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Mentoring Program Schedule of Events and Timeframe

Maine state government’s mentoring program operates on an annual cycle of recruitment and implementation. Each year, the Maine Management Service recruits and trains new mentors to add to a continuously expanding pool of mentors. Confidential managers who have completed the Maine Leadership Institute and created an individual development plan are eligible to participate as protégés.

ANNUAL SCHEDULE
April


Promote program 

Recruit mentors/protégés




Informational Session for Mentors

May-June
Assess mentors/protégés interests and needs


Match mentors and protégés




Mentoring Program Orientation/Training*
June 13

Social event for both mentors and protégés

July 1


Formal mentoring relationships begin

                                    Networking event- July 8
October 15                Networking event
                                    Monitoring
January 21

Networking event

February

Invite feedback from mentors and protégés 

Evaluate program results


Make program changes as needed

March


Evaluation
April 16, 2004            Formal mentoring relationships end 
Celebration
** Mentors and protégés are asked to attend other scheduled events as time permits

Mentoring Code of Practice

1. Respect confidentiality

2. Respect each others' time

3. Work on the protégé's goals (not the mentor's)

4. Follow through on commitments

5. Be sensitive to cultural and other differences

6. Give honest feedback

7. Provide advice and guidance with the highest degree of integrity

8. Foster caring, supportive relationships

9. Be committed to developing your fullest potential

Frequently-asked Questions

Why have a mentoring program?

The Maine Management Service’s mentoring program is designed to develop and strengthen leadership competencies in present and future state government managers. Mentoring is one of the most powerful methods for developing competence at the top. In addition, mentoring:

· improves productivity and job satisfaction

· builds committed and loyal employees

· helps retain high potential employees

· helps attract top talent 

How do managers benefit from mentoring?

Mentoring is an effective professional development tool that takes place outside of the classroom and helps participants grow personally and professionally. It offers managers:

      *    a different perspective

      *    a greater self-awareness and understanding of their behavior and motivations                                  
*    a sounding board in an unthreatening environment

*    permission to discuss the “undiscussable”
*    a stimulus to tackle tasks they’ve been avoiding

      *    help in planning personal and professional outcomes

*    an opportunity to network 
What does a mentor do?

The mentor may perform many different roles. The role depends on the needs of the protégé and often relates to the stage in their career. A new manager may need assistance with learning how state government operates. A mid-career manager may desire assistance with setting and achieving career goals. Others may want advice on improving their job effectiveness, enhancing specific competencies, or feedback on approaches to issues or problems.  In all cases, protégés are looking for someone to listen to them, respect them, and inspire them!

What does a protégé do?

Protégés are committed to their own development. Protégés understand what their goals are and what kind of mentoring they want. They have a specific development plan and an outline of the leadership competencies they want to enhance. Protégés ask the questions, set the agenda, and manage the relationship. 

What skills do mentors needs?

Mentors exhibit strengths in the competencies desired by protégés. Mentors are good communicators, including active listening, possess the ability to relate to others and to be nonjudgmental. Mentors have a genuine desire to be part of other peoples’ lives, to help them pursue their interests, achieve their career goals, and handle tough decisions. A mentor is also committed to his or her own development and has the time to invest to make a mentoring relationship work.

Where do mentors come from?

All walks of life –mentors will be recruited from private sector leaders, former state government managers, and current confidential managers. In the first year, mentors generally will be recruited from outside state government. In subsequent years, mentors will be recruited from the prior year's protégés.

A mentoring relationship just benefits the protégé, right?

No, mentors benefit too! In all studies, mentors report more satisfaction from the relationship than protégés.
 Mentors receive:

· recognition from peers and superiors for hard work, a successful career, and demonstrated leadership skills

· opportunities to expand horizons 

· opportunities to network with others
· opportunities to learn from protégés

· practice with interpersonal and leadership skills

· opportunities to review and validate what you’ve learned
· opportunity to recharge your battery

How are mentors and protégés matched?

Mentors and protégés complete individual assessment forms that describe their interests, areas of expertise, career experiences, and mastery of competencies. The MMS Mentoring Steering Committee and/or Mentoring Program Administrator review the preferences of both the mentors and protégés, including interviews if necessary. The goal is to match mentors and protégés so that the maximum benefit to both can be realized. To accomplish this match, several methods are used.  The Steering Committee provides a short list of names of potential mentors for the protégé to choose from.  Protégés may suggest a potential mentor.  There is an opportunity to review mentor biographies and to meet with them.  In short, any reasonable process may be used to facilitate the best match. The final selection of a mentor is up to the protégé and mentor.

If a confidential manager applies for a mentor, will a match be automatically forthcoming?

Yes, as long as he or she meets the minimum requirements for participation and there is a mentor available that is well-suited to the protégé. It is important that mentors possess the competencies desired or model the career path needed to be of greatest value to the protégé. It may not be possible to meet these requirements in every case. If MMS is unable to make a suitable match, the manager will be encouraged to participate the following year.

How often should mentors and protégés meet?

An average of twice a month (approximately 5 hours total). 

How formal should the meetings be?

As formal or informal as the protégé is comfortable with. It is a good idea for some minimal note-taking to assess progress, but not too much so that it interferes with open discussion.

What if the mentoring relationship does not work out?

Both mentors and protégés have an obligation to work hard at the relationship –attending 
meetings, being on time, and fully committing to the relationship. Many programs have found that if a good relationship has not begun to form within the first few weeks, the mentor or protégé should ask for an additional partner (often simultaneously which allows the original relationship to fade and avoids rejection). The MMS Mentoring Program Administrator will check-in with mentors and protégés during the first two weeks to see if the relationships are well-matched. If possible, another match will be made.  It is important to view these situations, not failures, but as opportunity to learn.

What if something really serious comes up?

While most mentoring relationships develop and flourish without serious problems, things do happen. Mentors have an important role, but that does not include medical or psychological treatment or family counseling. There are support systems in place for real emergencies. The most a mentor is expected to do –and should do – is to help guide a protégé to the appropriate source of professional help.

Is it OK to talk with others about the things learned as part of conversations with mentors or protégés?

To assure that both mentors and protégés feel comfortable sharing experiences and ideas, confidentiality is an important part of the mentoring relationship. Both parties agree to maintain confidentiality when they become part of the program. 

Can mentors and protégés become friends?

If a mentoring relationship is working, mentors and protégés do become friends. Being a mentor involves supporting the total development of the protégé and that generally means developing a mutually affectionate, caring relationship. It takes time and it is rare, but when it occurs, mentoring is the third most powerful relationship for changing human behavior after family and love relationships. But it is important that both parties are comfortable with the relationship and, if it leads to emotional tension, that they talk it out and set limits.

Can mentors and protégés continue the mentoring relationship after the formal mentoring period is over?

The MMS Mentoring Program is designed for a nine-month period. Generally, after the formal mentoring period ends, the MMS will not provide program support to mentors and protégés. Mentors and protégés may remain in contact without formal support so long both parties agree and desire to do so.

Can mentors participate in more than one annual cycle?

While it may not be possible for them to participate every year or to make suitable matches each time, mentors are encouraged to remain in the program for several years and to mentor more than one individual. 

Can protégés have more than one mentor?

