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The Mentoring Manual
This Manual is designed as an aid to help you get the most out of your Mentoring relationship. Ultimately you will establish what works best for your relationship, but keep in mind that you will both be learning as you go. 

Mentoring offers all involved the opportunity to share and develop their knowledge, experience and skills. It gives both Mentees and Mentors the opportunity to gain an understanding of the different viewpoints, interests and issues that exist for both newer and more experienced professionals. 
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(Remember time spent on Mentoring Counts towards CPD) 
YOUR FEEDBACK IS VITAL! 
If you have any suggestions on The Mentoring Manual or on the Mentoring Programme, please let us know. 
How to Communicate and How Often? 

· Different people will find they prefer to communicate in different ways 
· It is OK to have a short term or a long term mentoring arrangement, and to be involved in several mentoring relationships as a mentor or as a person seeking mentoring 
· Remember that the other person is probably as nervous and hesitant as you are 
· If you are someone who likes to communicate face-to-face then a local arrangement may be best for you 
· Other forms of communication that work well in distance Mentoring are telephone or e-mail 
· It is recommended that the person seeking mentoring makes the first contact with the Mentor 
· If the Mentee feels unsure about telephoning the Mentor then an e-mail arranging a time to speak on the phone may break the ice 
· An initial telephone call or face to face meeting may help to make the Mentoring relationship more personal and any future e-mail communication less impersonal 
· As the Mentoring relationship progresses you will be able to establish which form of communication works best for both of you 
· Keep in mind that most people are probably just as busy, if not more busy than you- if they do not respond to you straight away be patient 
· Mentoring is a commitment from both parties 
· If you find your Mentoring relationship is not working or if you or your Mentee/Mentor cannot make time to communicate, it is OK. Contact someone else and try again, or re-establish contact when time permits 
· Some successful Mentoring Programmes recommend fortnightly as the most successful contact frequency 
· If fortnightly does not suit you both that is OK. You will both work out what works best for the both of you 
· Do talk to your Mentee/Mentor about how often you would like to communicate 
· When you do communicate try and set a date for your next communication 
· By doing this you are less likely to find your Mentee/Mentor disappears from the face of the Earth 
· In Mentoring relationships the Mentee can ‘outgrow’ the Mentor 
· There doesn’t need to be a termination to a Mentoring relationship- if a member feels they have outgrown their Mentor they can approach another Mentor without having to ‘terminate’ their relationship with their previous Mentor 
· Mentors are able to have more than one Mentee, usually dependent on how much time they are willing to spend Mentoring- And Vice Versa! 
Giving and Receiving Feedback 

· Mentoring is a great way for you to improve your understanding of how people interact and communicate with each other 
· A lot of people, especially technical people, find communicating well does not come naturally 
· Be patient! 
· As your Mentoring relationship progresses you should find that you can give and receive feedback more openly and more constructively 
· Mentees and Mentors participating in the Programme will be expected to behave professionally at all times 
· Mentoring is based on trust, honesty, and truthfulness 
· It is therefore, understood that all information shared within the relationship between the Mentor and the Mentee remain confidential. 
Giving Feedback- Do’s and Don’ts 

DO 
· Describe the behaviour, not the person 
· Speak for yourself only and restrict your feedback to things you know for certain 
· Choose an appropriate time and place 
· Your only motive should be to be helpful 
· Focus on recent behaviour- don’t get hung up on the past 
· Check with the other person that they have understood your feedback and taken it in the way you intended 
DON’T 
· Don’t use labels 
· Don’t judge or be judgemental 
· Don’t exaggerate 
· Don’t overload the other person by giving them too much information 
Receiving Feedback
· Listen Carefully 
· Avoid becoming defensive and over-reacting 
· Take note of any questions or disagreements 
· Restate what you think you hear 
· Ask questions to clarify and restate again 
· Ask for examples and restate again 
· Acknowledge valid points 
· Acknowledge feedback 
· Take time to understand and sort out what you have heard 
· Gather more information from other sources and/or by observing your own behaviour and reactions to it 
· When appropriate modify your behaviour and evaluate the outcome 
Personal and Result Orientated Feedback 
Sometimes it is more appropriate in providing feedback to focus on the impact that a person’s actions or words are having on you. Some examples of this approach are: 
When you ……….. (action) 
I feel …….. / The results or consequences are ……… (impact) 
I’d prefer ……… / What would be more effective ………. (alternative action) 
This would mean ……….. (results of alternative action) 
And the improved results or consequences would be ………..(results of alternative action) 
Setting Goals 

When you first start to communicate, work together to identify five clear goals that you would like to achieve. The goals of your Mentee/Mentor will not always be the same as yours. If each of you establishes five goals then you will both have something to work towards- together! 

Setting Goals is very important in Mentoring Relationships. 

