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Welcome
Welcome to the Woman in the Channel (WIC) Mentoring Program. This outline guides both the mentor and mentee through the mentorship program and helps make the experience rewarding for both participants. 

This Handbook is to establish a foundation to the mentorship program by providing the following materials to help support the mentors and mentees: 
· The expectations and time commitments of the mentor and mentee.
· Mentoring session discussion flow.
· Healthy boundaries for this relationship.
· A template to help the mentee prepare for the initial call.
· A template to be used by the mentee during each subsequent meeting to track progress, identify action items and plan for the next meeting.
We hope you have fun with this program and that you are left with a memorable impression that will last throughout your career.

Process and Expectations

Mentor/ Mentee Enrollment: Mentors and mentees enter the program by completing the Mentor Questionnaire or Mentee Questionnaire.  This questionnaire solicits information that will be used in matching the mentor and mentee.
Mentor Mentee Connection:  An email will be sent to both the mentor and mentee introducing them to one another. The mentor and mentee will use email to set up the initial mentoring appointment.  

· It is the expectation that the mentor will reach out to the mentee within one week of receiving the introduction email.

· It is the expectation that the mentee will respond to the mentor’s email within one week of receiving the email.  

· Subsequent meetings will be set at the end of each meeting.

Duration of Mentorship: The mentorship program is structured to last three months.  It is expected that the parties involved in the mentorship program will commit to this timeframe. If the parties feel the process is beneficial, they many chose to continue the relationship.

Meeting Frequency: Mentors and mentee are encouraged to develop a meeting schedule that is respectful to the needs of both parties.  At a minimum, one meeting every two weeks is acceptable.  If possible one meeting every week is recommended.
Length of Meetings: Recommendation is one hour.
Meeting Agenda: It is the mentee’s responsibility to use the Meeting Preparation Sheets to develop a plan for each meeting. This document will be shared with the mentor prior to the meeting.

Program Tracking:   Periodically, the program administrator will send a query to the mentor asking about the mentoring relationship status.
Questions or Concerns: If for any reason you are having trouble contacting each other or have questions about the program or how to best perform your role, please feel free to reach out to any member of the mentoring group and we will be happy to assist.
Healthy Boundaries

Often times the mentor/ mentee relationship will encompass both the business and the home life of its participants.   It is a good idea for the Mentor to check in often with the Mentee on the path of the discussion to ensure the Mentee is comfortable.  It is critical and common sense that confidentiality plays a key role in the success of the relationship.

Are You Doing a Good Job in your Mentor role?
The goal of the mentor is to grow the confidence of the mentee.   If you are keeping the person in action, moving forward and their confidence is growing, you are on target.
Are you Doing a Good Job in your Mentee role?

The goal of the mentee is to openly share challenges, perform the agreed upon tasks, lead the topics of discussion and provide honest feedback to your mentor to maximize the value of the meetings. 
Be on the look out.
If you are spending a great deal of energy working together to solve other life problems or even specific business problems, not related to your initial agreed upon goals you may want to revisit the initial plan of action.  Three months of mentoring, 6-12 calls is not much time.  If your discussions are too broad and or much too narrow, you will run out of time and little will have been accomplished. 
First Introductory Meeting Guidelines
Objective
The objective of the first meeting is to establish a meaningful relationship. There should be an open and honest dialogue to ensure clear, concise and attainable goals are developed and the expectations of both the mentor and mentee are understood. 

Welcome and Hello
In order to get to know each other and start a dialogue, briefly discuss each other’s job history, education, family and any outside interests.  Here are a few topics you may want to talk about during the initial meeting:

· Have you been part of a mentoring program before?
· How do you like to spend your free time?

· Who are some people in your life that have influenced you?

· What are your strengths?

· What do you see yourself doing in one year? 3 years? 5 years?
Guidelines and Expectations 

Lay the groundwork for what is expected from each other throughout the mentorship program.

· Confirm telephone numbers and e-mail addresses.

· Determine the most convenient time to meet and length of each meeting.
· Mentees should be prepared prior to the first meeting with an idea of the goals they would like to achieve as a result of the mentoring relationship.
· At times a scheduled meeting may have to be cancelled due to a change in priorities for the mentor or mentee. In order to be respectful of each other’s time and schedules, determine how cancellations will be handled.

Goal Development and Planning 
Use the Initial Planning Sheet to guide the discussion:
· Together decide on goals for the mentoring relationship.
· Review any questions and topic areas.
· Consider/draft career interests and goals for the mentee.
· Together develop specific action items for the mentee to be accomplished before the next meeting.
· Schedule and outline the second meeting.
Discussion Flow
The discussion flow presented below looks like a linear process, however, in actuality, it will probably not be linear.  This session flow is provided as a guide to give you some ideas of items that may be discussed during a mentioning session.

Possible Discussion Flow

	Mentoring Call

	Welcome and Greeting

Welcome and hello.
Decide together, given the action items and what happened over the last month the top things to focus on during the discussion.  

	Supporting Action

Using the Mentoring Meeting Planning Sheet, guide the mentoring conversation through the following topics:

· Questions and topic areas 

· Progress on assigned actions

· The current state of this action

· Places they might be hesitant or stuck
· What went well?

· What might you improve?

· What did you learn from this?

· New actions that will help them move forward


	Wrap Up 

Ask the mentee to summarize the following:

· Progress toward their goal 
· Key actions for the next week
Together confirm the arrangements for the next mentoring session.



Initial Planning Sheet
To be completed by the mentee and sent to the mentor prior to the FIRST call.

	Meeting date/time / time zone  
	

	Phone number/ who initiates the call
	

	Goals for the Mentoring Relationship 

	

	Questions and Topics Areas 

	

	 Career Interests and Goals

	



Meeting Notes 
To be completed by the mentee during each call and then sent to the mentor.
	Progress with Goals  

	

	Questions and Topic Areas

	

	Career Interests and Goals 

	

	New Action Items

	

	Next Meeting

	Questions and Topic Areas
	

	Meeting Invitation Sent  
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