
Mentor Quick Reference Guide
Establishing a Relationship

o 

Updated July 2023
Created & Developed by:
Lisa Jang, RN, BScN, MHLP-CE



What is a Mentor?

Goal Setting
Reflecting
Feedback

Mentorship is a mutually beneficial
relationship focused on sharing
expertise, resources, values and
perspectives. This can include:

 

For more information on Mentorship

Neil deGrasse Tyson's Life Advice Will Leave You SPEECHLESS
16:40 minutes
~MotivationHub

Why We Should Never Stop Learning
3:46 minutes
~Jay Shetty
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Thank you for volunteering to be a mentor! As you develop
your leadership skills, you'll find a lot of information that can

propel you forward as you continue your career.

A mentor guides a less experienced
person by building trust and modeling
positive behaviours. You'll provide
guidance, motivation and emotional
support while coaching and empowering
your mentee to where they want to be. 

Guides the new hire beyond the initial
transition and may last long after the
formal relationship is concluded

Professional growth (long term)

Enhanced self-fulfillment & Self-efficacy

Increased job satisfaction and feeling of
value 

Increased learning, personal growth
and leadership skills 

Motivation for new ideas 

Potential for career advancement 

Fun Fact: 

"A combination of leader

empowering  behaviours and

work place empowerment"

leads to lowered stress at work,

increased effectiveness,  and

improved job satisfaction not

only for you, but your mentee as

well (Greco et al., 2006).

 

Ultimately, you'll be the key in

creating a legacy of strong

leaders as you build the team

and advance your career.

Inspirational Video- Be a Mr. Jensen 
3:12 minutes
~Clint Pulver

You can make the difference...
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As you gain traction and build trust, you may be taking the lead role
in coaching your mentee to identify their goals and aspirations. For
the first few meetings, the mentor may need to take the lead by
planning/scheduling meetings, developing meeting content (i.e. goal
setting) and keeping a record of reflections/goals that can be
discussed at the next meeting.

As you build and develop your relationship, start giving your mentee
more of the leading role in the conversation and coordinating the
next meetings. Refer to :"Leader Empowering Behvaiours" on page 14.

Leadership Building

Your Commitment

Gaining trust and building a foundational relationship requires
about five meetings. Start your momentum strong and ensure
about 30 mins of time together for the first few sessions.

This formal mentor-mentee relationship is recommended to be
at least six months with regular meeting intervals with
sufficient time to actively listen.

Time Investment

This role will help you build and develop your leadership
skills. It's critical that you're present by:

Actively listening
Providing genuine interest in building up your
mentee and overall team
Giving your full attention and care 

Being Present
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Meeting 2

Meeting 5 Meeting 6

Re-address the open
safe space between
both parties
Building trust, share
stories
Speak about their
goal(s) for this day's
session
Listen

Month 3

Month 4

Month 5

Meeting 4
Start giving mentee the lead role
of making a plan for their own
learning for future meetings
Email leadership for a check-in"

Refer to your
"Conversation Closure"
for debrief
Email leadership for
follow-up 'check-out' &
next steps

Mentee takes more lead in
the discussion
Ensure reflection is
complete and sent
including: what was
discussed and next steps
forward. Has the goal of the
relationship evolved or
changed? 
As a mentor reflect on what
went well and what you
could do better in future
meetings

Mentee continues to lead,
reflect, and share next
steps with you post-
meeting within 24-48
hours
You continue to evaluate
your growth and learning
as a mentor

What else can be done to support
your mentee? Higher level
thinking goals? What are their
ultimate aspirations?
You and your mentee continue
your reflective practices

Month 1

Timeline Guide: Two (2) meetings/month

Month 2 Month 6

Meeting 1 Meeting 3
Develop common ground
Discuss confidentiality
Create meeting plan (Set 2 dates)
Determine each person's
expectations and what they'd like to
get out of the relationship, what are
their grand aims in their current
career. Where do they want to go?
Mentee to create a goal for next
meeting

Continue building trust
Create individual
meeting with mentor
facilitator for quick
review of relationship
before 5th meeting
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Meeting 7 Meeting 8 Meeting 9

Meeting 10 Meeting 11 Meeting 12
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Table from Grant (2011).GROW Model*

Meeting Outline
Formal mentorship relationships will be initiated by the mentor.
Gradually, as the relationship progresses, the mentee should start
feeling more comfortable in taking more ownership and lead role in
initiating the reflections, meetings, reaching out, etc.
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Explanation of
The Choice Map 

5:38 minutes 
~Marilee Adams 

(Adams, 2015/2016;
Inquiry Institute, 2011)
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Brené Brown's "Dare to Lead"
Engaged Feedback Checklist
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Free & printable online copies available
directly from Brené Brown's website 

Taken directly from Brené Brown's website and book Brown, B. (2018).



