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Throughout your Mentoring Academy journey, your workbook provides a space to reflect on your growth as @
mentor and note any ideas or strategies that you’ve taken on throughout the programme.

Use this workbook at the end of each lesson of the Mentoring Academy to review the key concepts and apply
what you’ve learned to your own experience.

Getting started
as a mentor

Learn to assess personal
competencies, identify
areas for improvement,
understand and apply
the mentoring lifecycle,
and view mentoring as a
leadership capability.

Preparing to
mentor

Learn about the

roles in mentoring,

the importance of
contracting, define
expectations, establish
boundaries, and
understand common
mentoring models.

Setting out as
a mentor

Recognise the
significance of building
rapport, feel equipped to
assist mentees in setting
meaningful goals, grasp
the GROW model, and
feel ready for initial
meetings with mentees.

Core skills

to maintain
progress in the
relationship

Understand active
listening principles
and the Three Levels of
Listening, how to use
various question types
appropriately, and
become more skilled in
giving and receiving
feedback.

Ethics and
Inclusion 1n
mentoring

Understand ethical
guidelines, create an
inclusive environment

by identifying barriers,
raise awareness on
personal biases and
know how to turn the end
of a relationship into a
learning experience.
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In this module, you looked at assessing personal competencies and identifying areas for improvement,
understanding and applying the mentoring lifecycle, and viewing mentoring as a leadership capability.

Lesson 1 Why mentoring?

- Mentoring is a collaborative partnership between a mentor and mentee aimed at supporting learning,
development, and progress

- As a Be the Business mentor, your role 1s to provide business support by offering information, advice, and
assistance in a way that empowers your mentee

« Mentoring provides benefits to all involved, including mentees, mentors and businesses

« Mentoring is distinct from other advisory roles such as coaches, consultants and managers, often visualised
by the way each role helps the client to find a solution

- The mentoring relationship can be represented as a life cycle or a journey, which helps to provide structure
and process

Continues >



Reflection

1. Why did you decide to become a mentor ?

2. What benefits do you see for yourself / what do you hope to gain?

3. Have you been mentored? What differences did you see?

4. Where in your life are you already a mentor?




Lesson 2 Key mentoring competencies

- Be the Business has developed a self-assessment tool that you can use to get a snapshot of your current level
of skill and confidence in relation to the ten key mentor competencies

. Self-awareness, commitment to continued learning and understanding others are in the first cluster of
competencies and are about developing a deep understanding of yourself and how you understand others

- Communication, goal clarity, developing others, and building and maintaining effective relationships are
in the next group of competencies. These focus on the interpersonal skills required to facilitate meaningful
connections, empower mentees, and guide them toward achieving realistic goals

- The business acumen cluster includes the competencies that are critical for providing assistance in navigating
the professional landscape and includes business savvy, problem solving and sense of proportion and a
positive approach

Continues >



Reflection
1. Consider your mentoring relationships and think about how effective you are in each of the 10 competencies.

To help you decide where you fall on the scale, think about feedback you have received from your mentee or colleagues, times when you have
successfully used the competence or when it has been challenging. Where you feel confident and see this as a superpower, rate yourself as highly
effective. Where you are less confident and would like to develop your skills further, rate yourself as needing more to learn. If you are happy with your
level of confidence and skill, rate yourself as effective. If you are somewhere in between, then circle the number that reflects where you are currently.

. In which competencies do you feel strong?
. In which would you like to develop?

. How might you improve?
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. How might you share your existing superpowers with your mentee?

1‘2‘3‘4‘5 Comments

Self-awareness

Commitment to
continued learning

Understanding
others

Continues >




Communication

Goal clarity

Developing
others

Building and
maintaining
effective relationships

Business savvy

Problem solving




Lesson 3 Mentoring as a leadership skill

Researchers at West Chester University looking at the ‘the relationship between mentoring and leadership’
identified that there 1s a strong connection between diverse mentor experiences and leadership development

Leaders who engage in mentoring not only contribute to the growth and success of others but also enhance their
own leadership capabilities

Overlapping competencies include

Establishing boundaries, and agreeing expectations with an individual or team
- Exploring strategies for overcoming personal and business challenges by establishing goals that enable
productivity

- Practising essential communication skills such as active listening, asking questions and providing feedback.
All these skills help with unlocking change within an individual, increasing their level of engagement and
contribution

- Thinking about what it means to lead a diverse team. Defining and maintaining your standards, values and
ethics as a leader, while considering “What do | stand for?”

