program as well as make sure that the objectives are met.  
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Technical Review 

Participants Subject Matter Experts (SMEs):  

• Performance consultant to ensure content of documents and 
structure of program are appropriate 

• Media and communications officer to ensure that the 
program communication documents are in line with the 
university’s policies and standards 

 
 
 
 
 
 

Procedure 

Preparation before Review: 

• Determine technical review timeline.  

• Book technical review meeting. 

• Email invitation note to reviewer. 

• Email reminder note three days before distribution of draft. 

During the Review: 

• Email draft to reviewer and provide instructions. 
o Reviewer should complete the reviewer form and 

return it with comments. 
o Reviewer should focus on the accuracy of the content 

(not on grammar, spelling or layout). 
o Indicate date reviewer should return comments by. 

• Email reminder note for due date. 

Post-Review: 

• Compile data and determine what revisions to make based 
on severity of each issue. 

• Hold meeting with reviewer to discuss comments and clarify 
issues (if not needed, cancel meeting). 

• Implement changes agreed upon. 

• Email follow-up report to reviewer and a thank you note. 
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Sample Technical Reviewer Form 

 

Editorial Review 

Participants • Content Editor to ensure the accuracy of all written text  

 
 
 
 
 
 
 
 

Procedure 

Preparation before Review: 

• Determine editorial review timeline.  

• Book technical review meeting. 

• Email invitation note to reviewer. 

• Email reminder note three days before distribution of draft. 

During the Review: 

• Email draft to reviewer and provide instructions. 
o Reviewer should focus on the content’s consistency, 

flow and clarity. Reviewer should provide comments 
to fix any grammar, spelling style, and layout related 
issues (not provide comments on technical accuracy 
of content).  

o Indicate date reviewer should return comments by. 

• Email reminder note for due date. 
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Post-Review: 

• Compile data and determine what revisions to make based 
on severity of each issue. 

• Hold meeting with reviewer to discuss comments and clarify 
issues (if not needed, cancel meeting). 

• Implement changes agreed upon. 

• Email follow-up report to reviewer and a thank you note. 
 

Sample Scheduling Draft Review Email  

 

Usability Test 

Participants • Six to eight new lecturers  

• Three to five faculty colleagues to act as mentors 

• Performance consultant to lead and observe usability test 

• One colleague to conduct the debriefing (if available)  

 
 
 
 
 
 
 

Procedure 

Preparation before Testing: 

• Determine the timeline for the usability test. It will be carried 
out during the summer semester (6 weeks). 

• Develop the plan for the usability test. 

• Book room for usability test meeting. 

• Select and recruit five to eight participants. 

• Email reminder note to participants three days before the 
start of the usability test. 

• Prepare material:  
o Schedule of lecturer classroom observation 
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o Send link for the Mentorship Self-Assessment Form 
o Distribute Mentor Package 
o Usability Test Observation Forms 

During the Testing: 

• Sit in on mentor-mentee meetings and take notes on their 
discussions and reactions to the tasks. 

• Sit in on the lecturer classroom observation and take notes 
on performance and what should be addressed by mentor in 
the post-observation meeting. 

• Observe the mentees completing the self-assessment form 
online and take notes on their comments and feelings about 
the task (clarity, accessibility, and legibility of content). 

Post-Testing: 

• Hold a 30-minute meeting to debrief participants and discuss 
any comments, issues, and suggestions they may have. 

• Review data from notes and from the meeting. 

• Implement needed changes. 

• Email follow-up report and a thank you note. 
 

Sample Usability Test Form 
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