2008

© Mentoring Program Manual developed by Connecticut Department of Children and Families, 2008.

1

Mentoring Training Topics
Table of contents
Chapter One: Mentoring Program Overview ………………………………… p. 1
Chapter Two: The Mentoring Committee ……………………………………. p. 8
Chapter Three: Mentoring Marketing Materials …………………………… p. 12
Chapter Four: Application Process………………………………………………… p. 17
Chapter Five: Matching Process …………………………………………………… p. 24
Chapter Six: Role of Team Leaders………………………………………………. p. 28
Chapter Seven: Training Guide for Mentors …………………………………. p. 31
Chapter Eight: Training Guide for Mentees …………………………………. p. 85
Chapter Nine: Mentor Program Kickoff…………………………………………. p. 133
Chapter Ten: Mentor Program Activities………………………………………. p. 137
Chapter Eleven: Quarterly and Final Meetings……………………………… p. 147
Chapter Twelve: Program Evaluation……………………………………………. p. 151

© Mentoring Program Manual developed by Connecticut Department of Children and Families, 2008.

Chapter One
Mentoring Program Overview

Mentoring Program History
The Department of Children and Families (DCF) works to value the contributions
of our staff. We recognize that embracing and achieving the diversity that reflects
the children and families that we serve must be reflected in all levels of our
leadership.
The concept of mentoring is an old one. For centuries many cultures have
established a practice of seeking advice and counsel from more knowledgeable
and experienced individuals. Today the practice of mentoring is considered to be
a powerful and cost effective process that offers a “win-win” for all. It provides
professional development for employees while providing a way for organizations
to develop talent, increase overall productivity, retention and morale.
In 2001, DCF initiated a Pilot Mentoring Program dedicated to our professional
social workers and social work supervisors. The pilot program served as a
partnership between mentor and mentee. It was a contract focused upon
interpersonal support, guidance, sharing of ideas, expertise and role modeling.
The program was developed and designed to support DCF social work staff
through voluntary participation of all parties. Its objective was to enhance the
personal and career development of a diverse group of DCF social
workers/supervisors by providing them with a mentor to assist in their overall
development.
The pilot program was successful; project goals and objectives were achieved.
Mentors and mentees evaluated their experiences and provided positive
feedback and recommendations for the continuation and expansion of the
program. A formal statewide DCF mentoring program is underway, a program
enriched by the evaluation and recommendation from the pilot.
Mentoring Program Goals
The following are the goals for the Mentoring Program:
Increased Organizational Commitment





Greater understanding of the DCF’s mission;
Exposure to different departmental programs;
Opportunities to demonstrate best practice;
Opportunities to monitor quality improvement activities;
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Participate in projects and presentations to increase professional
development.

Build Leadership Capacity




Observe management styles in various settings;
Participate in management and leadership activities e.g., program
development, program implementation, policy development.
Opportunities for the expansion of networks, building collaboration
and exposure to specialized trainings.

Increase Retention



Provided an internal support system;
Provide skill building and professional development through
management and supervisory levels within the department.

Navigate and Negotiate within DCF and the Community




Exposure to and experience with managing change within the
department;
“Manage Up” to advocate for self and clients.
Orientation to HR and Quality Assurance policies and practices

Increase opportunities for career and personal development:
•
•
•

Exposure to training and personal development opportunities
Exposure to promotional opportunities
Increased network of colleagues within the department

Organizational Roles and Responsibility
In order for any initiative to be successful it requires clear organizational roles
and responsibilities. Mentoring programs need strong leadership, the ability to
convene meetings, conduct mentoring training, support ongoing quarterly
activities, and track program process. With strong support from the
Commissioner the management of the mentoring program is through the DCF
Training Academy. It is important for the program to have a strong point person
who coordinates the initiative. The activities of the mentoring program are
coordinated through a mentoring committee.
The following are the overall organizational role and responsibilities for the
Mentoring Program:
Program Owner:

Commissioner of Department of Children and
Families
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Role:

Final approval and authorization of program;
Delegation of authority and approval of program staff;
Allocation of resources including budget items.

Program Coordinator:

Department of Children and Families Training
Academy

Role:

Program manager for ongoing development and
continuation of mentoring activities;
Allocate staffing resources and assign tasks and
review progress;
Manage communications;
Delegate authority to program team to lead activities;
Provide quarterly and final reports to the program
owner and designees.

Mentoring Committee:

This committee includes a cross-section of staff from
workers and supervisors to program directors. There
is a committee chair and co-chair that reports to the
Training Academy Program Coordinator.

Role:

Implement the program activities;
Develop program materials;
Recruitment of program participants;
Develop marketing materials for the program;
Develop marketing strategy for the program;
Coordinate and schedule all training events;
Conduct follow-up evaluations and analyze results;
Identify, assess and communicate problems as they
arise to the Committee Chairs and Program
Coordinator;
Present findings to Program Coordinator and make
necessary adjustments to the program.

Program Consultants:

Fordham University Children FIRST (2004 – 2008)
and Child Welfare League of America.

Role:

Provide consultation and resource assistance to the
DCF Training Academy Program Coordinator and
Mentoring Committee.
Provide written curricula and training at critical
program milestones;
Assist with program evaluation;
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Provide written assessments and recommendations
to DCF Training Academy Program Coordinator and
Mentoring Committee.
DCF Mentoring Program Selection Criteria
In order to build a strong mentoring program, we have developed mentoring
program selection criteria that reflect our strong commitment to the program
goals and outcomes. The program selection criteria are:







Commitment to DCF and public child welfare;
Commitment to social work professionalism;
Commitment to Mentoring Program Goals;
Written reference from the Supervisor;
Completion of application materials.

DCF Mentoring Program Eligibility
The following are the program eligibility requirements for mentors and mentees:


Mentors:
DCF management with successful experience, in good standing with the
Department, an interest in the mentoring program as it relates to personal
and career development, as well as a commitment to improving staff
development.



Mentees:
DCF Case Aides, Social Workers, Social Worker Supervisors, and Clinical
Social Workers who have completed their working test period and are in at
least their second year of employment with a performance rating of
satisfactory or above.

Mentoring Program Guidelines and Agreements




The program is committed to actively recruiting and selecting participants
that reflect the cultural and community diversity of DCF.
The duration of the formal mentoring relationship is one-year.
The mentor and mentee application process includes written input from
the applicant’s immediate Manager/Supervisor/Program Supervisor as

© Mentoring Program Manual developed by Connecticut Department of Children and Families, 2008.

4

supported by performance appraisal as well as the candidate’s
abilities/interest in career/personal development.


Human Resources will review all candidate information. Applications must
be submitted one and half months prior to the beginning of the program.
Late and incomplete documentation will not be accepted.



The Selection Committee, consisting of managers who participate on the
mentoring committee, will select and match mentors and mentees.
Matching will not be done within an individual’s area office. Selections will
be based solely upon a formal application process and written application
materials.



Training and professional support is provided to mentors/mentees
throughout the program to maintain and strengthen successful match
relationships. Professional support is provided by DCF Divisions and
Departments (Training Academy, Divisions of Multicultural Affairs,
Affirmative Action, Human Resources and all other DCF areas as
appropriate) and outside partners (Fordham University Children
FIRST/Child Welfare League of America).



Mentors/Mentees must sign an Agreement/Contract that defines both
individual and mentor/mentee partnership goals and objectives as well as
program expectations. Participants are expected to successfully fulfill all
duties and responsibilities of their regular job while participating in the
program.



Mentors/Mentees must adhere to confidentiality and ethical guidelines.



A key expectation is pro-active planning and participation. Two mentoring
interactions per month are required, with at least one in person meeting
per month. Within the first quarter of the program, mentors/mentees must
establish an annual meeting schedule that is approved by their immediate
program supervisor and the mentoring committee.



Mentors/Mentees agree to participate in ongoing program evaluations.



A mentor/mentee may leave the program for any reason at any time.
Efforts will be made to secure a new match for continued participation in
the program.



Participants are not eligible for overtime, mileage or reimbursement costs.
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Roles and Responsibilities
It is important to establish clear roles and responsibilities of both mentor’s and
mentee’s which aid in establishing a learning relationship.
Mentor’s Role and Responsibilities:
The mentor’s role is to increase the mentee’s knowledge and understanding of
the Department, and of the leadership/supervisory role, functions, and tasks.
They are responsible for:







Exposing mentees to DCF policies and procedures;
Bringing mentees to regular meetings, clinical forums, and community
collaborations, etc.;
Allowing mentees to observe management and how situations are
handled;
Providing resources such as training, informational readings and
recommended literature;
Utilizing the mentoring experience to broaden one’s role and responsibility
for the success of the mentor’s own staff;
Collaborating and training with Multicultural Affairs, Affirmative Action,
Human Resources and others to:
•
•
•
•

Increase understanding of the unique challenges faced by women
and persons of color;
Learn how to coach and counsel workers of different backgrounds;
Enhance cross-cultural communication between workers and
managers;
Understand the state employment process, progressive discipline,
service ratings, affirmative action, interview techniques, individual
career management and upward mobility planning including
educational opportunities and career options.