Priority will be given to confidential managers who have not previously participated. Nevertheless, protégés can participate in the program in successive years as long as it continues to be a strategy in their development plan, resources permit, and a well-matched mentor is available. Moreover, protégés learn different things from different people and they are encouraged to find mentors in all walks of life, even external to the formal mentoring program.

I.  Introduction

Section I - Introduction

· Why have a Mentoring Program?

· Shaping a Successful Mentoring Program

· Purpose of the MMS Mentoring Program

· Goals of the MMS Mentoring Program

· Mentoring is Protégé-driven

· The Mentoring Relationship

· The 10 Myths of Mentoring

Why have a Mentoring Program?

In Maine state government today, 50% of confidential managers will be eligible to retire in five years. Retention and employee development is key to helping the state plan for this turnover. Mentoring is one strategy to assist with this.

· 77% of respondents from U.S. companies implementing formal mentoring and coaching programs cited improved retention and improved overall performance (Center for Creative Leadership)
· 35% of employees who aren’t regularly mentored plan to look for another job within the year; only 16% of employees who are regularly mentored plan to (Louis Harris and Associates)
· Mentoring is one of the greatest opportunities to improve individual performance and satisfaction (McKinsey & Company “War for Talent” survey)
Shaping a Successful Mentoring Program 

If mentoring is to be successful, it must be seen as a way of life rather than a program or stand-alone project. It needs to:

· be a priority within the organization and to the participants

· have support from supervisors and top management

· be integrated into the mainstream of development activities

· have the necessary time committed to it

· operate within, not external to, the organizational management structure 

· have specific goals

Mission: 
To help Maine state government managers flourish by formally linking them with those who can nurture their development.

Purpose of the MMS Mentoring Program

The Leadership Development Team of the Maine Management Service (MMS) initiated the mentoring program to enhance the leadership competencies of confidential managers (see the appendix for Maine’s Leadership Competencies).

Goals of the MMS Mentoring Program

· Enhance the leadership competencies of present and future Maine state government managers.

· Celebrate the contributions and talents of Maine state government's experienced managers.

· Guide state government managers in achieving their career goals.

· Retain highly qualified and experienced state government managers.

· Create a culture of learning, sharing, and networking in Maine state government.

Mentoring is Protégé-driven

While mentors benefit in tangible and intangible ways from a mentoring relationship, the primary purpose of mentoring programs is to provide guidance to the protégés. As such, protégés are in charge of the relationship, including:

· choosing their mentor

· scheduling meetings

· talking about things the protégé wants to talk about

· selecting learning activities that best suit their needs

The Mentoring Relationship

· Mentoring, if it is working, is the third most powerful relationship for influencing human behavior (after family and couple relationships).

· Mentoring is a mutual relationship and benefits both the mentors and the protégés. 

· There is no such thing as a profile of an ideal mentor, protégé, or even an ideal program.

· Spontaneous or accidental mentoring almost always works. Planned mentoring is an attempt to create the most fertile environment for spontaneous mentoring to occur.

· For the mentoring relationship to succeed, the mentor and protégé have to develop trust in and respect for each other. 

· Protégés are not expected to become just like their mentor. The mentor helps the protégé learn from mistakes rather than shield him or her from that experience. 

· Mentors do not give advice, nor do protégés accept what the mentor says without question. A great deal of the value of the mentoring relationship is derived from challenging beliefs, assumptions, and past practices.
· Sameness of sex, race, ethnic or financial background, or geography, certainly help the relationship establish trust faster, but once a real mentoring relationship has developed, none of these samenesses are necessarily missed.

· Eating together is one of the most intense relationship builders.

The 10 Myths of Mentoring

1. You need a toga to be a mentor

(Gone are the days of protégés sitting at the feet of the wise one; you never know who might be a powerful learning influence) 

2.  Mentoring only happens on a one-to-one, long-term, face-to-face basis

(With modern technology mentoring can take place by e-mail, telephone, or fax and may only need a few hours) 

3.  Taking time to mentor decreases productivity

(Mentoring improves productivity through better communication, goal clarity, increased commitment, and succession planning) 

4.  A mentor needs to be 5-10 years older than the person he/she mentors 

(Innovations happen so rapidly and personal experience is such a great teacher that younger people often have opportunities to mentor older workers; peers are often effective mentors) 

5.  Mentoring is a rare experience and only occurs for a few people

(Informal mentoring is probably the most frequent method of transmitting knowledge and wisdom in society; virtually everyone has experienced it) 

6.  Mentoring requires a greater time commitment than most workers can afford
(Being mentored or being a mentor does not guarantee career advancement, but it does significantly increase on-the-job learning, accelerating career opportunities)

7.  Effective mentoring can take place just by matching an experienced adult with a novice
(Matching without monitoring jeopardizes the value of mentoring for all parties)

8.  The person being mentored is the only one who benefits from the relationship
(For mentoring to be effective, all parties must perceive benefits; this is the principle of mutuality) 

9. The best mentors are those who set out to be mentors

(The majority of mentoring occurs without conscious knowledge of either party, but it does help to cultivate key mentor attitudes and behaviors) 

10. [Organizations] do not have time for mentorship because they are too busy reorganizing, restructuring, downsizing, rightsizing and surviving

(The changing economy and globalization place great strains on time, but a focus on learning increases stability, change management, and financial growth) 

II.  Participating in the Mentoring Program

Section II - Participating in the Mentoring Program

· How to Participate
· Matching Mentors and Protégés

· Minimum Requirements for Mentors and Protégés

· Responsibilities of Mentors and Protégés

How to Participate 

The MMS Steering Committee invites interested mentors and protégés to participate in the program each year. Mentors and protégés are selected to participate based on the availability of well-matched partners.
Interested mentors submit a resume, a mentor assessment form, and two references to the MMS Mentoring Program Administrator. 
Confidential managers in state government interested in being mentored write a letter of interest that describes how they will benefit from the program, including
· Reasons for interest in the MMS mentoring program

· Career goals

· What they have done to enhance their job or career development in the past year

· How the mentoring program will help them advance professionally

· How the mentoring program will enhance their leadership competencies

Information should be submitted to:

MMS Mentoring Program Administrator
State Office of Training & Development
Bureau of Human Resources

Department of Administrative & Financial Services

4 State House Station

Augusta, ME 04333
(207) 624-7764
Matching Mentors and Protégés

The MMS Steering Committee matches mentors and protégés so that the maximum benefit to both can be realized.

To aid with making the most suitable matches, mentors and protégés complete individual assessment forms (see appendix for Mentor and Protégé Assessment forms) to provide information regarding their interests, career experiences, areas of expertise, mastery of competencies, and developmental interests.
                                                                                                                                                      The MMS Mentoring Steering Committee and/or Mentoring Program Administrator review the preferences of both the mentors and protégés and strive to find a match that will provide the greatest learning experience for both. The Steering Committee attempts to find a balance between the level of position that mentors and protégés hold in their organizations so that there is enough similarity to allow parties to relate to each other, but also with sufficient difference in perspective and experience to foster learning. 