By first thinking about your own strengths and weaknesses and try to identify skills you would like to improve - it is much easier to then ask questions and enter into discussion. So before you talk to your Mentee/Mentor about setting goals- try and think about what five goals you might achieve and any expectations you might have.
Doing this gives you a starting point and Terms of Reference to develop your Mentoring relationship. As the relationship grows, you may find that the goals you originally wanted to achieve have changed. That is OK, the important thing is that you have something to work towards. 
Process 

· Think about your strengths and weaknesses and write them down 
· Think about what your expectations are and write them down 
· Set five clear and achievable goals 
· Talk to your Mentee/Mentor about what you perceive to be your strengths and weaknesses, what your expectations are. 
· Talk about what each of your five goals are 
· Identify any common ground 
· Work out which goal you think is most important 
· Work together to achieve that goal 
· When one goal is achieved- move on to the next one 
· When you have worked through your goals recap on what has been achieved 
· It may be helpful for you to write down or keep a record or checklist of your goals 
· Then discuss with you Mentee/Mentor what five more goals may be and work through the process again with these new goals 
Each Mentoring relationship will be different. You don’t have to set five goals, but make sure you do set a goal and as you work to achieve that goal, think about what your next goal may be. If you are finding it hard to identify any goals then the ‘Topics to Get You Talking’ section of the Mentoring Manual may help to get you started thinking about what your goals might be. 
Some Topics to Get You Talking! 

Sometimes you may find that you are stuck for something to talk about with your Mentee/Mentor. We have included some topics and questions below that may help you get started, or that might be something you hadn’t yet thought about. You may find it helpful to write down or record some brief points on each of the topics as you talk about them. Remember that if you have covered everything it can be really helpful for both Mentee and Mentor to recap. Doing these things can give you a real feeling for what you have both achieved. 
CV’s and Job Hunting 

· Do you have a CV? 
· What do employers look for in a CV? 
· How do I get the interview? 
· How do I know what job I want to do? 
· How do I know who I want to work for? 
· Where do I find out about possible jobs/ job vacancies? 
· What to do and what not to do when networking? 
· What to do and what not to do in interviews? 
· If a job offer is made what do I need to know before I take it? 
\ 
· When do you ask about remuneration and how? 
· Negotiation? 
· Redundancy? 
· Contracts? 
Performance Reviews 

· When was your last performance review? 
· How did you feel about your last performance review? 
· Is your performance review linked to your salary review? 
· Do you have a salary review? 
· How often are your performance reviews? 
· What do your performance reviews involve? 
· Is training and professional development discussed in your performance review? 
Further/Postgraduate Study and Training 

· Have you done any further study? 
· Is further study something you want to do? 
· Is further study necessary for what you want to do? 
· Should I do further study? 
· Is your employer supportive/encouraging of further study? 
· Does your employer support voluntary training? 
· Is training something that is offered only to meet legislative requirements? 
· What further study is available? 
· How do you combine further study and employment? 
Balancing Work and Your Personal Life 

· Do you feel that you have a good lifestyle balance, work/personal? 
· Is combining a family with work something you have considered? 
· Is combining a family with work something you have done? 
· Strategies for combining family and work commitments? 
· Rosters and Shift work? 
· Working on site? 
· Remote Locations? 
· Field Work? 
· Fatigue? 
· Fitness for Duty? 
· Relationships? 
· Stress? 
· Time Management? 
Job Satisfaction 

· Have you been actively seeking work (outside current employer)? 
· Do you enjoy going to work? 
· Are you generally satisfied with your current role? 
· Do you like the work you do? 
· Do you like your working environment/situation? 
· Do you envisage a change/ retraining? 
· Do you feel challenged by your current role? 
· Absenteeism? 
· Presenteeism (Turning up but not working)? 
Interpersonal Skills 

· Do you belong in a team? 
· Do you feel part of the team? 
· Do you confident presenting/ writing? 
· Do others respond well to your presentations/ reports? 
· Do you feel you can let someone know you disagree with him or her without having him or her get defensive/angry/upset? 
· Do you feel you can handle feedback? 
· Are you a mediator or an instigator? 
· When working in a team do you work with or against the team? 
· When working in teams do you feel that your ideas/opinions are listened to or validated? 
· Do you find yourself taking the lead? 
· When you take the lead do you feel that the team supports you? 
· Negotiation? 
· Conflict Resolution? 
· Are you confident when communicating with your employer? 
· Are you confident when communicating with your employees/ staff? 
Career Management and Planning 

· Do you have a career plan? 
· What time frame? Iyr? 2yrs? 5yrs? 
· Can you plan and manage a career? 
· How long should you stay in a position? 
· Promotions? 
· Are you ready to take on more responsibility? Technically? Professionally? 
· Do you have an end career goal but are not sure how to get there? 
Record Sheet 

There is no obligation to complete record sheets. They may prove useful however in goal setting and knowing what you have achieved. They may also help to remind you and your Mentee/Mentor of a discussion or issue you may want to revisit or that it has been a while since you talked. 

	Date 
	Topic/Discussion Points 


Goals Checklist 
There is no obligation to complete goal checklists. They may prove useful however in goal setting and knowing what you have achieved. They may also help to remind you and your Mentee/Mentor of a goal you may want to revisit or that it has been a while since you talked. 
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