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Learn | Connect | Inspire

Viva, Beijing Professional Women's Network, offers professionally minded women in Beijing an inspiring and international career support network. 

Goal of the Viva Mentorship Program

The Viva Mentorship Program has been launched to provide the members of Viva with an opportunity to meet with other woman to learn (and gain insight) from the Mentor’s life experience and professional knowledge.
The Mentorship Program is exclusive to Viva members only.

The Viva Mentors are all members of the Viva Organization who have volunteered their time for the program.

The Mentor’s Commitment
· The mentor is asked to meet with the mentee at least one hour each month for at least 6 months. 
· Each mentor has committed at least six months to each mentorship relationship. The mentor and mentee may mutually agree to extend the time period beyond six months.
· We encourage our mentors not to have any more than 2 mentees at any given time.
· The Mentor and Mentee may determine if their meetings are face-to-face or via phone.
· Once a mentor/mentee assignment has been completed, we ask the mentor to advise Viva of the completion of the assignment.
· Each mentors profile will be posted on a member’s only section of the website. You may update your details at any time. At your request your profile will be taken off the Viva website. No personal information will be provided to any member without your written consent.
Next Steps

· Member’s only website on Viva Mentorship Program goes live mid-November.

· Mentor/Mentee ‘Meet and greet’ scheduled December 9th.
1. Mentoring Tips

When working with your mentee, remember that your function is to help the mentee learn to think and act successfully and independently. Remember, be a guide and offer feedback.

· Available. You must have time to spend with your mentee. Schedule a meeting for one hour at least every month.
· Patient. People learn at varying speeds and some need more guidance than others. 

· Sensitive. Tact and diplomacy are vital. Be careful to say and do things that will motivate and encourage the mentee. Be loyal and take care not to betray the mentee’s confidence.
· Respectful. Everyone is different. Respect the differences between yourself, the mentee and others.
· Flexible. You must adapt and adjust to various situations and accept that the mentee may make decisions with which you may not agree.
· Supportive of your organization. You are a representative of the Viva organization.
· Confident. You should be self assured and friendly. 
· A good listener. Often simply listening, without taking on the others person’s problem, can be of great help to the mentee. Just by listening you can enable the protégé to articulate the problem and sort things out.
· Concerned about others. You must care about your mentee and truly want to help.
2. Frequency of meetings 

Time should be ‘timetabled’ for both mentor and mentee and seen as a regular commitment with the same status as a timetabled meeting.  

3. The purpose of mentoring meetings 

Mentoring time should not be seen simply as an opportunity for a ‘chat and a cup of coffee’, they are professional meetings crucial for the development and success of the mentee. Mentoring time should, therefore, evolve around a definite focus topic or task. This does not mean that you cannot add to this plan or deviate from it as necessity dictates, but it can provide a framework and starting point for your meetings.  The mentor is expected to put the mentee at complete ease in discussing any incident that might prop up in his mind.

4. Tips for setting mentoring agendas
· Before meeting your mentee for the first time, brainstorm possible ‘topics’ for discussion.

· Try to consider what the mentee will need support in achieving and how this can be done in your mentoring time.

· Encourage the mentee to discriminate between urgent developmental issues or questions which must be dealt with as soon as they arise and the sorts of ‘everyday’ or ‘incidental’ issues for which an answer or advice may not need to be sought immediately but which are, nevertheless, very important to the mentee.   

· Agree with the mentee a way of them noting down these ‘everyday’ or ‘incidental’ questions and concerns which come to light during their working life so that they are not forgotten before the next mentoring meeting.  This could be a notebook or diary where they may want to incorporate their ideas. 
· Agree with the mentee when and how you will deal with these ‘everyday’ or ‘incidental’ questions. (i.e. at the beginning or end of each mentoring session).
· Potential focus topics or tasks will often come to light during mentoring sessions.  Be flexible and either respond to them immediately, if appropriate and practical to do so, or negotiate with the mentee for a future date and time to discuss them.   