Mentee’s Role and Responsibilities:
The role of the mentee is to take greater responsibility for his/her own career
development and to increase his/her knowledge of the Department and the
supervisory role.
They are responsible for:




Selecting at least two program goal areas to focus on and planning at
least two activities per goal (four if not working on a project);
Completing goals and objectives forms, goal activity forms, and if
applicable, a project form;
Attending mentee trainings and meetings;
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Expanding networks – regular meetings with other mentees, previous
mentees and community partners;
Contributing to cultural collaborations – work with area Diversity Action
Teams and work at resolving diversity issues within their own office;
Volunteering for at least one assignment in their area;
Taking their mentors to work (including field visits) allowing them see the
world from their perspectives;
Making at least one outreach and presentation to a large group and/or
community partner.
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Chapter Two
The Mentoring Committee

Why form a Mentoring Committee?
The mentoring committee was formed to promote program ownership, recruit and
target specific populations for the purpose of staff retention. The committee
created the procedures that guide program to date. With support and guidance
from the Program Coordinator, the committee generates ideas on program
organization, manages all the training content and logistics, and sets guidelines
for the matching process.
The original committee was a subcommittee of the Advisory Board for the federal
grant project - Retention and Recruitment of Child Welfare Staff by Building
Management Capacity. Initially, board members recommended mentoring
subcommittee members based on their interest in the mentoring field. Because
the Training Academy is the program coordinator, invitations to join the
committee were extended to those not on the Advisory Board. The committee
elects a Chair and Co-chair responsible for arranging and managing committee
meetings, taking and distributing minutes, and coordinating all program activities
with the Training Academy Program Coordinator.
The committee process allows a diverse group of staff, from workers to program
directors, to come together and provide program oversight. Mentoring committee
members gain exposure within the department and an opportunity to participate
in a program outside their area of expertise.
Mentoring Committee Responsibilities
The mentoring committee is responsible for:










Implementing program activities;
Developing program materials;
Recruiting program participants;
Developing marketing materials for the program, e.g. newsletter;
Developing marketing strategy for the program;
Coordinating and scheduling all training events;
Conducting on-going evaluation and analysis of results;
Identifying, assessing and communicating problems as they arise to the
Committee Chairs and Program Coordinator;
Presenting findings to Program Coordinator and making necessary
adjustments to the program.
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The committee plans the content of all quarterly meetings. Using the Technology
of Participation method, the committee developed a list of ongoing training topics
that drive the quarterly meetings. During the introductory training
mentors/mentees indicate their four most important topics. The areas and
content for the quarterly meetings are drawn from the following:


Leadership
Maintaining hope and vision
Decision Making
Leadership Qualities
Leadership vs. Dictatorship
Ethics
Boundaries
Risk taking
What makes a good leader



Coaching
Developing supportive relationships
Establish a relationship
Ways of developing trusting relationships and partnership building
Provide constructive criticism
Mediation
Negotiation
Teaching strategies



Resources/Networking
Expand circle of peers and knowledge
Networking – connecting with resources/people who validate your
contribution to the Department
Building network within and outside the Department
Navigating DCF
Knowledge of community resources



Cultural Competence
How to be culturally competent
Communication skills – styles/differences
Working with diversity – gender, culture, age, etc.



Professional Development
Human Resources: evaluations, planning for promotion, taking
state tests
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Upward mobility/professional growth
Designing a training plan for a individual
Self Inventory of learning styles, communication style, abilities, bias
Time/stress management – taking care of yourself
Meeting your own needs through mentoring
Effective interviewing skills
Effective use of power


Assessment and Goal Planning in the Mentoring Relationship
Assessment skills – evaluate mentee’s needs
Goal setting and planning
Contracting

The committee meets on an as needed basis often prior to a program milestone
such as a training event, quarterly meeting, program start-up or closing
ceremony.
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Leadership

Coaching

Resources/
Networking

Overall concept:
Maintaining hope
and vision

Developing
Supportive
Relationships

Expand circle of
peers and
knowledge

Decision Making

Establish a
relationship

Networking –
connecting with
resources/
people who validate
your contribution to
the Department

Leadership
Qualities
Leadership vs.
Dictatorship
Ethics

Ways of developing
trusting relationships
and partnership
building

Cultural
Competence

How to be culturally
competent
Communication
Skills styles/difference
Working with
diversity –
gender/culture, age

Professional
Development

Assessment and
Goal Planning in
the Mentoring
Relationship

Human Resources:
Evaluations
Planning for promotion
Taking state tests
Developing self

Assessment SkillsEvaluate mentee’s needs

Upward
mobility/professional
growth – How do I get from
A to B

Contracting

Provide constructive
criticism

Building network
within and outside
the Department

Training needs assessment
– designing a training plan
for an individual

Mediation

Navigating DCF

Negotiation

Knowledge of
community
resources

Self InventoryLearning styles, abilities,
bias

Goal Setting and
Planning

Boundaries
Risk Taking
What makes a
good leader

Teaching strategies

Time/stress management –
taking care of yourself
Meeting your own needs
through mentoring
Effective interviewing skills
Focus – take care of one’s
self mind and body
Effective use of power
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Chapter Three
Mentoring Marketing Materials
In developing marketing materials for the mentoring program it is important to
have the sanction from the Department’s Commissioner, Human Resources and
the Union if applicable. This adds credibility to the program and broadens its
appeal. Marketing the mentoring program requires a multi-pronged approach
through print, presentations, informal meetings and the department intranet. The
mentoring committee develops all program marketing materials. These materials
are shared with Human Resources and Affirmative Action before they are
disseminated.
The following are mentor program marketing ideas:






Presentations by current or former mentors and mentees at area office
staff meetings;
Targeted recruitment to supervisors, social workers and clinical social
workers by mentoring committee and area office staff;
Posting all program materials (e.g., applications, etc.) on the departments
intranet;
Articles about the mentoring program in the departments newsletter;
Personal email with program materials to appropriate staff.
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Memorandum
To:
From:
Date:
Re:

All DCF Staff
Darlene Dunbar
8/1/2005
DCF Mentoring Program

A little over two years ago I participated in the Department’s Pilot
Mentoring Program and served as a Mentor. I found the experience to be
very rewarding. The Mentoring Program encompasses a broad vision of the
Department, and includes opportunities for staff to enhance their career
development and professional advancement.
This past year we initiated the statewide DCF Mentoring Program once
more. The program serves as a voluntary partnership between managers
as mentors and social workers/supervisors as mentees. It is a partnership
by which participants help each other to build leadership capacity and to
enhance understanding and commitment to the mission and workings of
the agency.
The Mentoring program is under the leadership of a statewide Department
Mentoring Program Team. The Team is part of the Advisory Board for a five
year Federal Partnership Grant with Fordham University and the Child
Welfare League of America to develop and strengthen leadership in child
welfare systems.
The Mentoring partnership has goals to:
•

Provide opportunities for career development and retention at
the Department;

•

Increase the opportunity for more diverse leadership
throughout DCF;

•

Help managers and supervisors to broaden their own role and
responsibility for success of all Department staff.
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At this time we are over halfway through our first year with the Mentoring
Program and already we are seeing wonderful partnerships forming
between Mentors and Mentees. Opportunities for growth and professional
development have been available to all. We have had many training
programs for participants including topics on leadership, networking, and
teambuilding. The training programs were specifically designed by
Fordham and CWLA based on the requests of our Mentor/Mentees. The
supervisors of our Mentees have been invited to attend quarterly meetings
and avail themselves of these very informative programs, also.
In the next few weeks, we will be beginning the process of sending out
information to you to enhance your understanding of the Mentoring
Program for staff here at DCF. Please look for these notices so that you can
learn more about the Mentoring Program and how you may participate as a
Mentor, Mentee, or even a Team Leader. I recommend that you take full
advantage of this opportunity.

CONFIDENTIAL
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ATTENTION DCF MANAGERS!
PLEASE CONSIDER BEING A MENTOR
The DCF Mentoring Program is in need of additional Mentors! The
statewide Mentoring Program is a voluntary partnership between
Managers as Mentors and Social Work Supervisors/Social Workers
as Mentees. Through partnership, participants help each other to
build leadership capacity and to enhance understanding and
commitment to the mission and workings of the Department.
BENEFITS OF BEING A MENTOR:
•

•

•

•

Opportunity to select and attend special quarterly trainings led by Fordham
University and Child Welfare League Educators on mentor training topicsleadership, coaching, resources/networking, cultural competence, professional
development, assessment and goal planning in the mentoring relationship.
Training, professional support and recognition will be provided to mentors
throughout the program. Following feedback from our pilot mentoring program a
few years ago, we have established more structure to the process; a Mentoring
Agreement/Contract will be developed early in the program that will define both
individual and mentor/mentee partnership goals, schedule of events as well as
program expectations. The Training Academy and Mentoring Program Team
members will be available to you at all times to help you in the program.
The formal mentoring relationship is for a one-year period beginning in late
October with a Kickoff Celebration. Afterward, you will be expected to have two
mentoring interactions per month, with at least one being a face- to face
interaction. Mentoring Program Team members are available to locate meeting
sites in their area offices/facilities for your mentor/mentee meetings.
You will have the opportunity to share with a Department Social Worker your
work experiences and to help them to take responsibility for their career
development by increasing their knowledge of the Department and of the
supervisory role. Mentors of the pilot program told us that they gained much more
from the program than they ever thought they would. Being a mentor rekindled
their commitment to the work and the reasons why we all are here.