There are several ways in which a mentor and protégé may be matched.  The steering committee will provide names and biographies, protégés may suggest a potential mentor, there will be an event at which protégés can meet potential mentors, and more.
Minimum Requirements for Mentors and Protégés

Mentors

· Ability to commit time

· Sincere interest in participating

· Exhibit the following core competencies: ability to listen, supportive, nonjudgmental, ability to relate, integrity, good networker, ability to establish trust, patient, good communicator, enthusiastic

· Demonstrate one or more of Maine’s leadership competencies: integrity, effective communicator, supportive coach, vision, analytical thinker, systems thinker, creativity, customer focus, results orientation, sound judgment

· Completed a leadership program

· Career history includes a management position

Protégés  

· Protégés must have participated in the Maine Leadership Institute

· Protégés need supervisor approval to participate

· Participation is part of their professional development plan

· A letter of interest describing how they will benefit from the program is required

Responsibilities of Mentors and Protégés

Mentor Responsibilities

· Successful completion of the MMS mentoring training program (free-of-charge)
· Work with the protégé for nine months at a minimum of five hours per month

· Model leadership competencies, offer advice, act as a sounding board 

· Attend organized events and activities 

· Help the protégé work toward their personal and career goals

· Be willing to share experiences, successes, failures, and observations

· Be willing to be job shadowed

· Maintain confidentiality

· Facilitate personal and professional contacts

· Be willing to participate in an evaluation of the overall process at the conclusion of the mentoring program period

Protégé Responsibilities

· Attend the MMS mentoring orientation program

· Work with the mentor for nine months at a minimum of five hours per month

· Attend organized events and activities 

· Develop personal and career goals and establish benchmarks for achieving them

· Be willing to candidly discuss issues and consider advice

· Provide feedback to mentor

· Respect mentor’s time and schedule

· Maintain confidentiality

· Be willing to participate in an evaluation of the overall process at the conclusion of the mentoring program period

· Be willing to pass on the gift of mentoring

III.  What Mentors Do
Section III - What Mentors Do

· Benefits to Mentors

· Roles of Mentors

· Difference between Coaching & Mentoring

· Getting Started

· Examples of Mentor Activities

· Tips for Successful Mentors

Benefits to Mentors

Mentoring is a mutual relationship with mentors receiving as much value as the protégés. One of the very best ways to learn is to teach. By working with a protégé, mentors have opportunities to explore their own standards, philosophies, relationships, and expertise. Mentors share in the growth of a protégé’s career and personal development and create important relationships. 

Mentoring provides energy and motivation to the mentor. Feeling satisfied, content, and proud are energizing emotions. Research shows that managers reach a critical stage in their profession in their mid-late 30s. Some give up (moving into a stagnation phase). Others thrive and proceed into happy 40s, 50s, and 60s and beyond. Being an effective mentor can provide a catalyst to spark activity and fulfillment for mid-career professionals.

Mentors receive:

· recognition from peers and superiors for hard work, a successful career, and demonstrated leadership skills

· opportunities to expand horizons 

· opportunities to network with others
· opportunities to learn from protégés

· practice with interpersonal and leadership skills

· opportunities to review and validate what they’ve learned
· opportunity to recharge their battery

Roles of Mentors

Mentors may give advice, but do not tell a protégé what to do. Mentors ask questions, provide guidance, and help the protégé think through alternatives. The mentor knows how and when to listen, when to give advice (and when not to), and how to withhold judgment.

A mentor may perform different roles.  Keep in mind, the mentor's main role is to listen, encourage, assess, and help the protégé develop greater self-awareness. Mentors’ roles include:

1. Role Model - serves as a person the protégé can emulate; demonstrates specific leadership competencies

2. Sounding Board - gives honest feedback on plans to tackle an issue

3. Coach - helps analyze problems and alternative solutions; explores consequences of potential decisions 

4. Listener - lends a sympathetic ear; offer encouragement

5. Career Advisor - helps think through career options, develop career goals, and plan develop activities toward them

6. Networker - provides access to others that can help achieve future career goals
7. Guide - helps work through the unwritten rules; shows how state government operates

8. Teacher - instructs the specific skills and knowledge necessary for successful job performance

9. Motivator - helps make personal change happen; provide encouragement and impetus to act; gives 'pats on the back'

10. Reflector – challenges assumptions; helps analyze behavior

Difference between Mentoring and Coaching

Mentoring is long-term while coaching is episodic. Generally, mentoring is development-oriented; it helps the protégé develop greater awareness, concentrate on career goals, and make the transition from one level to another. Coaching deals with skills. It is heavily task-oriented or performance-oriented. Mentoring is future-oriented. It establishes a vision of what could be achieved and lays the groundwork for confidence and commitment to make it happen. Coaching is focused on the here and now. 

	Mentoring
	Coaching
	Counseling

	What?

The Future

Developing and committing to learning goals

Opening horizons
	How?

The here and now

Overcoming Skills barriers

Raising abilities
	Why?

The past

Overcoming psychological barriers

Building self-understanding


Getting Started

During the first few weeks, mentors and protégés concentrate on getting to know each other.  It is valuable for ensuring that the match is suitable, for building trust, and for deciding how partners work together.

Conversation Starters: Questions for Mentors to Ask Protégés

· Why are you interested in mentoring?

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

· So what's keeping you awake a night at the moment?

· What are your worries, frustrations, or concerns at work?

· What career options do you want to pursue?

· What are your goals for the job you are in now?

· What are the top five opportunities available to you right now –things that you could do or act on to take advantage of to advance toward a goal?

· What excites you about your job?

· What would be a really good day for you?

· What's the problem you want to work on?

· Why is this a problem? Is it the real problem or a symptom?

· If you were to succeed in solving this problem, what would success look like?

· What are some of the ways you could solve this problem and achieve success?

Examples of Mentoring Activities

· Share your own experiences, successes, failures and observations

· Introduce the protégé to other state government managers

· Bring the protégé with you to legislative hearings where you testify, staff meetings that you conduct, or other meetings that you lead

· Help the protégé identify developmental needs to achieve goals

· Help the protégé identify training and other professional development opportunities

· Share a book or news article related to leadership

· Discuss current challenges in the protégé’s work

· Discuss real life situations (how protégé handled it, debrief results)

· Complete actual projects together. Find ways to work together, on a temporary basis, to solve an organizational problem

· Discuss how works affects personal life

Tips for Successful Mentors

· Reflect on what you've learned and from whom; who were your mentors; what did you like about them and their approach

· Set specific times to meet weekly for discussion and ensure that schedule is kept

· Recognize that good relationships take time to develop; get to know your protégé; learn the things that are important to him or her

· Challenge the protégé to be accountable for a developmental plan; encourage them to act on their goals and meet their time frames

· Listen deeply and ask powerful questions; withhold advice unless it is asked for

· Don't be afraid to be changed by the relationship

· Effectively understand what a protégé is going through; but don't get caught up in the problem yourself

· Have a sense of your own personal vision and goals

· Maintain and respect privacy, honesty and integrity

· Ask for feedback on how you're doing

· Feel good about contributing to another person's professional development

Sometimes people think they do not have time to be mentors.  However, mentoring can be incorporated into regular work elements (such as job shadowing) and does not always have to occur in face-to-face meetings (e-mail and phone conversations can supplement face-to-face meetings). 

IV.  How to be an Effective Protégé

Section IV - How to be an Effective Protégé 

· Define Your Mentoring Experience

· Establish Goals, Objectives and Developmental Needs

· Tips for Meeting with a Mentor

· Tips for Successful Protégés

Define Your Mentoring Experience

Just as it is commonly believed that mentors dole out advice, most people think that protégés simply sit back and take guidance from their mentors. Both perceptions are wrong. Protégés are active participants in the mentoring relationship. What’s more, they define the experience.  

