Support for mentors
This section will take you through the key elements involved in setting up a mentoring relationship. Where appropriate, there are templates you could use to support your program.

The following tools have been developed as a result of feedback provided by past participants. A mentoring framework is outlined while the key skills and capabilities a mentor needs to demonstrate to ensure the mentoring process is an effective one, are also highlighted.

Mentoring Process



Establish the mentoring agreement by:

· Determining length of relationship, frequency and duration of mentoring sessions
· Determining roles and responsibilities of the mentee and mentor
· Discussing and clarifying expectations for the mentee and mentor
· Determining and calendaring when and where you will meet, taking into account the need for confidentiality
· Referring the mentee to another person or terminate the relationship if mentee’s needs are beyond mentor’s expertise
· Discussing and determining the details of the relationship. 
· The purpose of the relationship is mentee driven and mentee focussed 

· What are the mentees goals? or Assist the mentee to develop clear  goals using the SMART principles. The Mentees’ goals  may be:

· To gain organisational knowledge to enable a better understanding of the big picture
· To apply for promotion as part of a career progression goal
· To develop  new specific skills to assist with professional development
· To undertake a specific project to develop certain skills 
· To apply for a research grant and achieve a successful outcome
· To increase networks and build relationships outside of the immediate workgroup
· Agree how often to meet and the duration and location of the meetings

· Accessibility outside of scheduled meeting times and the best way of making contact
SMART  principles

S
Specific
M

Measurable

A
Achievable

R

Realistic

T

Time bound

Mentor / Mentee Statement of Agreement template 


Both the mentee and mentor can develop this relationship by:

· Discussing and determining the purpose of the relationship
· Using effective communication styles to develop trust, confidence and rapport

· Showing genuine concern for mentee’s welfare

· Demonstrating respect for mentee’s perceptions and skills

· Asking permission to mentor client in sensitive or new areas

· Exhibiting appropriate/ethical behaviours in accordance with the Deakin Code of Conduct

· Using intuition and be open to not knowing

· Using humour effectively to create lightness and energy.

Mentoring Diary Sheet (to record meeting notes)

The mentor can provide support to the mentee by:

· Helping the mentee to identify areas for learning, growth or change

· Establishing a set of specific, measurable, achievable, realistic and time limited (SMART) goals to address identified areas for mentoring

· Helping the mentee identify barriers and limiting beliefs

· Engaging the mentee in an exploration of alternative ideas and solutions

· Challenging assumptions and perspectives to provoke new ideas and possibilities for action

· Assisting the mentee to identify opportunities and strategies that will lead to achievement of the desired goal

· Monitoring mentee progress and make adjustments to mentoring plan as required.

If the mentee is operating in an environment of significant change, you may find the Frequently Asked Questions from the Major Workplace Change process a useful reference.

Ways in which the mentor can manage this process are:

· Asking the mentee to report to you on progress toward achievement of their goals

· Acknowledging mentee’s progress and praise mentee’s successes
· Providing mentee with constructive feedback as required
· Identifying barriers to progress and assist mentee to identify strategies to address these

· Preparing for the scheduled mentoring sessions and organise and review information obtained during the session with mentee

· Keeping mentoring session on track by focusing on mentoring plan, strategies and achievement of agreed goals. 
· Being flexible to shift mentoring directions if required

· Positively confronting mentee when strategies/agreed actions not followed through

· Keeping written notes of mentoring plan and mentee progress


Finally, both parties can evaluate the effectiveness of the mentoring by:

· Making adjustments to the relationship to meet the needs of the mentee

· Seeking feedback from mentee on mentoring effectiveness

· Mentor assessing their own mentoring skills by personally reflecting on the process
Additional links to useful sites:

· www.csu.edu.au   Charles Sturt University – mentoring relationship process

· www.coachingnetwork.org.uk  – 12 habits of the toxic mentor

· www.uq.edu.au/hupp  - principles
· www.mentoring-australia.com
· www.mentoring-works.com.au
Adapted from research found on associated mentoring websites
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