For further information please contact Barbara Kleefeld at the Training
Academy at 860-550-6419. Thank you.
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ATTENTION DCF Social Work supervisors, Social Workers,
Clinical Social Workers!
PLEASE CONSIDER BEING A MENTEE
The DCF Mentoring Program is in need of additional Mentees! The
statewide Mentoring Program is a voluntary partnership between
Managers as Mentors and Social Work Supervisors/Social Workers
as Mentees. Through partnership, participants help each other to
build leadership capacity and to enhance understanding and
commitment to the mission and workings of the Department.
BENEFITS OF BEING A MENTEE:
•

•

•

•

Opportunity to attend special quarterly trainings led by Fordham University and
Child Welfare League Educators on training topics such as leadership,
resources/networking, cultural competence, professional development, assessment
and goal planning in the mentoring relationship.
Training, professional support and recognition will be provided to mentees
throughout the program. Following feedback from our pilot mentoring program a
few years ago, we have established more structure to the process; a Mentoring
Agreement/Contract will be developed early in the program that will define both
individual and mentor/mentee partnership goals, schedule of events, as well as
program expectations. The Training Academy and Mentoring Program Team
members will be available to you at all times to help you in the program.
The formal mentoring relationship is for a one-year period beginning on
November 5, 2004 with a Kickoff Celebration. Afterward, you will be expected to
have two mentoring interactions per month, with at least one being a face- to face
interaction. Mentoring Program Team members are available to locate meeting
sites in their area offices/facilities for your mentor/mentee meetings.
You will be paired with a Manager who will help you to take responsibility for
your career development by increasing your knowledge and understanding of the
Department and of the supervisory role. Mentees in the pilot program were
exposed to new areas of DCF, to clinical forums and to community
collaborations. They were allowed to observe management and how decisions are
made. They expanded their networks both within and outside the agency. Being a
Mentee rekindled their commitment to the work and to the reasons why we all are
here.

For further information please contact
Barbara Kleefeld at the Training Academy at 860-550-6419. Thank you.
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Chapter Four
The Mentor/Mentee
Application Process
Application Process:


The mentoring program runs for a one-year period. Applications are made
available online three months prior to the kick-off. The application deadline
is two months prior to the kick-off.



Mentor Application:
Mentor applicants must have immediate supervisor approval with a letter
of recommendation.



Mentee Application:
Mentee applicants must provide a personal statement explaining how the
mentoring program will help them reach their goals for the next five years.
Mentee applicants are responsible for obtaining immediate supervisory
approval with a letter of recommendation. Supervisory support of the
mentee is important throughout the program.



Applications may be submitted electronically, through interoffice mail, or
hand delivered to DCF Training Academy.



All applications are reviewed by the Mentoring Program Coordinator for
accuracy and completion. Applicant is notified if any further information is
needed and given two days to submit the requested documentation.



Names of applicants are sent to Human Resources for a review of their
standing in the department. Exclusion from the program is based on an
unsatisfactory performance appraisal and/or years of service in the
department. Human Resources and the Mentoring Program Coordinator
review recommendations and discuss participation in the program.
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Roles and Responsibilities of Mentors and Mentees
It is important to establish clear roles and responsibilities for mentors and
mentees to aid in establishing a learning relationship.
Mentor’s Role and Responsibilities:
The mentor’s role is to increase the mentee’s knowledge and understanding of
the Department, and of the leadership/supervisory role, functions, and tasks.
They are responsible for:







Exposing mentees to DCF policies and procedures;
Bringing mentees to regular meetings, clinical forums, and community
collaborations, etc.;
Allowing mentees to observe management and how situations are
handled;
Providing resources such as training, informational readings and
recommended literature;
Utilizing the mentoring experience to broaden one’s role and responsibility
for the success of the mentor’s own staff;
Collaborating and training with Multicultural Affairs, Affirmative Action,
Human Resources and others to:
•
•
•
•

Increase understanding of the unique challenges faced by women
and persons of color;
Learn how to coach and counsel workers of different backgrounds;
Enhance cross-cultural communication between workers and
managers;
Understand the state employment process, progressive discipline,
service ratings, affirmative action, interview techniques, individual
career management and upward mobility planning including
educational opportunities and career options.

Mentee’s Role and Responsibilities:
The role of the mentee is to take greater responsibility for one’s own career
development and increase his/her knowledge of the Department and supervisory
role.
They are responsible for:




Completing goal activity forms, goal and objective forms, and project (if
applicable) form;
Attending mentee trainings and meetings;
Expanding networks – regular meetings with other mentees, previous
mentees and community partners;
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Contributing to cultural collaborations – work with area Diversity Action
Teams and work at resolving diversity issues within their own office;
Volunteering for at least one assignment in their area;
Taking their mentors to work (including field visits) allowing them to see
the world from mentees’ perspectives;
Making at least one outreach and presentation to a large group and/or
community partner.
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DEPARTMENT OF CHILDREN AND FAMILIES
MENTORING PROGRAM
Mentee Application
Please fill out this form as completely as possible. The information will assist us in making a
good match with a potential Mentor. All of the information on this application will be used
solely for the purpose of the DCF Mentoring Program. Please submit by November 19,2007
1. Name:
2. Work Site:
3. Work Phone:
4.

Home Address: (Optional)

5. Home Phone: (Optional)
6. Position:
7. Social Work/Advanced Degree Credentials:
8. Length of Experience in DCF:

Years:

9. Race/Ethnicity:

Months:
Gender:

10. Please list three areas you would like to improve on?

11. Have you participated in this mentoring program in the past?

12. Please list any social and/or community activities you are involved in.

13. Please list any DCF related committees or activities you are currently involved in.

14. List three goals you would like to meet through your relationship in the mentoring program.

15. List three important things your potential Mentor should know about you.
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16. Do you know a Manager you would like to be your mentor? If so, please provide the
following information: (Please note: matching will not be done within your Area Office,
self -selection does not guarantee automatic acceptance into the program.)
Name:
Position:
Location:
17. Would you prefer a Mentor who is:
Male
No preference:
Other
considerations:

Female:

Personal Statement – On one page please explain where you see yourself within the next
3 to 5 years. Describe how you believe the mentoring program will assist you in achieving
your goals.

Signature

Date

Please contact Tracy Davis
Assistant Director of the Training Academy
at (860) 550-6363
or via e-mail with any questions
Return the completed Form to:
Pamela Williams
DCF Training Academy
505 Hudson Street
Hartford, CT 06106
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DEPARTMENT OF CHILDREN AND FAMILIES
MENTORING PROGRAM
Mentor Application
Please fill out this form as completely as possible. The information will assist us in making a
good match with a potential Mentor. All of the information on this application will be used solely for the
purpose of the DCF Mentoring Program. Please submit by Wednesday November 9th.
1.

Name:

2. Work Site:
3. Work Phone:
4. Home Address: (Optional)
5. Home Phone: (Optional)
6. Position:
7. Social Work/Advanced Degree Credentials:
8. Length of Experience in DCF:

Years:

9. Race:

Months:
Gender:

10.

What do you have to contribute as a potential mentor?

11.

Have you been involved with any type of mentoring in the past? As a Mentor? As a
Mentee?
If yes, length of experience:
Please provide detailed information relative to your experience:

12.

Are you currently involved in any social and/or community activities?

13.

Please list any DCF related committees or activities you are currently involved in.

14.

List three important things your potential Mentee should know about you.

15.

Are you currently (within the last year) experiencing any work related performance
problems? (i.e., service rating/PARS is fair or less). Please explain:
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16.

Would you prefer a Mentee who is:
Male
No
Other considerations:
preference:

17.

Would you object to your Mentee discussing the progress and/or quality of the
mentoring relationship with others in the program?
Yes
No:
If yes, please
explain:

Signature

Female

Date

Please contact Tracy Davis
Assistant Director of the Training Academy
at (860) 550-6363
or via e-mail with any questions
Return the completed Form to:
Pamela Williams
DCF Training Academy
505 Hudson Street
Hartford, CT 06106
(860) 550-6693
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Chapter Five
The Matching Process

The Program Coordinator convenes a small selection committee. It is
recommended that the committee be made up of no more than six managerial
staff. The members are chosen by the Program Coordinator and shared with the
mentoring committee. This is an ad hoc committee that meets to create the
matches and again to choose the mentor of the year.
The formal mentoring partnership is a year commitment. We encourage
successful matches to continue on an informal basis.
Mentors who wish to continue in the program can re-apply each year. Mentees
can only be in the program once.
What makes a good formal match?
Prior to the selection committee meeting, the Program Coordinator reviews all
applications. All applications are also sent to Human Resources for a review of
standing within the Department.
The selection committee reviews all applications. Based on information from the
application and additional criteria matches are made. The following criteria are
used in the matching process:
•






Degree to which characteristics of the mentee match the goals of the
agency for leadership development. For example, over the past few years,
our priority has been men, men of color and supervisors.
Evaluate travel distance of the applicants;
Areas of interest identified by the mentee;
Goals identified by the mentee in the application e.g., wanting exposure to
policy, desires of upward mobility in the department;
Review strengths and qualifications of mentors related to the pool of
mentee applications;
Review the strengths of mentors that can enhance the experience of the
mentee.

Notification Process
Each applicant receives a written notice of acceptance into the program. We
recommend not sharing matches until the Program Kickoff. We feel that this can
create undue anxiety and begin relationship building without the formalized
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mentoring training. However, the Program Coordinator can use discretion as to
notification of the matches.
Written notification is sent to those not accepted into the program. Those
applicants not in good standing are notified by the Program Coordinator on
behalf of the mentoring committee. Due to confidentiality, applicants are to be
referred to Human Resources for a more in-depth explanation.
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SAMPLE MENTOR LETTER

Dear_______:
Congratulations! You have been selected as a Mentor for the DCF Mentoring
Program. This is a unique opportunity for you to provide the tools and skills to
your Mentee to help enhance his/her personal and career development with the
Department.
To acquaint all participants of the program with their role and responsibilities, we
will be conducting a training session for Mentors on _____________________.
Please plan to attend this mandatory training meeting.
In addition, we will be holding a Mentoring Program “Kick-Off” meeting on
____________. We will have several guest speakers and other events going on
during the day.
We look forward to having you as a participant in this program.

