MENTORSHIP PROGRAM POLICY

Background
The ORGANIZATION’S NAME Mentoring Program is designed to provide selected individuals with the opportunity to work one-on-one with a more qualified, more experienced members who are interested in guiding the mentees through their goals. Participation in the ORGANIZATION’S NAME mentoring program will:

1. Work with current members to help achieve current career goals, resolve issues, etc.

2. Provide mentees with access to a broader spectrum of experience.

3. Promote mentees’ personal and professional development.

4. Expose mentees to the dynamics of different groups within the organization.

5. Provide mentees’ support and one-on-one guidance.

6. Help mentees set and work towards achieving their educational and career goals.

7. Expose mentees to strategies for planning, solving problems and making decisions.

8. Enable mentees to apply information, knowledge and skills learned from the mentor.
Definitions

References

N/A

Policy 

Eligibility Criteria

Each participant of the ORGANIZATION’S NAME Mentoring Program must meet the defined eligibility criteria. 

Mentor Eligibility Requirements

To be eligible to participate in the ORGANIZATION’S NAME Mentoring Program, the mentor must:

· Be at least 18 years of age

· Be willing to adhere to all ORGANIZATION’S NAME Mentoring Program policies and procedures

· Agree to a 1 year commitment to the program

· Commit to spending a minimum of eight hours a month with the mentee

· Be willing to communicate with the mentee weekly

· Complete the screening procedure

· Agree to attend mentor trainings as required

· Be willing to communicate regularly with the program coordinator and submit monthly meeting and activity information

· Have access to a computer with an internet connection

Mentee Eligibility Requirements

To be eligible to participate in the ORGANIZATION’S NAME Mentoring Program, the mentor must:

· Be 18 years or older

· Demonstrate a desire to participate in the program and be willing to abide by all ORGANIZATION’S NAME Mentoring Program policies and procedures

· Be able to obtain supervisory/managerial approval and ongoing support for participation in the program

· Agree to a 1 year commitment to the program

· Commit to spending a minimum of eight hours a month with the mentor

· Be willing to communicate with the mentor weekly or as required

· Complete the screening procedure

· Agree to attend mentee trainings as required utilize teleconference and information packages.

· Be willing to communicate regularly with the program coordinator and discuss monthly meeting and activity information (reports, need a format to help mentors focus)
Screening Process

It is the policy of the ORGANIZATION’S NAME members Mentoring Program that each mentor and mentee applicant complete a screening procedure. At minimum, the following screening procedures are required for mentor and mentee applicants. 

Mentor Screening Procedures

All mentor applicants must:

· Attend a two-hour mentor training (teleconference, website, during conferences and tradeshows)

· Complete a written application

· Provide three personal references

· Complete a personal interview with Mentoring Program staff

Mentee Screening Procedures

All mentee applicants must:

· Attend a two-hour mentee training and orientation – on-line, telephone, video

· Complete written application 

· Complete personal (mentee) interview

The decision to accept an applicant into the program will be based upon a final assessment done by program staff at the completion of the mentor or mentee screening procedure.

Documentation of the screening process must be maintained for each applicant and placed in confidential files.

Orientation and Training

It is the policy of the ORGANIZATION’S NAME Mentorship Program that all mentors and mentees attend a minimum two-hour initial training session prior to being matched. The agenda will cover basic program guidelines, safety issues including mandatory reporting, and communication/relationship building skills. 

Each mentor and mentee will attend an additional two-hour in-service training session at least twice per year. These in-service sessions will be offered to each group at least quarterly.  Handouts – information package, conduct training sessions at annual conferences, etc. 

Evaluation forms will be collected from each training session for the purposes of evaluating and improving the content of the training.

Hire Regional representatives to conduct workshops, training sessions throughout Canada as needed.

Matching 

The ORGANIZATION’S NAME matching policy promotes match longevity by specifying the criteria that will help to ensure a successful match. 

ORGANIZATION’S NAME should be responsible for matching the personal profiles mentors and mentee.

ORGANIZATION’S NAME should be responsible for assisting with conflicts between mentor and mentees as noted on charts.

Matching Criteria 

· Mentor and mentee should not be in the same reporting hierarchy. Any type of conflict of interest compromises the goal of an open and trusting relationship between mentor and mentee

· Mentors and mentees are matched by the ORGANIZATION’S NAME INSERT PERSON IN CHARGE TITLE based on applicants' completed Mentorship Matching forms.
Red Flags

· Be aware of gender and racial differences. Participants need to feel comfortable and safe in their mentoring relationship. Respect their intuition and do not match partners who will likely be incompatible in this way. 

Support

Supervisors and administrators should actively encourage participation, granting participants time for meetings.

Record Keeping

Each step of the ORGANIZATION’S NAME mentoring application and match process are documented. All records are confidential and are to be covered by the conditions outlined in the confidentiality policy. 

Confidentiality

Self disclosure requires a certain level of trust and should be considered confidential material and not shared beyond the relationship. Mentors and mentees are required to keep personal information about their mentoring partners confidential.

It is the policy of the ORGANIZATION’S NAME Mentoring Program to protect the confidentiality of its participants. All prospective mentors and mentees will be informed of the scope and limitations of confidentiality. 

Violations of Confidentiality

A known violation of the ORGANIZATION’S NAME policy on confidentiality by a program participant may result in a written warning or disciplinary action such as suspension or termination from the program.

Unacceptable Behaviour Policy

References

Mentees are discouraged from using their mentors as references, since attempts to impress a potential reference may compromise the honesty and integrity of the relationship and jeopardize the effectiveness of the program.

The major concern is that mentees may become overly anxious to impress their mentors as “ideal” employees, rather than engaging in meaningful dialogues and activities.

Conflict of Interest

Please refer to ORGANIZATION’S NAME’s Conflict of Interest Policy.

Referrals

The mentor is not a counselor or therapist, and therefore should refrain from attempting to deal with the causes, consequences and remedies for problematic behaviour. These attempts should be conducted by qualified individuals with professional credentials or to specialized agencies. A mentor, in consultation with supervisors and the mentee, shall refer his or her mentee to an appropriate agency for assistance.

Employee Rights & Responsibilities

N/A

Executive Director, Manager & Supervisor Responsibilities

N/A

Complaint Process

If a complaint should arise regarding the Mentorship Program it shall be directed to the ORGANIZATION’S NAME Executive Director.  Complaints regarding the quality of the work experience provided shall be directed to the hiring organization.

Resolution Process

The ORGANIZATION’S NAME Executive Director will attempt to resolve the issue as soon as it is brought up to his attention and will notify both the employer and employee.

Resolving Conflict Between Mentor and Mentee

There are a number of issues that may cause conflict between mentor and mentee. Participants should follow the steps below to resolve the conflict.

· The mentor and mentee should meet to discuss the problem and determine if both participants agree there is a significant issue causing problems. They should attempt to work out any misunderstandings.

· If necessary, the mentor and mentee may need to meet with administrator to try to resolve conflicts early in the process.  

· In all instances, the goal is to try to resolve conflicts between mentor and mentee and to keep the partnership intact if at all possible. In fact, conflict may provide an opportunity to explore and understand other characteristics and viewpoints, resulting in an open and trusting relationship between mentor and mentee.
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