To ensure that their needs are met, it is important for protégés to be as clear as possible about what they hope to gain from the mentoring relationship. Many formal mentoring programs suggest protégés set career and relationship goals.  

Decide what kind of mentoring you want (see mentor’s roles on page 17)

· Help achieving career goals

· Learning how state government operates; breaking through unwritten rules

· Coaching or thinking through specific issues or problems

· Demonstrations of specific leadership competencies

Establish goals, objectives and developmental needs 

· Establish goals with objectives (specific milestones) towards those goals

· Identify developmental needs for achieving them

· Create an Individual Development Plan 

What to look for in a mentor

· Is the mentor’s career experience consistent with your career goals?

· Does the mentor demonstrate the competencies you want to work on?

· Are the mentors’ interests similar to you own?

· Does the mentor know people that could potentially help you with achieving future career goals?

· Do you like the mentor? Are you compatible? Can you see spending time with him or her?

· Think about being mentored by someone who is very different from you (different job, different approach to problem-solving, different experiences, different personality characteristics, different communication style)

Attributes of good mentors

· Respects other people’s views and works with them

· Believes protégés have potential and wants to help them

· Sees the best in others, nonjudgmental

· Listens

· Is committed to their own personal and professional development

Choose your mentor

· Assess the personal and professional qualities of the potential 

· Prepare questions to ask each potential mentor and call or meet with each of them

· Explain your purpose and goals and ask for their input or advice

· Assess meeting outcomes to see if one of your potentials is a viable candidate

Set an agenda

· What goals do you want to work on?

· What learning activities would be the most useful (face-to-face meetings, shadowing)?

· What topics do you want to discuss?

Manage the mentoring relationship

· Take responsibility for setting up meetings

· Prepare for meetings

· Give the mentor feedback; what do you need or expect from the relationship?

Evaluate the mentoring relationship

· Are your assumptions frequently challenged?

· Do you have a clearer idea of what you want to achieve and why?

· Do you look forward to mentoring sessions?

· Do you emerge from mentoring sessions energized to take action?

· Have you grown professionally by assuming new or expanded responsibilities?

Establish Goals, Objectives and Developmental Needs

To achieve their full potential, it is important that protégés understand what they want to achieve and make a plan for how to get there, one day at a time. The simple process of writing down goals and objectives is a big step toward making them happen. 

Goals are the things a protégé wants to do over the next several years. Objectives are the specific milestones (key accomplishments) that make goals happen!

It is likely that a protégé will have developmental needs before they can accomplish their objectives. An individual development plan consists of the smaller steps to take, tomorrow or next month to improve skills, abilities, and competencies (see appendix for sample Goal-setting and Development Plan worksheets).

Tips for Writing Goals

· Identify the things you enjoy doing

· Identify the things that bring you happiness and joy

· Identify the two best moments of the past year

· Identify three things you’d do if you won the lottery

· Identify the causes you care deeply about

· Identify your most important values

· Identify the things you do excellently

· Identify what you’d like to stop doing or do as little as possible

Examples of Goals

· To make a vital change to improve Maine’s environment

· Help others achieve their full potential

· Raise happy and well-adjusted children

· Be fit and happy

Examples of Objectives and Developmental Needs

	Goal: To make a vital change to improve Maine’s environment

Objective: Manage an environmental- or conservation-related program in state government by 2004    


	Developmental Needs:

· Academic training in natural resources policy and environmental science

· Exposure to managing in state government and state budgeting process

· Leadership competencies in the areas of creativity and effective communication


Tips for Meeting with a Mentor

· Prepare a brief autobiography that you can share with your mentor when you first meet

· Write down three things you would like your mentor to provide 

· Do some homework to demonstrate initiative, leadership, and self-reliance (for example, do some background reading on a topic you and your mentor plan to discuss and come to the meeting with questions prepared)

· Be on time; don’t waste time

· Learn about the mentor’s environment (read books, attend lectures and presentations, go together to events)
Tips for Successful Protégés

· Protégés are committed to personal and professional development

· Protégés have clearly-defined goals

· Protégés are assertive, able to ask for help

· Protégés are open, able to accept advice and feedback

· Protégés consciously build trust; are honest, keep their word, keep confidences

· Protégés are good listeners

· Protégés are active participants in the mentoring relationship

· Protégés go out of their way to learn about the mentor’s world

· Protégés are confident, believe in their abilities, but also willing to admit weaknesses

· Protégés take responsibility for making the experience a positive one for the mentor

· Protégés show appreciation and share credit with mentors for their accomplishments

Today’s Protégés are Tomorrow’s Mentors
V.  The Formal Mentoring Relationship

Section V - The Formal Mentoring Relationship

· Agree to Terms and Framework
· Set Ground Rules

· Evaluate and Track Progress

Research indicates that formal mentoring partnerships are more successful when the right amount of structure is present. The structure includes such things as discussing expectations, agreeing on goals, and outlining a schedule to meet. But avoid being so structured that spontaneous discussion or activities cannot occur.

The worksheets and forms contained in this section are designed as examples. They can be modified to meet the participants’ needs.

If a situation arises that the mentoring partners do not know how to handle, the MMS Mentoring Program Administrator is available to assist. The Mentoring Program Administrator periodically checks in with mentors and protégés to monitor progress and provide support throughout the period of the formal relationship.

Agree to Terms and Framework
It is important to agree to the outcomes desired from the mentoring relationship. Mentors and protégés discuss these issues at the outset (see appendix for MMS Mentoring Framework) and lay out the terms of the relationship, including the competencies to be modeled/practiced, the personal and career goals to be addressed, and the ground rules to be followed.
Set Ground Rules 

Ground rules provide the norm for how mentors and protégés manage their relationship. For example:

· Keep what’s said between us –maintain confidentiality

· Pick meeting places that allow us to talk uninterrupted

· Call ahead, 24 hour notice if possible, to cancel or reschedule

· Come to meetings prepared

· Calls or e-mails in between meetings are fine. If a partner is unable to talk, we will schedule a time to call back

· Speak up if we’re not getting something that we expected or need

· Really listen to each other

· Recognize we are two different people and that’s OK. We can learn from each other.

· Remember to have fun!

Evaluate and Track Progress 
Periodically the mentoring partners should look at their relationship and discuss how it’s going. It is also a good idea for some minimal note taking to assess progress (see appendix for sample Relationship Checkup and Meeting Log worksheets). 
· Are we meeting expectations in terms of amount of time spent together?

· Have we established enough trust so we can work together?

· If one or the other has a problem, would he or she speak to the other about it? 

· Am I getting what I expected out of the mentoring relationship?

· Do we need to make any mid-course corrections to enhance the mentoring relationship?

· Have we made headway on activities centered on the protégé’s goals?

· Is there anything we want to change about how we interact with each other?

· What key activities have we accomplished?

VI.  Partnership Considerations

Section VI - Partnership Considerations

· How to Spot a Toxic Mentor/Protégé 

· The Strengths (and Problems) of Cross-gender Mentoring

· Ending a Relationship

How to Spot a Toxic Mentor/Protégé

Sometimes a mentor or protégé may exhibit behaviors detrimental to the mentoring relationship, perhaps without them even realizing it. If the mentor or protégé has a pattern of these behaviors, provide feedback to the individual and help them modify these bad habits. If the behavior persists, contact the Mentoring Program Administrator.