Sincerely,
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SAMPLE MENTEE LETTER

Dear_______:
Congratulations! You have been selected as a Mentee for the DCF Mentoring
Program. This is a unique opportunity for you to be matched up with a mentor
who can provide you with the tools and skills to enhance your personal and
career development with the Department.

We believe there is value and tremendous benefits that are derived from the
mentor/mentee relationship. In order to foster a positive beginning between the
mentor’s and mentee’s, there will be a training session/kickoff on
_______________________. This even will provide all participants with their
roles and responsibilities, as well as the opportunity to meet their respective
match. This training is mandatory for all participants.
We look forward to having you as a participant in this program.

Sincerely,
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Chapter Six
Role of Team Leaders

We have recognized that mentoring relationships need ongoing support. The
mentoring relationship involves more than the mentor and mentee; it also
involves the mentee’s supervisor. The role of the team leader was conceived to
support this relationship triad.
Team leaders provide oversight to the matches giving each person an impartial
party to go to if they are experiencing problems. Team leaders are proactive
members of the process and contact matches regularly to inquire about the
relationship. Separate team leaders may be assigned to mentors and mentees
as needed. Mentees may be contacted more frequently than mentors.
If conflicts arise, the team leaders mediate the conflict. Team leaders mediate
issues such as: lack of scheduled meetings, change in positions, and resolving
workload and job constraints that interfere with program participation.
Depending on the issue, team leaders may recommend to the Program
Coordinator that a match be dissolved and a new mentor found. The Program
Coordinator then convenes a meeting of the match to resolve the issue.
It is important to recruit team leaders that have an understanding of the
mentoring program and can devote time to the role. Mentoring committee
members or Training Academy staff may serve as team leaders. The Program
Coordinator may also recommend Department managers to serve in the role.
Team leaders are asked to make a one-year commitment to the role.
The Program Coordinator holds initial meetings with team leaders to review their
role and responsibilities.
Team Leaders are responsible for:





Monthly check-in with their mentees via email or telephone;
Quarterly check-in with their mentors via email or telephone;
Check-in with pairs at quarterly meetings;
Quarterly reports to the Program Coordinator on the status of matches.
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TEAM LEADER DESCRIPTION
Team leaders provide support and oversight to the mentor-mentee pair. They will
be available to clarify the purpose of the goal activity and goals and objectives
form, help the pair define roles, (if necessary), and be able to mediate conflict.
Possible areas of difficulty might include lack of scheduled meetings, lack of
program participation, or an unsuccessful match.
Team leaders should be proactive members of the process by initiating contact
and providing insightful and meaningful information to the matches based on
updates to the program. They should strive to adopt an impartial stance so that
both members of the pair view them as a resource if they are experiencing
problems. Team leaders should also be supportive and assist the mentoring triad
(the mentee, mentor and mentee’s supervisor) when necessary.
Each team leader will be responsible for 10 -12 pairs.
Responsibilities include but are not limited to the following:








Attendance at the opening ceremony, three quarterly meetings, and
closing ceremony
Monthly or Quarterly check- in with assigned mentees or mentors via
email or phone
Collection and review of the Goal Activity forms, Goals and Objective
forms, and Project form (if applicable)
Quarterly report to the Program Coordinator to provide an update on their
assigned pairs. This report also should detail concerns voiced by the
pairs, obstacles, and resolutions of problems
Re-matching of pairs should be done by the team leader and the Program
Coordinator after a full discussion
Provide mediation to the matches if problems arise
End of the year report detailing mentee activities, highlights, and
programmatic issues that arose

Qualifications
The ideal Team leader should: be knowledgeable of the Department and its inner
workings; have a clear understanding of the mentor and mentee roles; and be
familiar with DCF protocol and chain of command. The Team leader also should
have strong communication skills, be a creative thinker, and have the ability to
engage staff.
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Mentoring Relationships

© Mentoring Program Manual developed by Connecticut Department of Children and Families, 2008.

30

Chapter Seven
Mentoring Training Materials

The purpose of the formal mentoring training is to acquaint mentors and mentees
with the program and help them begin to build a quality mentoring partnership.
Training sessions are conducted with the mentees and mentors separately prior
to the mentors and mentees being matched. We recommend these trainings be
co-facilitated. The training can be delivered prior to the program start-up or
during the mentoring kickoff program.
Training guides with handouts have been designed for both mentors and
mentees. Chapter Seven outlines the training program for the mentors and
Chapter Eight outlines the training for the mentees. The training guides are
divided into three sections:




Introduction to formal mentoring
Promoting learning partnerships
Creating written plans and completing session record

During the training for the mentor and mentee they are asked to identify
additional training topics using the Handout: Mentoring Training Topics. These
handouts are collected and tabulated by the Program Coordinator and Mentoring
Committee. These topics are used to develop trainings for quarterly meetings.
Each guide has a series of activities that, depending upon the scope and breadth
of program, can be customized to suit the needs of the program. The formal
training program is approximately 2.5 hours. Both mentors and mentees receive
a training resource packet with all handouts and relevant program documents.
Two weeks prior to the training all participants in the mentoring program receive
a packet of mentoring information to read prior to the training.
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for
Mentors
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Part One: Introduction to Formal Mentoring
Activity One: Introductions and Expectations

30 minutes

Flip chart and markers
Handout: My Mentoring Relationships
Handout: Mentoring Relationships
Handout: Structured Mentoring Process

Activity Description:
1. Welcome mentors to the training. Introduce yourself and your cofacilitator by providing some relevant background information and
sharing your professional experience related to mentoring.
2. Ask mentors to introduce themselves by stating their name, title, how
long they have been with DCF. Ask participants to look at their
expectations sheet (which was sent to them prior to the training) and
share two expectations they have for this experience. Facilitator records
expectations on the flip chart. State that during this experience both
mentors and mentees will be supported by team leaders and quarterly
meetings to ensure a positive experience.
3. State that for both mentors/mentees it is important to think back on our
own experiences and how we have been mentored. Ask participants to
refer to their Handout: My Mentoring Relationships and ask them to
complete the worksheet. Give participants five minutes and divide
participants into pairs and have them share their experiences. Ask the
large group for themes that arose during their discussions as to what the
mentor gave and what was received. Record themes on the flip chart.
State that throughout our life we will have many mentors. DCF has
created a formal mentoring program to provide supports and
opportunities to both mentors/mentees.
4. State that formal mentoring differs from our informal experiences in
that:
 Partnerships are specifically arranged – Think back to your
application process. State that the mentoring committee has been
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meeting over the last year to enhance this process and create the
matches. State that matches are made based on some selection
criteria; first by goals and interests of the parties, location, race
and gender. We try to honor the participant’s application request
whenever possible.


The partnerships are temporary – partnerships are to last for
one year. Within the first quarter of the program, you and your
mentor will establish an annual meeting schedule that is approved
by the supervisor and the team leader. The program expectation
is that there will be TWO interactions per month with at least one
face-to-face meeting. Though the formal relationship lasts for one
year, we encourage the informal relationship to continue.
However, state that time is used only during the formal year
program.



The focus is on the learning partnership – the focus is on the
mentee’s goals and professional development. Mentoring is a
learning partnership and throughout the experience mentors also
learn and gain from the experience. We have found that mentors
gained an appreciation for the work of their mentees by going
into the field with them and listening to their direct experiences
with children and families. These experiences influenced their
current work within the Department. There will be a formal
development plan created through the mentoring partnership
which will help guide the mentoring activities.
State that during the mentoring program one mentor felt that
based on their current job responsibility they didn’t have much to
offer their mentee. They discussed this with their Team Leader
and together they were able to come up with a plan to expose the
mentee to different policy and procedural meetings. This
exposure enhanced the mentees experience and enhanced the
partnership. As mentors, it is important to challenge your initial
assumptions and work to overcome them.



Pairs may or may not have “chemistry” – Unlike relationships
that develop over time these are formed for specific purposes.
Consequently, a pair may not feel much chemistry at first.
Research indicates that chemistry is nice to have but not
necessary in formal mentoring. What is required is expertise on
the part of the mentor, mutual respect, and a genuine willingness
to share. In many formal relationships, friendship and chemistry
eventually occur.
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Ask the group, what are some strategies to build the partnership
and “chemistry”? Possible suggestions can be to explore areas of
common interests, share career journey at the DCF, focus on
creating the development plan, and use your Team Leader for
additional suggestions.
However, a mentor or mentee may leave the relationship on a nofault basis for any reason or no reason at any time.


Partnerships are monitored and supported – Distribute
Handout: The Mentoring Relationship and state that during the
year both mentors and mentees will be assigned to team leaders
who you will meet today.
The role of the team leader is to:





Troubleshoot issues that arise between the mentoring
triad;
Check in with mentees monthly and mentors quarterly;
Receive and review all completed schedules and
development plans;
Be present at quarterly meetings.

It is also important to acknowledge the supportive role the
mentee’s supervisor plays in the mentoring partnership. They
know that the mentee has applied to the program. In order to
create a smooth mentoring partnership the following should be
remembered:







The mentee’s job comes first – example: we had a mentee
who had an emergency placement and decided to keep
her/his mentoring appointment. Their job comes first and
the mentor will be flexible in re-scheduling the meeting if
there is an emergency.
The supervisor plays a supportive role, encouraging the
mentoring relationship.
Scheduled meetings set between mentee and mentor must
be approved by the supervisor.
The goal activity and project (if applicable) forms must be
shared with the supervisor.
The plan should focus on career development, exposure
and skill development. Special Note – any direct client
contact between mentor and mentee must be discussed
with the supervisor respecting issues of confidentiality and
DCF policy.
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Mentors will not become involved with daily case decision
making, or administrative decisions that affect their
mentee.

