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The Mentoring Process 

Initial meeting  

• Explain the purpose of the mentoring relationship 
• The format of the meetings and how these will work 
• What you will commit to and your role 
• What is expected from mentees and their role  

Mentor sessions  

• Review experience 
• Identify objectives 
• Provide feedback 
• Identify strengths and achievements  
• Identify areas of development  
• Explore options 
• Coaching on specific areas if required 
• Discuss professional issues 
• Agree support needs 
• Set targets for future actions 
• Create opportunities for mentees to gain experience  

Moving on  

• Identifying when the relationship reaches a natural end 
• Review and sign off objectives 
• Helping the mentee to identify the next steps (possibly a different mentor) 
• Self-reflection and review on the effectiveness of the relationship by both parties  
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Managing the meetings  

The mentor should take on the role of a facilitator during the meetings using questions and 
a non-directive, non-judgemental approach. The purpose of the meetings could be for some 
or all of the following reasons:  

• Reviewing and identifying the mentee’s experience 
• Helping the mentee to identify individual strengths and areas for development 
• Discussing professional and work issues 
• Agreeing what support is required 
• Exploring the options open to the mentee 
• Coaching on specific skills 
• Supporting the mentee to set achievable realistic and stretching action plans  

Remember the meetings may not be the only form of contact with your mentee. Additional 
telephone calls or emails discussions may also be a part of the process, but you should have 
an agreed number of scheduled meetings with your mentee set to fit around the action plan 
of the mentee, and around specific points in their development.  

Making the meetings work  

• Have a clear structure and purpose. Before the meeting consider the structure and 
the time parameters. These should be agreed during the initial meeting when you 
are contracting with the mentee. Having a clear structure and purpose in mind will 
be the best and most effective use of your time and their time.  

• Think about the content of the meetings. There should be a balance of looking back 
and reviewing the mentee experiences and reviewing if objectives set have been met 
or, if not, why not? There should also be a balance of discussing current issues and 
thinking about the future and ensuring the mentee sets realistic objectives for their 
action plan.  

• Keep to dates and times set. It is easy to let the day job get in the way but try to 
focus on the benefits to everyone (including the organisation) of engaging in this 
process. Give it the priority it requires to be successful.  

• Enjoy the experience!  
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