Toxic Mentors

· The Avoider: puts off meetings, inaccessible, cannot get close emotionally

· The Dumper: sees the protégé as an assistant, asks protégé to do his or her work

· The Criticizer: believes mentoring is a license to point out mistakes

· The User: uses protégé as a convenient, pleasant companion, backboard or source of ideas

· The Queen Bee: “I made it by hard work, but you are making it by knowing someone.”

Toxic Protégés

· The Apple Polisher: overly complimentary; a flatterer

· The Braggart: talks to others about confidential things the mentor has discussed

· The Sleaze Factor: dishonest, plays politics, just wants to be taken out for a good time

· The No Show: puts in time physically, but is not committed

The Strengths (and Problems) of Cross-gender Mentoring

Cross-gender mentoring works very well. Often men and women can share feelings of admiration, gratitude, friendship, trust, and loyalty more easily than same sex mentoring partners. These feelings are often the power of mentoring. As more and more women are entering male-dominated positions, it is more common for junior women to be mentored by senior males or senior women mentoring junior men.  While successful mentoring generates strong, positive, mutual feelings, there is the potential to cross a fuzzy borderline that could create problems. If increasing intimacy leads to emotional tension, mentors and protégés should talk it out and set limits.

· Keep meetings in semi-public places, the office, neutral meetings places

· Maintain a warm friendship 

· If necessary, have two mentors work with one protégé or two protégés meet with one mentor

Ending a Relationship

The MMS Mentoring Program Administrator matches mentors and protégés largely based on information supplied by participants. Preferences for mentors with certain interests, expertise, career experiences, and competencies are all taken into consideration. The majority of the partnerships prove to be productive learning experiences for both parties. Occasionally something happens to these relationships, which alters the participants’ expectations, and the mentoring relationship must be terminated.

· Geographic relocation of one of the partners

· Termination of state service of the protégé 

· Altered workload priorities

Occasionally, a mentor and protégé are incompatible. It is important to end the relationship if it is not productive. If a good mentoring relationship has not begun within a few weeks, the mentor or protégé should ask for an additional partner. This will allow the original relationship to simply fade away with any formal action being taken and avoiding outright rejection. 

If possible, the MMS Mentoring Program Administrator will make another match, if not in the current cycle, then in the next annual cycle.  

Such events are not failures, but should be seen as another opportunity to learn.

If a change in position or problems in the relationship develop, the mentor or protégé should contact the MMS Mentoring Program Administrator immediately.

For additional information on mentoring, the appendix provides a list of On-line Mentoring Resources.

VII.  Evaluation

Section VII - Evaluation

· MMS Mentoring Program Outcomes

· MMS Mentoring Program Evaluation Criteria

· Evaluation by Mentoring Program Participants 

MMS Mentoring Program Outcomes

The MMS Mentoring Steering Committee expects the following outcomes from the mentoring program:

· Mentors and protégés agree that their mentoring experience helped them grow professionally

· Protégés achieve their personal and professional goals within three years of participating in the mentoring program

· Protégés demonstrate professional growth by assuming new or expanded duties

· State government managers who are eligible to retire delay retirement because their experience is recognized and appreciated

· State agencies see demonstrable gains in the specific competencies of participating confidential managers 

MMS Mentoring Program Evaluation Criteria

Each year, the MMS Mentoring Steering Committee will evaluate the mentoring program and make improvements as needed.

· Is the program meeting its goals and objectives?

· Is the program meeting the needs of participants?

· Is the program meeting the needs of BHR and the participating departments?

· What is the participation level in the program?

· How is the program functioning within the leadership development system of the Maine Management Service?

Evaluation by Mentoring Program Participants

One of the responsibilities of mentors and protégés is to help evaluate the mentoring program for future annual cycles.

· Complete the MMS Mentoring Program Evaluation form (see appendix for MMS Mentoring Program Evaluation form)

· Provide feedback on the overall mentoring process 

· Respond to (anonymous) surveys regarding protégé’s and mentor’s professional and career rewards and growth
VIII.   Appendices

Section VIII - Appendices

· MMS Mentoring Program Policies & Protocols

· Maine's Leadership Competencies

· Mentor Assessment Form

· Protégé Assessment Form

· Goals, Objectives and Developmental Needs Worksheet

· Protégé Individual Development Plan

· MMS Mentoring Framework
· Relationship Checkup Worksheet

· Mentoring Meeting Log Worksheet

· Mentoring Program Evaluation Form

· On-line Mentoring Resources

Appendix: MMS Mentoring Program Policies & Protocols

 Mentoring Terms of Service

All mentoring relationships will start and end on set dates. The mentoring relationship will last for 9 months. 

Mentors and protégés should meet face-to-face on average 1-2 hours per week or approximately 5 hours per month.  In addition, protégés may accompany mentors to meetings or do some limited job shadowing. Face-to-face meetings may be supplemented with phone calls or e-mails for specific questions. 

Generally speaking, after the mentoring relationship ends, the MMS will not provide program support to mentors and protégés. Mentors and protégés may remain in contact without formal support if both parties desire and agree to do so. 

Mentoring is part of a protégé’s professional development. The protégé should identify the competencies to be developed and work with his or her supervisor to include them in an annual development plan. Protégé participation in the mentoring program is dependent upon supervisor’s approval and on available resources.

Protégé Participation

Minimum Requirements: 

· Protégés must have participated in the Maine Leadership Institute

· Protégés need supervisor approval to participate

· Participation is part of their professional development plan

· A letter of interest describing how they will benefit from the program is required

Protégé Responsibilities:

· Attend the MMS mentoring orientation program

· Work with the mentor for nine months at a minimum of five hours per month

· Attend organized events and activities 

· Develop personal and career goals and establish benchmarks for achieving them

· Be willing to candidly discuss issues and consider advice

· Provide feedback to mentor 

· Respect the mentor’s time and schedule

· Maintain confidentiality

· Be willing to participate in an evaluation of the overall process at the conclusion of the mentoring program period

· Be willing to pass on the gift of mentoring

Protégés will submit a letter of interest that describes how they will benefit from the program. 

Agencies will be charged a nominal fee for protégé’s participation to cover the cost of meals and meeting room rentals.

On a case-by-case basis, a protégé may have more than one mentor in successive years if there are available mentors. 

Mentor Participation

Mentors will be recruited from private sector leaders, former state government managers, and current confidential managers. In the first year, mentors generally will be recruited from outside state government. In subsequent years, mentors will be recruited from the prior year's protégés.

Individuals are encouraged to serve as a mentor as many times as they like in successive years.  

Minimum Requirements

· Ability to commit time

· Sincere interest in participating

· Exhibit the following core competencies: ability to listen, supportive, nonjudgmental, ability to relate, integrity, good networker, ability to establish trust, patient, good communicator, enthusiastic

· Demonstrate one or more of Maine’s leadership competencies: integrity, effective communicator, supportive coach, vision, analytical thinker, systems thinker, creativity, customer focus, results orientation, sound judgment

· Completed a leadership program

· Career history includes a management position

Selection Procedures

· Prospective mentors will complete an assessment form and provide a copy of their resume

· Mentors need at least two references

· Each prospective mentor may be interviewed by the Steering Committee, or their designee, using a competency-based interview 

· The Steering Committee, or their designee, will make the final selection of mentors

Mentor Responsibilities

· Successful completion of the MMS mentoring training program

· Work with the protégé for nine months at a minimum of five hours per month

· Model leadership competencies, offer advice, act a sounding board

· Attend organized events and activities 

· Help the protégé work toward his/her personal and career goals

· Be willing to share experiences, successes, failures, and observations

· Be willing to be job shadowed

· Maintain confidentiality

· Facilitate personal and professional contacts

· Be willing to participate in the evaluation of the overall process

The role of the mentor may vary depending on the needs and interests of the protégé. These roles could be as: teacher, guide, advisor, role model, motivator, coach, sounding board, networker, reflector, or listener. The type of assistance to be provided will be decided between the mentor and protégé. 