5. Review and discuss the following information on the specific role and
responsibilities of the mentors:
The mentor’s role is to increase the mentee’s knowledge and
understanding of the Department, and of the leadership/supervisory
role, functions, and tasks.
You are responsible for:







Exposing mentees to DCF policies and procedures;
Bringing mentees to regular meetings, clinical forums, and
community collaborations, etc.;
Allowing mentees to observe management and how situations are
handled;
Providing resources such as training, informational readings and
recommended literature;
Utilizing the mentoring experience to broaden one’s role and
responsibility for the success of the mentor’s own staff;
Collaborating and training with Multicultural Affairs, Affirmative
Action, Human Resources and others to:
•
•
•
•

Increase understanding of the unique challenges faced by
women and persons of color;
Learn how to coach and counsel workers of different
backgrounds;
Enhance cross-cultural communication between workers
and managers;
Understand the state employment process, progressive
discipline, service ratings, affirmative action, interview
techniques, individual career management, and upward
mobility planning including educational opportunities and
career options.

6. State that in formal programs there is a structured mentoring process.
Distribute Handout: Structured Mentoring Process. Review the four
steps:
a. Planning for Mentoring
This is like what we are doing today - discussing things about
ourselves and our previous experiences.
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b. Building Relationship/Negotiating Agreement
Today you will connect with your mentee. The initial focus is on
getting to know one another, exploring your experiences, talking
about other helping relationships you have experienced and
building trust. This is a formal professional relationship and it is
important to think about strategically sharing your experiences.
Do not move immediately to the goal activity and project forms;
take the time to build the mentoring partnership. By the end of
the first month you will have a jointly agreed upon plan ready to
share with the mentee’s supervisor and team leader. Develop a
meeting schedule and exchange e-mail and phone information
today. Try to schedule your first meeting today within a short
period of time from this training to begin partnership building.
State that it is also important to maintain appropriate boundaries.
Review the following tips with the group:







Disclosure – It’s OK to tell your mentee that you have had
some similar experiences and feelings during your life.
However, it isn’t necessary or wise to share very specific
details of your life with them.
Your Role as a Mentor - Remember that your role as a
mentor in unique. You aren’t expected to assume the
responsibilities of the mentee’s supervisor.
Don’t Promise Promotions – Your mentee may be someone
who exhibits strong leadership skills. You may encourage
them to apply for a job opening within your division but do
not promise them the job. It may also be wise for you to
excuse yourself from the hiring process.
Honesty – Let the mentee know that you will inform the
Team Leader of any sensitive information that might
impact care or services to children and families.

State that sometimes the mentoring relationship goes
beyond appropriate boundaries. Ask the group, in the context of
the mentoring partnership, how personal is too personal?
c. Developing Mentee/Maintaining Momentum
This is the heart of the mentoring experience. It is important to
choose two goals to work on and complete the goal activity forms.
State that as mentors you also have your own goals for
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participating in the program. It is important to think about those
goals as you build your mentoring relationship.
Ask mentors, what are some ways that they can maintain
momentum in the mentoring partnership? State that we have
heard from past mentors that involving mentees in one of your
actual projects with a specific time frame and outcomes has been
extremely effective. Having mentees observe committee meetings
and participate in policy development where possible has also
proved effective. For mentors, gaining the mentee perspective on
direct field practice by going in the field and through ongoing
discussions has been a significant learning experience.
d. Ending Formal Relationship
It is important to have formal endings to create closure. It is
always important to check in with your mentee. As the
relationship time frame draws to a close, around the ninth month,
it is important to review where we are towards accomplishing the
goals, what else we need to do?
It is critical to examine the accomplishments and review what the
relationship has meant to both of you.
Additionally, DCF holds a formal mentoring closing celebration.
7. State that mentoring is also about creating a “learning partnership”.
According to Lois J. Zachary in The Mentor’s Guide – Facilitating
Effective Learning Relationships, mentoring is about “tending properly”
which helps to maintain the focus on your learning goals, yet it is one of
the biggest challenges in the work. When learning is not tended to, the
mentoring process is reduced to a transaction, the integrity of the
learning is compromised, and the relationship is undermined.
State that we are now going to focus our attention on creating learning
partnerships. When we talk about learning partnerships we mean that
the learner – “the mentee” plays a more active role in the learning than
in the former mentor-driven paradigm. The mentor role has been
replaced from the “sage on the stage” to the “guide on the side”. The
mentor role is that of a facilitator of knowledge, skills and abilities. The
mentee learns to share responsibility for the learning by partnering in
the development of the plan – setting goals, objectives and activities.
We are now going to discuss what creates optimal learning experiences.
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Part Two: Promoting Learning Partnerships
Activity One: Principles of Adult Learning

30 minutes

Flip chart and markers
Handout: Principles of Adult Learning
Handout: Elements in the Learner-Centered Mentoring Paradigm
Index cards

Activity Description:
1. State that it is important for mentors to think about experiences that
promote optimal learning. It is also important to review the principles of
adult learning and how they translate into the mentoring paradigm.
2. Lead the group in a guided imagery exercise. Instruct the participants
to sit comfortably, uncrossing arms and legs so that their energy can
flow smoothly. Have the participants close their eyes or gently put their
heads down, protected from any distractions. Guide participants to
become more aware of their breathing, encouraging them to breathe
slower, deeper and steadier. Ask participants to think back to the most
positive learning experience that they had in either an educational or
work setting. Hold onto the first or strongest memory that comes to
mind. Tell participants that you want them to think about all the
elements that contributed to this optimal learning experience.
3. Read the following to participants:
Recall the learning environment, what was the climate like for learning
to be optimal?
Where were you?
Who was there?
What did the room or setting look like?
What about your educator/facilitator made this a positive experience?
What style of teaching did the educator/facilitator use?
What was the person’s tone of voice/manner of teaching?
Can you remember what the person’s philosophy of education was?
How involved were you allowed to be in your own learning?
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Also try to remember your thoughts and feelings during this learning
experience.
Do you remember the type of knowledge and skills being taught during
this learning experience?
4. Encourage the participants to keep as much of this memory as possible
alive with them as we slowly enter back to this time and place. Instruct
the group to once again become aware of their breathing.
5. Divide participants into dyads and have them share their memories.
Distribute index cards and have participants write down 3 essential
ingredients that qualify their memories of optimal learning. The lead in
for each statement should be: People learn best…
6. Record participants’ responses on the flip chart. Distribute the Handout:
Principles of Adult Learning. Compare the created list of optimal
learning factors with the Handout: Principles of Adult Learning. Include
the following in the discussion:


Adults bring life experience to the learning situation: It is
important as mentors to connect past life/work experiences to
the learning.



People learn by doing. It is important to remember the old
proverb; “I hear and I forget, I see and I remember, I do and I
understand.” As mentors it is important to remember this
framework for learning; tell, show, and do.

7. Distribute Handout: Elements in the Learner-Centered Mentoring
Paradigm and review with mentors how adult learning principles
influence the mentoring partnership.
8. Summarize the discussion on adult learning by asking why these
principles would be important for mentors in developing their learning
partnership?
9. State that an important element in facilitating mentoring learning
partnerships is being knowledgeable about your own learning style.
Learning styles have major implications for facilitating the learning
partnership. According to Lois Zachary (2000) this information will assist
the mentor in knowing when to step forward and when to hold back, and
how to honor specific learning styles that facilitate learning. It will also
help the mentee in creating their development plan by asking for the
kinds of experiences that will promote their learning.
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Activity Two: Understanding Learning Styles

20 minutes

Flip chart and markers
Handout: Learning Styles

Activity Description:
1. Distribute Handout: Learning Styles. State that it is important for us to
understand how we like to learn. Ask the participants to read the word
in the left column of the chart and then answer the questions in the
successive three columns to see how they respond to each situation by
circling the statement. Their answers may fall into all three columns,
but one column will likely contain the most answers. The dominant
column indicates your primary learning style.
2. State that understanding how you learn is important in forming the
mentoring partnership. Good communication is the key to any successful
relationship. The communication process begins when we receive
information from the world around us. We process the information
internally and select words to best describe what we have processed.
The field of study that describes the relationship between a person’s
thinking and his/her external communication is called Neurolinguistic
Programming or NLP. Ask the group if anyone is familiar with these
concepts?
3. State that NLP was initiated by John Grinder, a linguist, and Richard
Bandler, a psychologist, in the early 1970's. NLP is based on the idea that
we experience the world through our senses. We use language to
describe what we have experienced. Although we receive information
through all five senses, we develop sensory preferences, which impact
our preferences for different learning modalities. Most people prefer to
receive information either visually, auditory, or kinesthetically.
5. Ask the group how many people had the highest number in the visual
column? auditory column? kinesthetic column? By having the participants
raise their hands for each of the three styles this gives participants an
idea of the variety of learning styles in the room. Indicate to
participants that there is no right answer. Ask participants if they had
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something in each column and state that we take in information through
our senses and process with each modality, however we may have a
preferred mode. You may want to share your learning style with the
group.
6. State that our preferred modalities translate into a preference for
specific learning methods or techniques. Ask the group to identify
learning experiences that appeal to visual learners. Record them on the
flip chart. Reinforce the discussion with the following; written materials,
videos, etc.
7. Ask the group to identify learning experiences that might appeal to the
auditory learner and record them on the flip chart. Reinforce the
discussion with the following; attending meetings, discussions with
mentors, etc.
8. Ask the group to identify learning experiences that might appeal to the
kinesthetic learner and record them on the flip chart. Reinforce the
discussion with the following; role-plays, hands on activity, simulations,
etc.
9. State now that we have more information about our learning style and
activities that promote learning, the following are some general
guidelines that relate to most learning styles (Zachary, 2000):








Pace the learning;
Time the developmental intervention: Mentors need to
understand where their mentees are developmentally. They
cannot assume readiness. That is why partnership preparation is
so important. Without establishing an open and candid
relationship, it is easy to make erroneous assumptions;
Work toward collaborative learning;
Keep the focus on learning: Mentoring as we said earlier is not a
chemistry contest. The partners should not get hung up on
personality issues. Stick to the main attraction – that of learning;
Build the relationship first: Learning will follow. Too often both
mentors and mentees do not make the time to create the
appropriate climate for learning;
Structure the process: Sharing responsibility for structuring the
learning relationship improves the quality of the interaction.