Continues >



Reflection

1. Think back to a leader you admire. Do you recognise mentoring skills in this leader, or one you’ve worked with in the past?

2. What is your own leadership style?

3. Is mentoring currently a part of your leadership style? How does that manifest itself in your approach to leadership?




Want to learn more?

Here are some useful resources and extended reading from the module:

Julie Starr discusses the Mentoring Manual

Hear David Clutterbuck discuss the core competencies of mentors

How to be a Great Mentor | Kenneth Ortiz



https://www.youtube.com/watch?v=-Wpqmjh4jH4
https://www.youtube.com/watch?v=NcObsBbauGI
https://www.youtube.com/watch?v=G3q8kEn_nsg
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In this module, you learned about the roles in mentoring, the importance of contracting, defining expectations,
establishing boundaries, and understanding common mentoring models.

Lesson 1 Defining mentoring roles

- The key responsibility of the mentor involves maintaining a deep understanding of the mentee’s changing
business and individual needs through active listening and questioning

« Once you’ve developed a clear understanding your next responsibility is to reflect on how you can best provide
assistance and support. This will look different for every mentee

. It’s important to consider your boundaries, expectations and motivations before you start the mentoring
relationship

- Boundaries can be practical, can relate to your knowledge and expertise or be about professional standards
and relationships

. Setting expectations at the beginning will help to cement the boundaries of the relationship and how it
will work.

Continues >



Reflection

1. What are your expectations for a mentoring relationship?

2. What are your boundaries?




Lesson 2 Contracting the relationship

- A ‘mentoring contract’ is a way to set out how a mentor and mentee are going to work together and get the
most out of their relationship. While this isn’t usually formal, it’s an important first step for working together

- Contracting conversations are best done before you start working together rather than halfway through when
expectations are being missed because they haven’t been communicated

- This might include:
- Getting to know each other to find out if there is chemistry

- Discussing what mentoring is and what it is not to understand the ground you might cover and establish
boundaries of the relationship

— The practicalities of the relationship (where, when etc.) to set out the commitment required and how you will
practically work together

« The “l expect, | offer” framework is a simple way to discuss expectations and boundaries

Continues >



Reflection

1. What’s motivating you to be a mentor?

2. What do you feel you can offer?

3. What are you prepared to share with others?




Lesson 3 Introduction to mentoring models and approaches

« For mentors that prefer to use a structured approach in their sessions GROW and OSCAR, are two tried and
tested models from the coaching and mentoring world

« The GROW model is one of the most widely used and respected models that underpin mentoring and coaching
conversations

1. First, you decide where you are going (goal)
Next you need to establish where you currently are (reality)

You then explore various routes (options) to your destination

M NN

In the final step, establishing the will, you ensure that you’re committed to making the journey, and are
prepared for the obstacles that you could meet on the way (will)

« The OSCAR model, a powerful mentoring framework, guides mentors and mentees through a structured process.
It stands for outcome, situation, choices, action and review

Continues >



Reflection
1. Have you tried either the GROW or the OSCAR approach?

2. If so, what worked? What didn’t?

3.Do you use any other kind of mentoring model?

4.How does it compare to these?




Want to learn more?

Here are some useful resources and extended reading from the module.

« Read more about the GROW Model of Coaching at Mindtools

« Read more about the OSCAR Coaching Model

« The European Mentoring and Coaching Council | Information on best practice, research and accreditation in
mentoring and coaching



https://www.mindtools.com/an0fzpz/the-grow-model-of-coaching-and-mentoring
https://www.revolutionlearning.co.uk/article/the-oscar-coaching-model/
https://www.emccglobal.org/leadership-development/leadership-development-mentoring/
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In this module, you explored the significance of building rapport, how to assist mentees in setting meaningful
goals, and got ready for initial meetings with mentees using the GROW model.