Attendance by mentors at training is mandatory. People who do not attend will not be assigned as a mentor. Training will be provided at no charge.

Matching Procedure

Mentors and protégés will provide a variety of information regarding their interests, areas of expertise, career experiences, mastery of competencies, and developmental interests to aid with making the most suitable matches.

The Steering Committee will oversee the match process. However, it will offer multiple ways to link mentors with protégés. The final selection of a mentor will be up to the protégé and the mentor.

Matches will be made to enhance the learning experience of both partners. The Steering Committee will attempt to find a balance between the level of position that mentors and protégés hold in their organizations with sufficient similarity to allow parties to be able to relate to each other, but with enough difference in perspective and experience to foster learning.

Monitoring and Termination

The Mentoring Program Administrator will check in with mentors and protégés within two weeks of the match first being made and then periodically during the mentoring relationship. The Mentoring Program Administrator will provide ongoing support through the mentoring period. 

Protégés are responsible for providing ongoing feedback to their mentors about the value of the relationship and, together, the mentor and protégé will make mid-course corrections to enhance the mentoring relationship.

Mentors and protégés can withdraw from the program at any time. Career changes, geographical relocations, and individual personalities may contribute to the need to change a mentoring relationship. Mentors who need to withdraw should contact the Mentoring Program Administrator immediately. The protégé will be assigned a new mentor if one is available, or be invited to participate in the next annual cycle.

It is important to end the relationship if it is not productive. If a good mentoring relationship has not begun to form within the first few weeks, the mentor or protégé should contact the Mentoring Program Administrator to ask for an additional partner. If possible, a second mentor/protégé may be assigned. 

The Mentoring Program Administrator will evaluate the circumstances when matches do not succeed. If a problem exists with a specific person, the Steering Committee will reevaluate their suitability to participate. 

The Mentoring Program Administrator will hold a private and confidential exit interview with each protégé to assess their experience, to identify value and benefits of the program, and to identify concerns or problems. Protégés will be contacted 1-3 years after the end of the mentoring relationship and agree to provide information regarding the status of their personal and professional goals and other benefits from their mentoring relationship.

The Steering Committee will reevaluate its mentors’ suitability for participation each year based on feedback from the protégé.

Mentors are not expected to provide professional counseling. For serious issues (e.g. substance abuse or emotional instability) the Mentoring Program Administrator will advise mentors on the proper course of action.

Confidentiality

Maintaining confidentiality between the mentor and protégé is essential. Both mentors and protégés must feel comfortable sharing experiences, practices, techniques and ideas with each other. Except as otherwise provided below, all information obtained in connection with mentoring activities is confidential.

1. Sometimes a mentor needs the help of another mentor or the Mentoring Program Administrator in trying to find ways to help a protégé. In such cases, the mentors will contact the coordinator, share the problem with him or her, and seek advice.  

2. There may be times when it may be beneficial for the mentor to speak with the protégé’s supervisor to discuss a protégé. Such conversations will only take place with the approval of the protégé and for an agreed upon purpose.

3. Sometimes mentoring relationships do not work. In such cases, mentors or protégés may contact the Mentoring Program Administrator, share the problem with him or her, and the Program Administrator may intervene and may even recommend the mentoring relationship be terminated. 

4. The mentor, with the protégé’s knowledge, may discuss the protégé’s performance with the Mentoring Program Administrator and/or the protégé's supervisor if, in the mentor’s professional judgment, the emotional or physical safety of the protégé is at risk.

Ethics and Trust

Research tells us that mentoring, if it is working, is the third most powerful relationship for influencing human behavior (after the family and couple relationships). The mentor has a special responsibility to act with integrity and provide principled advice.

Mentors will not have any supervisory responsibilities, even indirectly, over the protégé.

Mentors and protégés will not be in the same unit within a department. Preferably, they will not be in the same department.

The MMS Mentoring program strives to avoid actual or perceived conflicts of interest in mentoring relationships. Mentors or protégé's that know of conflicts of interest in a relationship with a potential match or who discover conflicts of interest after a match is made should disclose it immediately and a new match will be made.

Mentoring should be protégé driven. The relationship exists to advance the protégés goals and interests. Good mentors listen more than they talk. They advise, but do not tell the protégé what to do. They do not insist that the protégé “become like them.” In fact, a protégé's willingness to challenge the mentor's thinking adds to the learning experience for both.

Mentoring can be an intense and profound experience, often resulting in lasting friendships.  These strong feelings are often the power of mentoring. But the strong, positive, mutual feelings that successful mentoring generates cross a fuzzy borderline and could create problems. Both parties need to be aware of the potential problems and, if increasing intimacy leads to emotional tension, talk it out and set limits.

Evaluation

The mentor program will be evaluated annually. The Steering Committee is primarily responsible, with input from others, for evaluating the program. Evaluation methods may include participant surveys, interviews, and data collection and analysis.

Evaluation criteria are:

· Is the program meeting its goals and objectives?

· Is the program meeting the needs of the participants?

· Is the program meeting the needs of BHR and Departments?

· What is the participation level in the program?

· How is the program functioning within the leadership development systems of the Maine Management Service?

Adopted by the Maine Management Service Leadership Development Team, March 2002

Appendix: Maine’s Leadership Competencies
Preparing Managers to Lead! 

The Maine Management Service is about excellence; making sure today’s state government managers and those we hire in the future possess leadership qualities that will make Maine one of the best-run states in the US.  Competencies are patterns of behavior that go beyond education, experience, and technical knowledge. They are skills and abilities as demonstrated by behavior. They distinguish high performers from others in the same job. 

Maine has 10 leadership competencies organized in three domains.

1. Leadership

Models Integrity

Builds trust through demonstration of ethical behavior and personal authenticity.  Demonstrates principles and values that model those of the organization.  Follows through on stated vision regardless of difficulty.  Sets standards for work, processes, and personal behavior; holds the organization accountable to those standards.

Effective Communicator

Articulates information clearly, adapting communication styles to match others. Creates an atmosphere in which timely and high quality information flows smoothly and effectively between self and others.

Supportive Coach

Monitors others’ work efforts and follows through with constructive guidance and recommendations.  Takes steps with employees to develop people with the necessary skills, abilities and competencies. Acts as a mentor for others, particularly in Maine State Government. 

Visionary

Establishes and maintains a long-term, big picture perspective to move Maine State Government forward.  Communicates the vision through Maine State Government in the form of distinctive strategies, policies, objectives and action plans that maximize Maine State Government’s ability to meet constituent needs.

2. Effective Problem Solvers
Analytical Thinker

Understands situations or complex issues or problems by breaking it them down into smaller pieces or tracing the implications or impacts using a step by step approach.  Strives to understand causal relationships and to identify appropriate approaches or solutions.