10. State that now that we have explored the importance of learning styles
in promoting the mentoring learning partnership, we are now going to
focus on the skills for successful mentoring.
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Activity Three: Skills for Successful Mentoring Partnerships

45 minutes

Flip chart and markers
Handout: The Mentoring Skills Model
Mentoring Vignettes
Optional Activity: Blindfolds

Activity Description:
1. Ask the group to think about some of the skills both mentors/mentees
need for a successful mentoring partnership. Record their responses on
the flip chart. Try to have participants describe why they think the skill
is important to the partnership.
2. State that there is a researched model of mentoring skills in The
Mentoring Guide: How to Have a Successful Relationship with a Mentor
by Linda Phillips-Jones, Ph.D. There are four core shared skills. The four
core skills are:
 Listening actively
 Building trust
 Encouraging
 Identifying goals and current reality
Distribute the Handout: The Mentoring Skills Model. State that there are
a set of mentor-specific skills identified in the mentoring skills model
which are:
 Instructing/Developing Capabilities
• Sometimes mentors act as “learning brokers” by providing
access to information and resources.
• Having your mentee observe you leading a meeting,
training, etc.
 Inspiring
• Some mentors have inspired their mentee to go back for
continued education or apply for advancement within the
department.
 Providing Corrective Feedback
• Discuss with your mentee how they feel comfortable
receiving constructive feedback. Good constructive
feedback is provided in a way that will continue to
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motivate the mentee. The following are some guidelines
for giving constructive feedback:







Managing Risks
•

•


Give constructive feedback in private.
Give constructive feedback in a timely manner.
Focus on the behavior, not the individual.
Provide ideas and suggestions.
Follow-up with the mentee.

Help your mentee avoid unnecessary mistakes as they step
out of their comfort zone. Help them prepare questions in
advance for participation in meetings.
Help them analyze the risks as they prepare for career
advancement.

Opening Doors
• Provide opportunities for mentees to meet new contacts.

3. Divide participants into small groups and assign each group a core skill.
Ask them to list the attributes/behaviors of that skill as it applies to the
mentoring relationship. Distribute flip chart paper and markers for
groups to record their discussion points.
Facilitator should use the following for each core skill:
Listen actively: display genuine interest, avoid interrupting
mentors/mentees when they are talking, use information gained through
past conversations, and always summarize the key elements of the
interaction.
Building trust: respect the confidentiality of the partnership, respect
the program time agreement, don’t promise things that you cannot
deliver, respect the boundaries of the mentoring relationship, and admit
mistakes.
Encouraging: compliment your partner’s accomplishments and actions,
focus on positive attributes, sincere praise, express thanks and
appreciation, let them know how you are using the help they have given
you.
Identifying Goals and Current Reality: know what is important to you,
have a good sense of your strengths and areas of challenge, set one to
five year goals to reach in your career.

© Mentoring Training Guide developed by Connecticut Department of Children and Families, 2008.

44

4. State that there are some things that a mentor can do to contribute to a
successful mentoring partnership. Review the following suggested “Dos”
and “Don’ts” with the group:
Do:










Appreciate any signs of professional growth.
Be honest about your own needs and limits (time constraints,
etc.) and respect your mentee’s time.
Listen carefully, show interest and be open to your mentee’s
ideas.
Strive for mutual respect and honesty.
Show that you recognize the mentee’s values and lifestyle.
Assume the relationship is strictly professional. It may be helpful
to share personal information in the context of developing a
professional plan with your mentee.
Make only positive or neutral comments about your mentee to
others. If you disagree with your mentee’s behaviors or values,
share your perceptions with him/her. If the situation continues
contact your Team Leader immediately.
The formal mentoring partnership is a year commitment but
continuing the relationship on your own time is encouraged if
agreed upon by both parties.

Don’t:
 Be judgmental.
 Automatically give advice or constructive feedback.
 Forget that communication requires listening.
 Move to quickly into friendship.
 Get talked into things that you know are against department
policy and procedure.
 Try to be the mentee’s supervisor.
 Try to instill your beliefs and/or values on your mentee; rather,
demonstrate your values.
5. State we are now going to examine some case studies and think about
how the four core skills can be used to develop the mentoring
partnership. Have participants remain in their small groups and assign
each group a vignette. Have each group explain how they would use the
core skills to develop the mentoring partnership. Give the groups ten
minutes to complete the assignment. The following are the mentoring
vignettes:
Kristin is a social worker and has been accepted into the mentoring
program. She is interested in developing her computer skills specifically
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learning PowerPoint since she aspires to become a trainer for DCF. She
wants to learn about being a trainer but doesn’t know where to begin.
You are her mentor – What core skills would you use to develop the
mentoring partnership?
Ben has offered to be a mentor to Jim. Ben is a Program Supervisor and
Jim is a Supervisor. Jim’s goal at DCF is to become a Program Supervisor.
You are Jim’s mentor – What core skills do you need to use when you
meet with Jim for the first time?
Maria is an excellent Program Supervisor. She has shown very
effective social work, supervisory and management skills. She will be
mentoring John who has a reputation for being very critical about the
agency. You are Maria – How would approach this mentoring
partnership? What core skills would you use?
Harvey is mentoring Grace. Grace is not participating fully in the
mentoring relationship. She does not return calls or complete
assignments that have been identified in her development plan. She has
not followed through in maintaining their meeting schedule. How would
handle these issues with Grace? What core skills would you use?
You are the mentor to Derrick. Derrick has a difficult relationship with
his supervisor. You feel that the supervisor is being unfair and does not
always make correct decisions. How would you approach these issues?
What core skills would you use?
Ask each group to discuss how they would begin to develop the
mentoring partnership and specifically focus on the core skills they
would use.
Optional Activity: Blind Trust Walk
Dyads are formed. One person is blindfolded. The sighted person takes
the blindfolded person on a trust walk. The goal of the walk is to create
a positive experience for the blindfolded person. If time permits the
pairs can change roles.
Ask the group, how they used the mentoring core skills of listening
actively, building trust, encouraging and identifying goals during this
activity? Draw the parallel that in order for the mentoring partnership to
be successful trust is an essential element.
6.

Advise the group we now are going to review the goal activity forms,
project form, and other required documentation.
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Part Three: Developing Goals and Objectives, Completing
Activity and Project Forms, and Recording Sessions
Activity One: Creating Activity Plans and Recording Sessions

30 minutes

Flip chart and markers
Handouts: Mentoring Project and Goals and Activities Forms
Handouts: Sample Project and Goal Activity Plans
Handout: Mentoring Session Record

Activity Description:
1. State that jointly writing plans with your mentee is critical to promoting
learning and guiding the mentoring partnership. Distribute the Handouts:
Mentoring Project Goals and Activities. State that research has revealed
that mentees learn and progress more when they have written plans. During
the first month of your partnership it is important to complete the goal
activity forms and project form (if applicable) and forward to the Team
Leader. Review the Goal Activity Forms, Mentoring Project Form and sample
plans with the group.
2. Ask mentors to generate a list of development activities they could use with
their mentees. Lead a discussion and record on the flip chart. Use the
following activities to generate discussion:






Facilitate interviews with other department personnel;
Observe meetings that mentees do not have access to;
Focus on educational career advancement e.g., obtaining advanced
degree, certificate programs, advanced courses, etc.
Provide articles and reading materials;
Observe mentor facilitating meetings.

Note: Save the list for sharing at quarterly meetings. Explain “shadowing”
opportunities with the mentors.
Optional Activity:
Divide the group into dyads. Ask each dyad to choose one of the mentoring
vignettes. Have one person play the mentor and the other the mentee.
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Have them use the Handout: Goal Activity Forms. The goal of this activity
is to conduct a role-play with the outcome being a completed Goal Activity
Form. Use the following questions to debrief the role-play:





What was it like to work in partnership to develop written plans?
How did you both use the core skills?
How did you go about developing the plan?
What were some of the challenges?