Building a connection

- Developing rapport is essential in mentoring. Much of your ability to influence comes from the trust and
openness you build in the relationship

« According to researchers, if you have rapport with someone you share mutual attentiveness, positivity and
coordination

« Once you have built a foundation, start to explore your mentee’s challenges by asking open questions. This helps
you to direct your support and advice effectively

Continues >



Reflection

1. How have you successfully built rapport with other professionals in the past?

2. What experience do you have discussing others’ needs?

3. How can you use your relevant experience with your mentee?




Lesson 2 Meaningful goal setting

« Mentoring relationships are most successful when both mentor and mentee feel they are working together to
support the mentee to achieve a particular outcome

- In a mentoring relationship, there are two kinds of goals: the overall goal, or what the mentee wants to achieve
as a result of your partnership, and individual goals, which are what the mentee wants to achieve in each session

« Checking if a goal is SMART 1s a useful way to feel whether it’s sound, clearly defined and likely to achieve the
desired effect. SMART stands for specific, measurable, achievable, realistic and timely

- Valuable pointers to improve goal setting:
- Writing a goal down to make sure it doesn’t morph throughout the conversation

- Checking you’re both clear by asking the mentee to state it back to you

- Establishing a benchmark such as: “On a scale of 1-10, where are you now and where do you want to be at the
end of the session?”

Continues >



Reflection

1. What are your own goals?

2. How could you make them more tangible and achievable?

3. What experience do you have discussing others’ goals?

4.How can you use your relevant experience with your mentee?




Lesson 3 Structuring a conversation

« The GROW model serves as a versatile framework that mentors can flexibly integrate into their conversations
to guide and structure discussions around goal-setting and problem-solving

- GROW s adaptable, and its stages may not necessarily be linear in every conversation. It can be applied

comprehensively in a single conversation or selectively based on the focus and goals of that particular
interaction

« Understanding when and how to utilise the GROW model can significantly improve your value as a leader

Continues >



Reflection
1. Have you used the GROW model before?

2. What parts of this model do you already feel comfortable with?

3. What parts do you want to work on, or improve?




Here are some useful resources and extended reading from the module.

e In , venture capitalist John Doerr shows how to use objectives and key results to set and achieve
ambitious goals.

 This with Professor David Clutterbuck discusses goal setting in coaching and
mentoring, and argues that we should focus on ‘purpose’ at the beginning of a coaching conversation so that
mentees can set their own SMART goals as a result of the mentoring process.


https://www.ted.com/talks/john_doerr_why_the_secret_to_success_is_setting_the_right_goals?language=en#t-39411
https://www.youtube.com/watch?v=kxIzV-W6kzY
https://www.mindtools.com/au7v71d/the-johari-window
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In this module, you learned about active listening principles and the Three Levels of Listening, how to use various
question types appropriately, and became more skilled in giving and receiving feedback.

Lesson 1 How to listen

« Many of the areas covered throughout the Mentoring Academy rely on good listening skills. For example,
building trust, empowering a mentee and understanding their needs

. Active listening requires the listener to fully concentrate and understand for recollection what is being said
- The acronym RASA can be applied to active listening: receive, appreciate, summarise and ask

. In the Co-Active Training Institute’s Levels of Listening, each level is distinguished by where you focus as you listen
to the person that you're with

- When we listen at Level 1, our attention is focused inwards. We are listening to our internal dialogue or inner voice

- Level 2 listening, focuses on facts and observations. We listen to every word and every detail of what 1s being
said. We also extend this ‘listening’ to include observations of body language.

- Level 3 listening takes things a little further. Our awareness 1s on the emotions being expressed and our
attention is on the underlying mood or tone of what is being said (or not said!)

« With practise with can improve our listening skills and move up the different levels
Continues >



Reflection

1. Think of a time when you know you’ve been ‘heard’.
a. How did you know?

b. How did it make you feel?

2. Now, think of a time when you know you’ve not been heard or listened to.
a. How did you know?

b. How did it make you feel?




Lesson 2 Asking effective questions

 In a mentoring setting, the right questions can prompt mentees to explore their strengths, preferences and
motivations, as well as unlock change

. Tony Stolzfus’s five great reasons to ‘ask’
— All of the info 1s with the mentee
- Asking empowers
— Asking develops leadership capabilities
— Asking develops leadership capabilities
— Asking creates buy-in

- Take time to try out different questioning modes like hypothetical, reflective, directive and probing to see the
different kinds of answers you receive

- Try building a question bank of useful and successful questions

Continues >



Reflection

1. Draw on your own experience, what questions have you been asked that were powerful.

2. In a mentoring context, what’s a question you always want to ask but are afraid? Why?




Lesson 3 Giving and receiving feedback

- Giving feedback is a skill. And like all skills, it takes practice to get it right. This includes knowing when and how
to deliver it

- Feedback can be positive, or constructive. Both types can be very effective

- Feedback 1s most effective when attention is paid to what is done well, it fosters reflection and self-assessment
to encourage independent thinking and the person’s results are compared to their previous performance

. Tips for giving effective feedback include, asking permission, inviting the mentee to give their perspective, using
‘I’ statements, and keeping it as simple as possible

Continues >



Reflection
1. When have you had feedback that’s helped vs hindered you? What was the difference?

