MENTORSHIP GUIDELINES
The mentoring process links an experienced person (mentor) with a less experienced person (mentee).  Mentors help foster the development and growth of mentees.  A mentor facilitates personal and professional growth in an individual by sharing knowledge and insights that he or she has acquired over time.
The mentoring process requires that the mentor and the mentee work together to reach specific goals.  They should provide each other with sufficient feedback to ensure that those goals are reached.

Mentors and mentees work in partnership with the Diversity Advisory Board to ensure the success of the program and gain support for their respective roles.  Toward that end, mentors and mentees evaluate and give feedback to the Board about the program and their mentoring experience.  Program participants are encouraged to share any additional ideas, opinions and concerns with the Diversity Advisory Board.
Mentors and mentees are free to choose the activities in which they participate, however, standards of professionalism must be adhered to at all times.  In the interest of facilitating the mentoring relationship, we suggest the following meeting strategies:
· mentees are expected to take the initiative to schedule meetings

· mentees should be sensitive to their mentor’s availability and preferred method of scheduling
· it is recommended that mentees meet with their mentors at Chapter meetings, National meetings and/or at least once a month
· mentees should be allowed to contact their mentors between scheduled meetings

The most successful mentoring relationships develop as a result of participants devoting quality and productive time together.
It is suggested that the first meeting be held in a neutral location, such as a Chapter meeting, etc.  It is extremely important to have an environment that is comfortable for both parties, so that the relationship can start out on a positive note.  Subsequent meeting locations can be decided at both parties convenience (e.g. at a property, classroom, lunch, etc.).  Scheduling meeting in different locations can add variety and broaden the mentees knowledge as well as enhance the benefits of the mentoring experience.
The following were identified as best and worst practices of Mentorship:

MENTORS

	DO
	DON”T

	· Ask your mentee to have an agenda of work items prepared for your next meeting

· Smile and be positive

· Encourage development opportunities for your mentee as opposed to focusing on promotional opportunities

· Bring the focus back to relevant topics when the conversation veers away

· Give positive reinforcement when your mentee is doing something right

· Share pertinent work experiences with your mentee

· Set goals with your mentee
	· Don’t allow your mentee to have unrealistic expectations without explaining why they are unrealistic

· Don’t take over the conversation; give your mentee ownership of the conversation as well

· Don’t encourage the single-minded goal of a promotion

· Don’t attempt to resolve your mentee’s problems yourself instead of leading your mentee to find answers on his or her own

· Don’t allow the focus of the conversation to get away from you


MENTEES

	DO
	DON’T

	· Take responsibility for scheduling regular meetings with your mentor
· Acknowledge how busy your mentor is

· Be on time

· Be prepared

· Be honest

· Have a goal/goals in mind

· Stay focused on your goals

· Discuss whether your mentor’s suggestions were helpful and what positive effects they have had on your career

· Thank your mentor
	· Don’t wait for your mentor to schedule your mentorship meetings
· Don’t come unprepared to discuss work-related/project issues

· Don’t be too focused on a promotion as opposed to development opportunities that will help get you there

· Don’t talk about inappropriate topics

· Don’t be unreceptive to suggestions offered by your mentor

· Don’t be negative

· Don’t play the victim


Although each mentoring relationship is different, there are certain common characteristics exhibited by the most successful ones.  Mentoring relationships generally progress through a series of steps leading to greater understanding between individuals.  They all involve shared experiences that lead to a special connection.
We recommend that mentoring relationships be modeled on the steps and topics included below.  Each relationship is inevitable diversified and, therefore participants should be flexible.  The following is a suggested guideline:
Step 1: Building a Relationship

Defining your relationship
-Schedule appointments

-Availability to meet

-Expectations

Getting to know each other

-Personal and cultural background

-Professional background

Understanding the culture at IREM

-Ethics, rules and regulations

-What it takes to be successful

Step 2: Taking Control of your Career

Identifying opportunities for development

-Assess your present skills and list your desired skills
-Discuss strategies to achieve desired skills

-Develop a plan to leverage existing skills

-Identify assignments to broaden your skills

-Market your skills within the organization

Evaluating and prioritizing goals

-Evaluate short and long term goals

-Create an action timeline

-Milestones

-Criteria for success

Step 3: Implementing Developmental Strategies
Pursuing short and long term goals

-Getting started

-Doing research

-Managing your time

Taking advantage of development opportunities

-Joining committees and/or boards

-Chapter meetings

-National conferences

-Networking

Step 4: Feedback and Refinement
Getting and giving feedback

-Review progress

-Lessons learned

-Impact of mentoring relationship
Refine your strategy

-Adjust your plan as needed

-Refine goals based on progress and experience

-Reevaluate priorities

If the relationship isn’t working don’t be afraid to ask for a new mentor or mentee.  Success is our goal.
The Diversity Advisory Board

Mentorship Work Group