3. Mentoring interactions are intentional and guided by written plans. It is
important to structure the interaction by developing a meeting agenda.
State that the Mentoring Session Record acts as a reflective tool to monitor
progress. Distribute the Handout: Mentoring Session Record and review
with the group. The form is completed after each meeting between the
mentor and mentee. The records are then shared with the Team Leader.
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Activity Two: Getting Ready to Meet Your Mentor

20 minutes

Flip chart and markers
Handout: DCF: Mentor/Mentee Agreement
Handout: Mentoring Training Topics

Activity Description:
1. State that this morning’s focus was to share overview of the program and
on creating a mentoring partnership. During the mentoring program there
will be quarterly meetings to monitor progress and provide training. State
that in order to develop training that meets your needs we would like to
get your input. Distribute the Handout: Mentoring Training Topics and ask
each participant to circle four topics that they would like to receive
continued training on. If a topic that is important to you is not on the list
add it. Give participants five minutes to circle their choices and collect the
handout. State that we will compile the results and try to cover the highly
ranked topics at quarterly meetings. Additionally, team leaders can act as
resources to provide information at the request of the mentor or mentee.
2. Distribute the Handout: DCF Mentor/Mentee Agreement. Ask mentors to
complete their goals and objectives for the program. State that today
when you meet your mentee you will complete the Partnership goals and
objectives together. Today you will begin to develop your mentoring
partnership by sharing your goals and objectives for the program and
signing the mentoring agreement. You also will meet your Team Leader.
3. Thank the group for their participation at the seminar as well as
participating in the DCF Mentoring Program.
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Training Handouts
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Handout: My Mentoring Relationships
Directions: Think of two people who made a difference in your life by what they gave or did for you. Write a few words in
each column, and be specific. For example, did he/she teach you something; give you new opportunities?
How did he/she benefit from the relationship? For example, did he/she feel satisfaction or learn from you?
How We Began

What Mentor Gave

What Mentor Received

Person #1

Person #2

Source: Adapted from Linda Phillips-Jones, Ph.D., The Mentee’s Guide How to Have a Successful Relationship with a Mentor. The Mentoring Group. Green
Valley, California, 2003.
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STRUCTURED MENTORING PROCESS
1. PLANNING FOR MENTORING.

2. BUILDING RELATIONSHIP/NEGOTIATING
AGREEMENT.

3. DEVELOPING MENTEE.MAINTAINING MOMENTUM.

4. ENDING FORMAL RELATIONSHIP.

Source: Adapted from Linda Phillips-Jones, Ph.D., The Mentee’s Guide How to Have a Successful Relationship with a Mentor. The Mentoring Group.
Green Valley, California, 2003.
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Mentoring Relationships
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Principles of Adult Learning
 Adults learn best when they are involved in diagnosing,
planning, implementing, and evaluating their own learning.
 The role of the mentor/facilitator is to create and maintain a
supportive climate that promotes conditions necessary for
learning to take place.
 Adult learners have a need to be self-directing.
 Readiness for learning increases when there is a specific need
to know.
 Life’s reservoir of experience is a primary learning resource; the
life experiences of others enrich the learning process.
 Adult learners have an inherent need for immediacy of
application.
 Adults respond best to learning when they are internally
motivated to learn.

Source: Lois J. Zachary. The Mentor’s Guide – Facilitating Effective Learning Relationships.
Jossey-Bass, 2000.
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Elements in the Learner-Centered Mentoring
Paradigm
Mentoring Element
Mentee role

Changing Paradigm
From: Passive receiver
To: Active partner

Mentor role

From: Authority
To: Facilitator

Learning Process

Length of relationship

Mentoring relationship

Setting

From: Mentor directed
and responsible for
mentee’s learning.
To: Self-directed and
mentee responsible for
own learning.
From: Indefinite
To: Specific time period
(one year)
From: One life = One
mentor
To: Creating multiple
exposure opportunities
through the mentoring
relationship.
From: Face to Face only
To: Multiple and varied
venues and opportunities
with at least monthly face
to face contact.

Adult Learning
Principles
Adults learn best when
they are involved in
diagnosing, planning,
implementing, and
evaluating their own
learning.
The role of the mentor is
to create and maintain a
supportive climate that
promotes the conditions
necessary for learning to
take place.
Adult learners have a
need to be self-directing.

Readiness for learning
increases when there is a
specific need to know.
Life’s reservoir of
experience is a primary
learning resource; the life
experiences of others
add enrichment to the
learning process.
Adult learners have an
inherent need for
immediacy of application.

Source: Adapted from: Lois J. Zachary. The Mentor’s Guide – Facilitating Effective Learning
Relationships. Jossey-Bass, 2000.

61

This chart helps you determine your learning style; read the word in the left column and then
answer the questions in the successive three columns to see how you respond to each situation.
Your answers may fall into all three columns, but one column will likely contain the most
answers. The dominant column indicates your primary learning style.

When you..

Visual

Auditory

Kinesthetic &
Tactile

Spell

Do you sound out the
Do you try to see the word? word or use a phonetic
approach?

Do you write the word
down to find if it feels
right?

Talk

Do you enjoy listening
Do you sparingly but dislike
but are impatient to
listening for too long? Do
talk? Do you use words
you favor words such as
such as hear, tune, and
see, picture, and imagine?
think?

Do you gesture and use
expressive movements?
Do you use words such
as feel, touch, and hold?

Concentrate

Do you become
Do you become
Do you become distracted
distracted by sounds or distracted by activity
by untidiness or movement?
noises?
around you?

Do you forget names but
Meet someone
remember faces or
again
remember where you met?

Do you forget faces but
remember names or
Do you remember best
what you did together?
remember what you
talked about?

Contact people Do you prefer direct, face- Do you prefer the
on business to-face, personal meetings? telephone?

Read

Do you like descriptive
scenes or pause to imagine
the actions?

Do you talk with them
while walking or
participating in an
activity?

Do you prefer action
Do you enjoy dialog
and conversation or
stories or are not a keen
hear the characters talk? reader?

Do you like to see
Do something
demonstrations, diagrams,
new at work
slides, or posters?

Do you prefer verbal
instructions or talking
about it with someone
else?

Do you prefer to jump
right in and try it?

Put something Do you look at the
directions and the picture?
together

Do you read the
directions out loud or
have someone read
them to you?

Do you ignore the
directions and figure it
out as you go along?

Do you call the help
Do you keep trying to
Need help with
Do you seek out pictures or
desk, ask a neighbor, or do it or try it on another
a computer
diagrams?
growl at the computer? computer?
application

Adapted from Colin Rose (1987). Accelerated Learning.
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THE MENTORING SKILLS MODEL
SHARED CORE SKILLS

© Linda Phillips-Jones, Ph.D.
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Mentoring Vignettes
1. Kristin is a social worker and has been accepted into the mentoring
program. She is interested in developing her computer skills specifically
learning PowerPoint since she aspires to become a trainer for DCF. She
wants to learn about being a trainer but doesn’t know where to begin.
You are her mentor – What core skills would you use to develop the
mentoring partnership?

2. Ben has offered to be a mentor to Jim. Ben is a Program Supervisor and
Jim is a Supervisor. Jim’s goal at DCF is to become a Program
Supervisor. You are Jim’s mentor – What core skills do you need to use
when you meet with Jim for the first time?

3. Maria is a very effective Program Supervisor. She has shown very
effective social work, supervisory and management skills. She will be
mentoring John who has a reputation for being very critical about the
agency. You are Maria – How would approach this mentoring partnership?
What core skills would you use?

4. Harvey is mentoring Grace. Grace is not participating fully in the
mentoring relationship. She does not return calls or complete assignments
that have been identified in her development plan. She has not followedthrough in maintaining their meeting schedule. How would handle these
issues with Grace? What core skills would you use?

5. You are the mentor to Derrick. Derrick has a difficult relationship with
his supervisor. You feel that the supervisor is being unfair and does not
always make correct decisions. How would you approach these issues?
What core skills would you use?
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MENTORING PROJECT

On one page or less please describe the project that you are interested in
working on with your mentor. A copy of the proposal should be sent to your team
leader no later than April 16, 2008. As you begin to plan, analyze and develop
your project using the DCF Mentoring Project Form to document your steps.
Please keep the following items in mind when considering the project:
•
•
•
•

The project should be of interest to the mentee.
It should benefit the field of Child Welfare, either directly impacting the
mentee’s unit or office, or the mentor’s workgroup, office or division.
The project should be manageable. Only take on what you think you can
handle and complete in a timely manner.
All projects should be completed by the end of the program year.
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DCF MENTORING PROGRAM
MENTORING PROJECT FORM
DETERMINE THE PROBLEM AND PLAN OF ACTION
•

Who is affected?

•

Who or what is suspected of causing the problem?

•

What kind of problem is it (e.g. problem with goals, skills, resources, time, etc.)?

•

What is the goal for improvement?

•

What do you propose to do about it?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000 and
Sagor, 1992, How to Conduct Collaborative Action Research.
R100306
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REVIEW DATA
•

What data is available to further clarify your proposed problem and potential improvement strategy?

•

How can this data be useful in helping you to frame your question(s), plan the strategy for improvement,
evaluate the strategy and then interpret evaluation findings?

•

To what extent does the data include multiple perspectives?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000 and
Sagor, 1992, How to Conduct Collaborative Action Research.
R100306
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PILOT STRATEGY
•

What new strategy or approach will you try based on what you’ve learned in your review of the data?

•

How are you planning to change the situation or find out more about it?

•

What is an appropriate timeline for what you are trying to accomplish?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000
and Sagor, 1992, How to Conduct Collaborative Action Research.
R100306
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EVALUATE STRATEGY
•

What are the key questions that need to be answered about your strategy?

•

What data will need to be collected?

•

How will you ensure that you have multiple perspectives?

•

What resources exist and what information from others might be useful in helping you to frame your
question, deciding on types of data to collect, or to help you in interpreting your findings?

•

Who else do you need to talk or negotiate with in order to carry out this work? Are there any ethical or
confidentiality considerations about the data to be gathered or about who will have access to it? Are
permissions needed?

•

What is the plan for data analysis?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000
and Sagor, 1992, How to Conduct Collaborative Action Research.
R100306
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ANALYZE DATA
•

What can you learn from this data?
SHARE FINDINGS

•

What meaning do these patterns, insights and new understandings have for your practice, the families
you serve and your fellow colleagues?

•

What important descriptions need to be included (e.g. demographics, settings, and time frames)?

•

What are the important comparisons?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000
and Sagor, 1992, How to Conduct Collaborative Action Research.
R100306
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SHARE FINDINGS

•

What findings will you share with the mentoring program?

•

What are some other potential audiences who might be interested in your findings?