Systems Thinker

Connects information, processes, and events by organizing divergent information and searching for common themes, patterns, and causal connections.  Simultaneously sees the practical and political issues inherent in any situation. 

Innovative
Acts as a creative resource for others by either offering new and novel ideas or facilitating an environment that encourages others to offer new or novel ideas.  Consistently challenges current thinking, and always looks for ways to ‘take a different approach.’ 

3. Stewardship
Customer Focused

Focuses efforts on discovering and meeting the customer’s needs.  “Customers” include internal colleagues, peers, team members, or Maine State citizens. 

Results Oriented

Focuses efforts on attaining clear, concrete, timely, and measurable outcomes of importance to the organization.  Uses time and resources on activities that will yield the greatest benefit by regularly evaluating and comparing work being done to goals, resulting in a sense of urgency. 

Sound Judgment

Uses common sense and works collaboratively with others to create effective action plans based on appropriate information.  Gains perspective from all available resources develops an understanding of a situation, and reaches conclusions based on information gathered and applies intuition with sound analysis. 
Maine Management Service 

Mentors for Managers

Application for MMS Members – Protégés 

Please return the completed form to: Maine Mentor Coordinator, Office of State Training and Development, 4 State House Station, Augusta, ME 04333. cheryl.e.ring@maine.gov

Feel free to use additional sheets if necessary

NAME:


DEPARTMENT:
TITLE

ADDRESS:


PHONE:
E-MAIL:

WHY ARE YOU INTERESTED IN HAVING A MENTOR?:


DO YOU HAVE A POTENTIAL MENTOR YOU WOULD LIKE TO SUGGEST? If so, please provide his or her name and contact information, and, if he or she is not yet a member of our mentor cadre, we will contact them to encourage them to be part of the cadre.


Please list any general preferences you may have for a mentor such as interests, gender, geographical location

PLEASE ATTACH YOUR RESUME AND/OR PROVIDE BIOGRAPHICAL HIGHLIGHTS in order to assist a mentor in making a match. Highlights might include relevant work experiences, professional achievement, special projects or expertise, including your professional values, your leadership style, your leadership philosophy, etc:
1. Below are ten core competencies for leaders in Maine State Government. Please blacken the circle (or bold and underline if online) for those which represent your greatest strengths based on your 360º assessment. 

· Models Integrity

· Supportive Coach

· Customer Focused

· Sound Judgment

· Systems Thinker

· Effective Communicator

· Visionary

· Results Oriented 

· Analytical Thinker

· Innovative
2. Please blacken the circles (or bold and underline if online) to indicate management areas you would like to develop through the mentoring experience.
· Administration

· Budget & Fiscal

· Business Management

· Community/Public Relations

· Computer Applications

· Customer Service 

· Engineering

· Grants Writing/Management

· Human Resources

· Information Management

· Labor Management

· Legal 

· Legislative/Politics

· Networking

· Organizational Development

· Public Speaking

· Purchasing and Contracting

· Physical Plant

· Regulation and Enforcement

· Strategic or Business Planning

· Training and Development

· Other
3. What are your personal interests?


4. Please note your career goals over the next 3-5 years


5. If you would, please note one or two unique things about yourself, your background, or your experiences (this information may be helpful for early introductions!)


6. As the participant’s supervisor, I endorse his or her participation in the MMS Mentoring initiative. Fee: $150.00

SUPERVISOR’S SIGNATURE
DATE

Maine Management Service 

Mentors for Managers

Information Form from Mentors

Please return the completed form to: Maine Mentor Coordinator, Office of State Training and Development, 4 State House Station, Augusta, ME 04333. cheryl.e.ring@maine.gov

Feel free to use additional sheets if necessary.

NAME:


CURRENT EMPLOYER:


JOB TITLE:


PHONE:
E-MAIL:


WORK ADDRESS:


PHYSICAL LOCATION OF YOUR PLACE OF WORK:


PHYSICAL ADDRESS OF YOUR RESIDENCE:


POSITIONS HELD IN ME STATE GOVERNMENT:


OTHER MANAGEMENT POSITIONS:


PLEASE LIST ANY LEADERSHIP DEVELOPMENT ACTIVITIES IN WHICH YOU HAVE BEEN INVOLVED:


PLEASE ATTACH YOUR RESUME AND/OR PROVIDE BIOGRAPHICAL HIGHLIGHTS in order to assist a protégé in determining a match. Highlights might include relevant work experiences, professional achievement, special projects or expertise, including your professional values, your leadership style, your leadership philosophy, etc.
7. Below are ten core competencies for leaders in Maine State Government. Please blacken the circle (or bold and underline if online) for those which represent your greatest strengths.(Descriptions of these leadership competencies are included, or go to http://www.state.me.us/bhr/mms/leadership/index.html for more information)
· Models Integrity

· Supportive Coach

· Customer Focused

· Sound Judgment

· Systems Thinker

· Effective Communicator

· Visionary

· Results Oriented 

· Analytical Thinker

· Innovative
8. Please blacken the circles (or bold and underline if online) to indicate management areas in which you have some background and expertise and are willing to share with a protégé.

· Administration

· Budget & Fiscal

· Business Management

· Community/Public Relations

· Computer Applications

· Customer Service 

· Engineering

· Grants Writing/Management

· Human Resources

· Information Management

· Labor Management

· Legal 

· Legislative/Politics

· Networking

· Organizational Development

· Public Speaking

· Purchasing and Contracting

· Physical Plant

· Regulation and Enforcement

· Strategic or Business Planning

· Training and Development

· Other
9. What are your personal interests?


10. Please list any leadership development activities in which you have been involved


11. List any preferences you may have for a protégé such as interests, gender, geographical location

12. If you would, please note one or two unique things about yourself, your background, or your experiences (this information may be helpful for early introductions!)


Thank you for completing this form.

Appendix: Goals, Objectives, and Developmental Needs Worksheet
Step 1:  Clarify purpose and values

1. Identify the things you enjoy doing

2. Identify the causes you care deeply about

3. Identify your most important values

4. Identify three things you would do if you won the lottery

5. Identify the things you’d like to stop doing or do less of

This worksheet is a sample and can be modified to meet the participants’ needs.
Appendix: Goals, Objectives, and Developmental Needs Worksheet (cont.)
Step 2:  Write goals, objectives and identify developmental needs

Based on your personal analysis on the previous page, you should have a good idea of what you like and dislike and what you hope to accomplish with your life. Use this information as the basis for your goals.

	Goals

Define what you would like your life to be like in either your job or personal life over the long-term (5-10 years)
	Objectives

For each goal, identify how you will accomplish it, what specific steps will you take by when?
	Developmental Needs

For each objective, what knowledge, skills, abilities, or competencies do you need?

	1.


	a.

b.

c.


	

	2.


	a.

b.

c.


	· 

	3.


	a.

b.

c.


	· 

	4.


	a.

b.

c.
	· 


Appendix: Protégé Individual Development Plan
Note:
Use a separate sheet for each development goal.  Do not be constrained by the amount of space in each block on the form; use the space you need on additional paper.  This just suggests a model but is not a form.

	State your development need:



	Explain the impact of accomplishing this; that is, what will be different?



	What behaviors will you strengthen or initiate?

(
(
(

	What behaviors will you let go of?