· Finish each mentoring meeting by establishing what the focus or agenda items will be for your next meeting and ensure that both parties are aware of any materials they will need to bring.
· Do not overload your mentoring meetings; try to have one focus topic or task as your main outcome.
5. The Structure of Mentoring Meetings

Whilst mentoring meetings should be conducted in a relaxed atmosphere, it is worth agreeing on a general structure with your mentee the first time you meet.  This demonstrates to the mentee from the offset that you take your role as a mentor seriously and see it as an important professional tool.  For many people, structure is comforting and a discussion of this kind can, therefore, actually relax the mentee in the knowledge of what’s to come rather than making the process seem overly officious. This would also facilitate the mentor in being sincere, committed and regular in his duties.

A possible structure for mentoring meetings:
1. ‘Everyday’ or ‘incidental’ concerns which have arisen since the last meeting.
2. The main focus or task, as negotiated during the previous meeting.
3. Next meeting: focus/agenda; time; place etc.
6. Documenting Mentoring Meeting (Optional)
Documentation, if any, should form the basis of a reflective dialogue between the mentor and mentee and provide a useful record for everyone to refer back to.  The following points should be taken into account when devising documentation for mentoring:

· It should be confidential 

· The responsibility for its completion should lie with the mentee

· Ownership of the documentation should rest with the mentee
7. The First Mentoring Meeting

· Make your mentee feels comfortable.

· Recognise the mentee’s previous experience. 

· Clearly define your role as mentor.

· Explain when and where mentoring meetings will take place.

· Negotiate the basic structure you would like to use for your mentoring      meetings.

· Describe the ways the agenda for mentoring meetings will be set and agreed, including suggestions for keeping notes on ‘everyday’ or ‘incidental’ concerns.
8. A Professional Code of Practice for Mentors
The mentoring relationship is a professional partnership and should be treated as such.  A professional, well organised mentor who can ascertain the needs of the mentee and respond accordingly can make the difference between failure and success for the mentee.  

· The mentor and mentee should jointly work toward having regular meetings.

· Mentoring meetings should be arranged at a designated time and place.

· If unavoidable circumstances mean that the mentoring meeting can not go ahead at the usual time, it should be rescheduled for the next available opportunity.  

· The mentor and mentee should arrive for mentoring meetings punctually.

· A mentor should arrive prepared for the agreed meeting.

· Mentors should give mentees their undivided attention: carrying out other tasks whilst discussing things with the mentee or taking phone calls during mentoring time should be avoided.

· Mentoring meetings should have a definite focus.

· The mentor and mentee should set the mentoring agenda together.  A mentor should respond to the developmental needs of the mentee and should not impose their own issues or concerns on the mentoring time.

· A mentor must realise their own limitations and not expect to have answers for everything.

· A mentor should handle any problems concerning the mentoring process in a professional manner.

9. What does a mentor actually do?
A mentor helps to induct, orientate and develop the teaching and learning skills of the mentee by:
· Attending regular meetings with the mentee

· Being well-prepared for meetings with the mentee

· Helping the mentee to set the agenda for discussions 

· Initiating reflective dialogue with the mentee, particularly about teaching and learning

· Sharing, exploring and reflecting on teaching and learning pedagogies

· Listening, clarifying, reflecting back and discussing

· Acting as a sounding board

· Conducting developmental non-graded observation(s) of the mentee

· Facilitating the mentee to observe others

· Conducting oneself within professional boundaries

· Observing the confidential nature of the relationship and the dialogue arising within it

· Attending group meetings with other mentors

· Having a duty of care towards the mentee
10. What if the Mentor/mentee match is not the right fit?
If you have been matched with a mentee and you and the mentee feel that it is not the right fit, do not worry. There may been a misunderstanding on either party of what the other person could bring to the mentorship relationship. Viva will assist the mentee in finding a new mentor. We will also endeavor to find a mentee that is a better match to the mentor’s skills and experience.
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