Feedback Strategies

How to Tame your Advice Monster  
14:29 minutes
~Michael Bungay Stainer

What is "Ask, Tell, Ask"?  
1:17 minutes
~IHI Open School

The secret to giving great feedback | The Way We Work
  5:02 minutes
~TED

"Micro-Yes" - Prepares the recipient psychologically
Data-Point reference - be specific with examples
Address the impact - connects the data point with a purpose
 End with a Question

"How do you see it?"
"These are my thoughts, what are yours? -Creates
commitment and joint partnership

Research supporting the Situation-Behaviour-Impact (SBI) Model &
"Ask, Tell, Ask" Sandwich.

1.
2.
3.
4.

i.
ii.

Approach giving your feedback with the intention to help
support your mentee. Start with curiosity.

Three (3) YouTube Videos: excellent resources supporting the evidence-
based literature to developing your skills as empowering leaders:

Learning Hub
Leadership Course

Opportunity:
1-Hour Giving &

Receiving Feedback
Course # 16285

6

Reverse Mentoring

Increasing team retention & engagement
Increasing belongingness
Sharing digital skills
Driving culture change
Promoting diversity
Fosters commitment 

Listen and learn from your mentee as they also
have a wealth of knowledge and skills to share.
This is a mutually beneficial relationship. Ask
for feedback for your own learning too. This is
shown to:

(Jordan & Sorell, 2019)
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Have we established a regular pattern of conduct?
What's working? What's not? How can this be pivoted to help?
How well are we communicating with one another?
What kinds of development opportunities am I providing to
support fulfillment of my mentee's goals?
How can I improve the quality of the mentoring
partnership?
Are we continuing to work at maintaining the trust in this
partnership? How?
Am I providing thoughtful, candid and constructive
feedback?
Is my mentee using the feedback to take action?
Are there some lurking dangers or "undiscussables" in our
mentoring partnership?
What additional learning opportunities, resources and
venues should we add to enhance the learning experience?
Are we taking time to reflect on our partnership?
Is the quality of our meetings satisfactory?

1. Please take a few moments to reflect and
write out the answers. 

2. Submit your responses to your clinical
educator leads after meeting #4 with your
mentee. 

3. From there, we can plan a formal check-in
as you progress in your leadership journey.

Mentor Self-Evaluation & Mid-Point Check-in

( Mentoring LINX, n.d.)
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Mentor End Evaluation

(Berk et al., 2008)
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Part 1: Who are you?
What profession do you best identify with?
How long was your formal mentorship relationship before the closure
conversation?
How long have you been practicing in your profession
Have you been a formal mentor in the past? When?

Part 2: Description of Relationship
What was your role as a mentor? (e.g. Teacher, counselor, sponsor,
advocate, resource?)
How long have you had this relationship?
Do you believe your relationship will continue?
How would you characterize your strengths and weaknesses of your
relationship?

Part 3: Evaluating your Development
What worked best in building your relationship?
What supports did you need?
What was helpful in your ability to be a mentor?
What did you take away from this experience? What did you learn?
What skills will you take forward as a leader?
How would you characterize the strengths and weaknesses of your
relationship?
Would you be a mentor again? Why or why not?
What did your meeting schedule look like? Could have it gone better?
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Did I achieve my goals? If yes, what did I learn as a result?
If no, what might have got in the way? In what ways
might I have contributed to the lack of progress?
What was the most valuable things I learned from this
partnership?
What specific insight, approach or perspective did I gain?
What else do I still need to learn?
What did I learn about mentoring? About being a
mentee?
What did I learn about myself as a person?
What has being in this partnership taught me about
myself as a learner?
What would I do differently in the next mentoring
partnership?

What will you do now that's different
What are the next steps you'll take?

Brainstorm together a way to meaningfully celebrate
your mentorship partnership
Tie it into your mutual areas of interest

1. What you've learned:

2. How you'll apply what you learned:

3. Celebration and appreciation:

Formal Mentorship Debrief
Conversation Closure FINAL MEETING

( Mentoring LINX, n.d.)9
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After your thorough conversation closure
together, please each email your leadership
to have a 'check-out' follow-up. We would like
the opportunity to celebrate and talk about
your next steps.

Your relationship will be different after the mentorship
partnership formally ends
Do you wish to continue to be in contact? If so, on what
basis?
If you decide to continue your mentoring partnership,
what will be different? What will be the same?

4. What you've learned:

Formal Mentorship Debrief
Conversation Closure FINAL MEETING

( Mentoring LINX, n.d.)
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