(
(
(


	Support I would like to have from my mentor to overcome obstacles.

(
(
(

	Support I would like to have from others within or outside of the organization to overcome obstacles.

(
(
(


	Strategies I will use to practice and reinforce the behaviors I will be changing or to support the actions I am taking.

(
(
(



Appendix: MMS Mentoring Framework
Mentor Name: __________________________Protégé Name: ___________________________

Term of Mentoring Relationship:
July 1, 2003 through April 16, , 2004


Responsibilities of the mentor and protégé:

	Mentor
	Protégé

	· Successful completion of the MMS mentoring training program

· Work with the protégé for nine months at a minimum of five hours per month

· Model leadership competencies, offer advice, act as a sounding board 

· Attend organized events and activities 

· Help the protégé work toward their personal and career goals

· Be willing to share experiences, successes, failures, and observations

· Be willing to be job shadowed

· Maintain confidentiality

· Facilitate personal and professional contacts

· Be willing to participate in an evaluation of the mentoring program
	· Attend the MMS mentoring orientation program

· Work with the mentor for nine months at a minimum of five hours per month

· Attend organized events and activities 

· Develop personal and career goals and establish benchmarks for achieving them

· Be willing to candidly discuss issues and consider advice

· Provide feedback to mentor

· Respect mentor’s time and schedule

· Maintain confidentiality

· Be willing to participate in an evaluation of the mentoring program
· Be willing to pass on the gift of mentoring


Leadership competencies to be modeled/practiced:

· _________________________________________________________________

·  _________________________________________________________________

·  _________________________________________________________________

Elements of the protégé’s development plan to be worked on:

· _________________________________________________________________

· _________________________________________________________________

· _________________________________________________________________

Mentoring Relationship Ground Rules:

	· ________________________________

· ________________________________

· ________________________________


	· ________________________________

· ________________________________

· ________________________________




We have read and understand the Maine Management Service guidelines for mentoring relationships dated, _______________, 2003.  

__________________  _______________

__________________   _______________

MENTOR INITIALS
  DATE


PROTÉGÉ INITIALS
   DATE

Appendix: Relationship Checkup Worksheet
Use this worksheet to create a dialogue about your mentoring relationship. It may be helpful to evaluate the relationship 3, 6, and 9 months after you have been involved in a mentoring relationship.

1. I have been meeting with my (mentor) (protégé) for _____________ (amount of time).

2.  My (mentor) (protégé) have met for _____________ (number of hours).

3.  We have enough trust so we can work together.

Strongly
Agree

Neither Agree/Disagree
Disagree
Strongly 

Agree









Disagree

  1

  2


   3


   4

   5

4.  If one or the other has a problem, he or he would speak to the other about it.

Strongly
Agree

Neither Agree/Disagree
Disagree
Strongly 

Agree









Disagree

  1

  2


   3


   4

   5

5.  I getting what I expected out of the mentoring relationship.

Strongly
Agree

Neither Agree/Disagree
Disagree
Strongly 

Agree









Disagree

  1

  2


   3


   4

   5

6.  We are working on activities centered on the protégé’s goals.

Strongly
Agree

Neither Agree/Disagree
Disagree
Strongly 

Agree









Disagree

  1

  2


   3


   4

   5

7.  We have accomplished the following activities:

8.  I have given/received constructive feedback on:

9.  We have made the following mid-course corrections to enhance the mentoring relationship:

10.  The one thing I wish I could change about how we interact with each other is:

Appendix: Mentoring Meeting Log Worksheet
Make copies of this page to use for each time you meet.

Date: ____________________

Number of hours met:

Topic(s) discussed:

Goal that discussion/activity related to:

Competency worked on:

Observations/comments:

Agreed upon follow-up items:

This worksheet is a sample and can be modified to meet the participants’ needs. 
Appendix: Mentoring Program Evaluation Form
1. Please rate your satisfaction with the following components of the MMS Mentoring Program.







Poor
Fair
Good
Very Good     Excellent


Process for protégés to participate


1
2
3
      4

5
N/A

Process for assessing mentors


1
2
3
      4
              5
N/A
Process for assessing protégés


1
2
3
      4

5
N/A

Process for choosing your mentor


1
2
3
      4

5
N/A

Process for matching mentors and protégés

1
2
3
      4

5

Mentoring Program Orientation/Training

1
2
3
      4

5

Ongoing mentor/protégé support


1
2
3
      4

5


Overall





1
2
3
      4

5

2. How did you hear about the MMS Mentoring Program?______________________________________________
3. Which competencies did (you) (your protégé) work on?_______________________________________________

4.  Please rate your mentoring experience in the following areas:

a.  I met with my mentoring partner on average five hours per month.

Strongly Disagree      Disagree
     Neither Agree or Disagree
  Agree

Strongly Agree


1
        2


     3


      4


5

b.  The amount of time was:  
Not Enough
Just Right
Too Much





       1
      
     2  
    
     3

c.  My mentoring partner and I developed a mutually trusting relationship.

Strongly Disagree      Disagree
     Neither Agree or Disagree
  Agree

Strongly Agree


1
        2


     3


      4


5

d.  (I) (the protégé) worked on (my) (his or her) goals during the mentoring period.

Strongly Disagree      Disagree
     Neither Agree or Disagree
  Agree

Strongly Agree


1
        2


     3


      4


5

e.  The mentoring program met my expectations.

Strongly Disagree      Disagree
     Neither Agree or Disagree
  Agree

Strongly Agree


1
        2


     3


      4


5

5.  What is the best thing that happened to you during the mentoring period?  _______________________________

_____________________________________________________________________________________________

6.  What was your biggest disappointment?__________________________________________________________
_____________________________________________________________________________________________

7.  Would you recommend this program to your peers?
_____YES
_____NO

8.  Do you have any recommendations for improving any aspect of the MMS mentoring program? __________________________________________________________________________________________________________________________________________________________________________________________

Appendix: On-line Mentoring Resources
Clutterbuck Associates Mentoring Schemes, London: http://www.clutterbuckassociates.co.uk/index_html.htm
The International Mentoring Association, Western Michigan University: http://www.wmich.edu/conferences/mentoring/  

Maine Mentoring Partnership: 

http://www.mainementoring.org/
The Mentoring Group/Worldwide Mentoring Services:

www.mentoringgroup.com  

The Mentors Forum, UK:

http://www.mentorsforum.co.uk 

National Mentoring Center:

http://www.nwrel.org/mentoring/
National Mentoring Network:

http://www.nmn.org.uk/
National Mentoring Partnership:

www.mentoring.org
Peer Resources:

http://www.peer.ca/peer.html
U.S. Coast Guard Mentoring Program:

http://www.uscg.mil/hq/g-w/g-wt/g-wtl/mentoring.htm
The Uncommon Individual Foundation:

http://www.mentoringfoundation.org/  







� The Uncommon Individual Foundation


� Peer Resources - Navigation Tools for the Heart, Mind and Soul™ Copyright © 2000 by Peer Systems Consulting Group Inc. Reprinted with permission.





� Dr. Linda Phillips-Jones, The Mentoring Group, Worldwide Mentoring Services


� Dr. David Clutterbuck and Stephen Schneider, 1998


� The Mentoring Group, Worldwide Mentoring Services


� The Mentoring Group, Tips for Mentees


� The Uncommon Individual Foundation


� Ibid
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