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MENTORING WORKBOOK
Find sample agendas, worksheets, and tips to help you have a successful mentoring relationship. The information in this workbook is based on the best practices for mentoring relationships between adult professionals and isn’t intended to be used when mentoring youth. 
Some of the material is for you as the mentor and some is for the person you’re mentoring. You can customize it to fit your needs.
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Notes:

· This Mentoring Workbook has been downloaded from a new “Mentoring Basics” course available by signing into “My Rotary,” the “Learning Centre,” “Course Catalogs,” and then “Professional Development Courses.”
· The average time for completing the Mentoring Basics course is 30 mins and includes a Certificate of Completion.

 



MENTORING ROLES AND RESPONSIBILITIES
In a successful mentoring relationship, both people have responsibilities to fulfill. Here’s an example of topics to discuss and agree on:

· As a role model, I as the mentor will:

· Help you identify and clarify your goals and develop an action plan to reach them
· Meet with you regularly
· Maintain a professional relationship
· Keep confidential the information that you share (see more about confidentiality later on)
· Challenge and motivate you 
· Offer you constructive feedback but be open to new ideas
· Share resources and relevant professional experiences and skills that can help you reach your goals 
· Introduce you to people who can offer additional guidance

· We’ll both feel free to speak openly, share opinions, and voice concerns. 

· We’ll meet for one hour at least once monthly for the duration of the program, which is at least six months.

· With regard to confidentiality, we have:

· Discussed how issues of confidentiality will be handled
· Clarified the topics and issues that each of us considers should be confidential
· Identified people who shouldn’t receive confidential information 
· Identified possible conflicts of interest and minimized them

· We’ve agreed that Rotary club membership is not a requirement of the mentoring relationship.

· We’ve decided that these results will confirm that the mentoring relationship was successful: (List as many as apply.)
·  
·  
· 
· The mentoring relationship will end when ______________ (choose a date or a goal to achieve).

· Either one of us may end the mentoring relationship if it’s no longer serving its purpose. 

· We each pledge to make a good-faith effort and take this seriously. 




_________________________		_______________________
Mentor printed name				Mentee printed name

_________________________		_______________________
Mentor signature					Mentee signature



QUESTIONS TO ASK YOUR MENTEE
Having some initial discussion can help you get to know the person you’re mentoring better and understand what they hope to get out of the relationship. Adapt these questions as needed.

What is your professional background?



What are your career goals?



What do you hope to get out of this mentoring relationship?



What is important to you?



What are your strengths and areas you would like to improve?



What event or person has had a positive influence on your life?



What is the biggest professional risk you’ve ever taken? What was the outcome?



What do you like most and least about your current job?



In what area do you consider yourself an expert?



What do you like to do in your personal time?


FIRST MEETING AGENDA (SAMPLE)
Use this sample agenda as a guide to structure your first meeting. 

1. Make introductions. (15 minutes)

Use this time to get to know the person you’re mentoring and share your reasons for wanting to be a mentor. The Questions to Ask Your Mentee worksheet can help start the conversation. 

2. Review the mentoring agreement. (5 minutes)

Review the Mentoring Role and Responsibilities section and discuss the topics listed. After you’re both satisfied, sign the form and make a copy for each of you to keep and refer back to. 

3. Determine a timeline. (10 minutes)

You already discussed how long your mentoring relationship will last. Now decide how often you’ll meet, what time, and where

4. Set goals. (20 minutes)

Use the Mentee Goal Worksheet to discuss and refine your mentee’s goals. Develop an action plan together.

5. Determine the next steps. (10 minutes)

Review what each of you will do before your next meeting that brings the person you’re mentoring closer to their goals. Confirm when you’ll meet next and what you want to cover during that meeting. Use the Meeting Preparation Form to keep track of what you accomplished and what your goals are for the next meeting.


MENTEE GOAL WORKSHEET
Use this worksheet to develop your goals. You can complete this with your mentor or independently. If you do it on your own, share it with your mentor to make it clear what you hope to achieve.

Use the space below to document your professional goals. Be sure they are SMART (specific, measureable, attainable, realistic, and timely).

	
GOAL

	
I WILL KNOW I’VE SUCCEEDED WHEN…

	
DATE GOAL ACHIEVED

	


	
	

	


	
	

	


	
	



ACTION PLAN
	
GOAL
	
ACTION ITEMS

	
COMPLETED BY
	
RESOURCES 


	




	
	
	

	
	
	
	

	
	
	
	

	





	
	
	

	
	
	
	

	
	
	
	

	





	
	
	

	
	
	
	

	
	
	
	



GENERAL MEETING AGENDA (SAMPLE)
Use this sample agenda as a guide to structure meetings after your first one. 

1. Check in. (10 minutes)

Check in about your mentee’s professional situation, if anything has changed that you need to be sure to discuss today, or if there are any issues affecting their work you should be aware of 

2. Review action items from the previous meeting. (10 minutes)

Review what you two discussed last time and ask for feedback about what was or wasn’t helpful. Check on the status of action items assigned to both of you at the previous meeting.

3. Discuss your mentee’s progress toward their goals. (25 minutes)

Check on the progress of the mentee’s goals. Share personal and professional experiences and knowledge that are relevant to the goals. 

4. Determine the next steps. (15 minutes)

Review what each of you will do before your next meeting that brings the person you’re mentoring closer to their goals. Confirm when you’ll meet next and what you want to cover during that meeting. Use the Meeting Preparation Worksheet to keep track of what you accomplished this meeting and what your goals are for the next one.


MEETING PREPARATION WORKSHEET
You can both use this worksheet to prepare for meetings, though some of the questions are more pertinent to the person being mentored.

What I accomplished since our last meeting: 



What I still need to do: 



My activities: (For instance, do you have time in the coming week for professional development work or to attend a networking event?)



My challenges: (What obstacles might get in the your way of accomplishing your goals?)



What I want to talk about in the next session: (List the topics or questions you want to discuss.)



My evaluation of the mentoring relationship so far:
· What’s working
· What isn’t working
· What can I change
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