2. What’s your own relationship with feedback? Are you open to giving and receiving?




Here are some useful resources and extended reading from the module.

Understand more about the Co-Active Training Institute’s three

Reference the

Read more about how stillness can benefit the mentoring relationship with

. by Julian Treasure


https://coactive.com/resources/blogs/levels-of-listening
https://chrome.google.com/webstore/detail/save-as-pdf/kpdjmbiefanbdgnkcikhllpmjnnllbbc
https://www.listeningpartnership.com/insight/silence-benefits-coaching-clients/
https://www.ted.com/talks/julian_treasure_5_ways_to_listen_better/transcript
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In this module, you explored ethical guidelines, learned about creating an inclusive environment by identifying
barriers, how to raise your own awareness of personal biases, and how to turn the end of a relationship into a

learning experience.

Creating an inclusive environment through ethical guidelines

« The The European Mentoring and Coaching Council (EMCC) issues The Global Code of Ethics for Coaches &
Mentors which establishes a benchmark for mentors

- The Global Code of Ethics covers three main areas: (1) Working with clients, (2) Professional conduct (3)

Excellence in practice

« Aninclusive and supportive environment is a space where mentees feel comfortable disclosing personal
challenges and experiences without fear of judgement or breach of confidentiality

- Take into account your mentee’s wider context and what ‘barriers’ they may face. A mentee’s barriers might be
physical, cultural, cognitive, emotional, or system-wide

Continues >



Reflection

1. What barriers do you face yourself (either permanent or temporary)?

2. What do you, yourself need for a session to be inclusive for you?

3. When have you encountered ethical issues in your professional life?

4. What lessons did you learn and how might they apply in mentoring?




Lesson 2 Ratsing your awareness

« The Global Code of Ethics for Coaches & Mentors states that by actively working to eliminate biases and

fostering an inclusive environment, mentors demonstrate their commitment to treating their mentees with
respect and fairness

- Assumptions and biases will inevitably arise throughout your mentoring conversations. Our assumptions can

mean we make snap judgements or stop listening properly because we feel convinced we already know what 1s
being communicated to us

« Unconscious biases are the automatic associations or stereotypes that we hold about certain groups of people

« Assumptions and biases can lead us astray when left unchecked, unconscious biases aren’t fixed; but they can
change with effort and time

- You can start to raise your own awareness and take steps toward mitigating your biases by: acknowledging the
magnitude and impact of unconscious bias, recognising common situations that magnify stereotyping and bias
and seeking diverse opinions with different perspectives.

Continues >



Reflection

1. Have you ever had a snap judgement made about you? How did this make you feel?

2. What core beliefs do | hold? How might these beliefs limit or enable my mentee?

3. How do | react to people from different backgrounds?

4.Do | hold stereotypes or assumptions about a particular social group?

5. Do my words and actions actually reflect my intentions?




Lesson 3 Ending the relationship

« The relationship can come to a close for a number of reasons. This could include simply because you’ve reached
the end of the relationship, there has been a change in situation, or perhaps your mentee has reached their goal

- Bringing a formal close to the relationship allows you both to stop and look back at the progress you have made

« Set aside time to reflect on any highlights, learning points or ways to improve

. If, at the end of your mentoring relationship you may still want to maintain contact, if so, ensure you re-contract
and discuss new goals and end points

Continues >



Reflection

1. How do you generally approach endings in your personal and professional life?

2. Foryou, what is a good marker of the end of a journey or relationship?




Want to learn more?

Here are some useful resources and extended reading from the module.

- Understand more about becoming aware of personal biases in a mentoring context | The University
of Edinburgh

« The Assumption Trap: How Unchecked Beliefs Can Lead Us Astray

« Enjoy this LinkedIn article on Ending the Formal Mentoring Partnership

- Creating a more inclusive work environment | Be the Business


https://www.ed.ac.uk/global/transitions-and-mentoring-toolkit/mentoring-toolkit/intercultural-mentoring/becoming-aware-of-personal-biases
https://diego-lujan.medium.com/the-assumption-trap-how-unchecked-beliefs-can-lead-us-astray-635fe7f414a
https://www.linkedin.com/pulse/ending-formal-mentoring-partnership-archel-desir/
https://www.bethebusiness.com/tools-and-templates/creating-a-more-inclusive-work-environment/
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