•

What specific report formats might be most appropriate for particular audiences?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000
and Sagor, 1992, How to Conduct Collaborative Action Research.
R100306

79

2008 DCF MENTORING PROGRAM
DATES TO REMEMBER
Goal activity forms are due no later than February 28, 2008
Mentoring project proposal due no later than April 16, 2008
Schedule of meeting dates between mentor and mentee must be
approved by the immediate supervisor of the mentee. This
information should be sent to the Team Leader no later than
February 28, 2008.
1st Quarterly Meeting April 16, 2008 from 9 – 12 at the Training
Academy
2nd Quarterly Meeting June 25, 2008 from 9 – 12 at the Training
Academy
3rd Quarterly Meeting September 18th, 2008 from 9 -12 at the
Training Academy
End of year Closing Ceremony in December - date to be
announced
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Department of Children and Families
Mentor/Mentee Agreement
We have been fully informed about the DCF Mentor Program and agree to
abide by all the established policies, procedures and responsibilities that
govern it.
We agree to comply with the following Basic Program Guidelines:
• Mentors and mentees will sign a Mentoring Agreement/Contract that will
define both individual and mentor/mentee partnership goals and objectives
as well as program expectations.
• A key expectation is pro-active planning and participation;
Within first quarter of the program, mentors/mentees must establish a
monthly meeting schedule for the year that is approved by the Mentee’s
immediate supervisor and submitted to the Team Leader.
Two mentoring interactions per month are required, with least one meeting
per month in person.
Participants must attend special half-day quarterly training meetings
scheduled on the following dates: April 16, 2008, June 25, 2008 and
September 18, 2008.
• A mentor or mentee may leave the relationship on a no-fault basis for any
reason or no reason at any time. Efforts will be made to ensure a proper
closure and/or to secure a new match for continued participation in the
program.
• Mentors and Mentees agree to be available to participate in ongoing
evaluations of the program.
• The formal mentoring relationship is for a one-year period beginning
January 24, 2008 and commencing December 4, 2008.

_______________________________
Signature Mentor

____________________________
Signature Mentee
_____________________________ ____________________________
Date
Date
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Part One: Introduction to Formal Mentoring
Activity One: Introductions and Expectations

30 minutes

Flip chart and markers
Handout: My Mentoring Relationships
Handout: Mentoring Relationships
Handout: Structured Mentoring Process

Activity Description:
1. Welcome mentees to the training. Introduce yourself and your cofacilitator by providing some relevant background information and
sharing your professional experience related to mentoring.
2. Ask mentees to introduce themselves by stating their name, title, and
how long they have been with DCF. Ask participants to share two
expectations they have for this mentoring experience. Facilitator
records expectations on the flip chart. State that during this experience
both mentors/mentees will be supported by team leaders and asked to
attend quarterly meetings to ensure a positive experience.
3. State that for both mentors/mentees it is important to think back on our
own experiences and how we have been mentored. Ask participants to
refer to their Handout: My Mentoring Relationships and ask them to
complete the worksheet. Give participants five minutes and divide
participants into pairs and have them share their experiences. As a large
group ask for themes that arose in their discussions as to what the
mentor gave and what was received. Record themes on the flip chart.
State that throughout our life we will have many mentors. DCF has
created a formal mentoring program to provide supports and
opportunities to both mentors/mentees.
4. State that formal mentoring differs from our informal experiences in
that:


Partnerships are specifically arranged – Think back to your
application process. State that the mentoring committee has been
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meeting over the last year to enhance this process and create the
matches.


The partnerships are temporary – partnerships are to last one
year. Within the first quarter of the program, you and your
mentor will establish an annual meeting schedule that is approved
by your supervisor and the team leader. The program expectation
is that there are to be TWO interactions per month with at least
one face-to-face meeting.



The focus is on the learning partnership – the focus of the
partnership is on the mentee’s goals and professional
development. Mentoring is a learning partnership and throughout
the experience mentors also learn and gain from the experience.
Together, pairs will complete goal activity forms and project
forms (if applicable) that will help guide the mentoring activities.



Pairs may or may not have “chemistry” – Unlike relationships
that develop over time, these are formed for specific purposes.
Consequently, a pair may not feel much chemistry at first.
Research indicates that chemistry is nice to have but not
necessary in formal mentoring. What is required is expertise on
the part of the mentor, mutual respect, and a genuine willingness
to share. In many formal relationships, friendship and chemistry
eventually occur.
However, a mentor or mentee may leave the relationship on a nofault basis for any reason or no reason at any time.



Partnerships are monitored and supported – Distribute
Handout: Mentoring Relationships and state that during the year
both mentors and mentees will be assigned to team leaders whom
you will meet today.
The role of the team leader is to:





Troubleshoot issues that arise between the mentoring triad
Check in with mentees monthly and mentors quarterly
Receive and review all completed schedules and written
plans
Be present at quarterly meetings

It is also important to acknowledge the supportive role your
supervisor plays in the mentoring partnership. They know that you
have applied to the program. In order to create a smooth
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mentoring partnership the following are some things to
remember:









Your job comes first – example: we had a mentee who had
an emergency placement and decided to keep her/his
mentoring appointment. Your job comes first and your
mentor will be flexible in re-scheduling the meeting if
there is an emergency.
Your supervisor plays a supportive role, encouraging the
mentoring relationship.
Scheduled meetings set between you and your mentor must
be approved by your supervisor.
The activity and project forms must be shared with your
supervisor.
Your goals should focus on career development, exposure
and skill development. Special Note – any direct client
contact between mentor and mentee must be discussed
with the supervisor respecting issues of confidentiality and
DCF policy.
Your mentor will not become involved with daily case
decision-making.

5. State that in formal programs there is a structured mentoring process.
Distribute Handout: Structured Mentoring Process. Review the four
steps:


Planning for Mentoring
This is like what we are doing today. Discussing things about
ourselves and our previous experiences.



Building Relationship/Negotiating Agreement
Today you will connect with your mentor. The initial focus is on
getting to know one another, exploring your experiences, talking
about other helping relationships you have experienced and
building trust. This is a formal professional relationship and it is
important to think about strategically sharing your experiences.
Do not move immediately to your goals and objectives and other
forms; take the time to build the mentoring partnership. By the
end of the first month you should have a jointly agreed upon goal
activity and project (if applicable) plan ready to share with your
supervisor and team leader. Develop a schedule for meetings and
exchange e-mail and phone information today. Try to schedule
your first meeting close to this training to begin partnership
building.
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Developing Mentee/Maintaining Momentum
This is the heart of the mentoring experience. It is important to
choose two goals to focus on and complete all forms.
Ask mentees what are some ways that they can maintain
momentum in the mentoring partnership?



Ending Formal Relationship
It is important to have formal endings to create closure. It is
always important to check in with your mentor. As the
relationship time frame draws to a close, around the ninth month,
it is important to review where we are towards accomplishing the
goals, what else we need to do?
It is critical to examine the accomplishments and review what the
relationship has meant to both of you.
Additionally, DCF holds a formal mentoring closing celebration.

6. State that mentoring is also about creating a “learning partnership”.
According to Lois J. Zachary in the The Mentor’s Guide – Facilitating
Effective Learning Relationships, mentoring is about “tending properly”
which helps to maintain the focus on your learning goals yet it is one of
the biggest challenges in the work. When learning is not tended to, the
mentoring process is reduced to a transaction, the integrity of the
learning is compromised, and the relationship is undermined.
State that we are now going to focus our attention on creating learning
partnerships. When we talk about learning partnerships we mean that
the learner – “the mentee” plays a more active role in the learning than
in the former mentor-driven paradigm. Your mentor’s role has been
replaced from the “sage on the stage” to the “guide on the side”. The
mentor role is that of a facilitator of knowledge, skills and abilities.
However, as a mentee you may be asked for your perspective on policy
and practice. It is important to provide honest feedback to your mentor.
Mentees have a unique opportunity to influence their mentor and impact
services to children and families in the department. You will learn to
share responsibility for the learning by partnering in the development of
the plan – setting goals, objectives and activities.
We are now going to discuss what creates optimal learning experiences.
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Part Two: Promoting Learning Partnerships
Activity One: Principles of Adult Learning

30 minutes

Flip chart and markers
Handout: Principles of Adult Learning
Handout: Elements in the Learner-Centered Mentoring Paradigm
Index cards

Activity Description:
1. State that it is important for you to think about experiences that
promote optimal learning. It also is important to review the principles of
adult learning and how they translate into the mentoring paradigm.
2. Lead the group in a guided imagery exercise. Instruct the participants to
sit comfortably, uncrossing arms and legs so that their energy can flow
smoothly. Have the participants close their eyes or gently put their
heads down, protected from any distractions. Guide participants to
become more aware of their breathing, encouraging them to breathe
slower, deeper and steadier. Ask participants to think back to the most
positive learning experience that they had in either an educational or
work setting. Hold onto the first or strongest memory that comes to
mind. Tell participants that you want them to think about all the
elements that contributed to this optimal learning experience.
3. Read the following to participants:
Recall the learning environment, what was the climate like for learning
to be optimal?
Where were you?
Who was there?
What did the room or setting look like?
What about your educator/facilitator made this a positive experience?
What style of teaching did the educator/facilitator use?
What was the person’s tone of voice/manner of teaching?
Can you remember what the person’s philosophy of education was?
How involved were you allowed to be in your own learning?
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Also try to remember your thoughts and feelings during this learning
experience.
Do you remember the type of knowledge and skills being taught during
this learning experience?
4. Encourage the participants to keep as much of this memory as possible
alive with them as we slowly enter back to this time and place. Instruct
the group to once again become aware of their breathing.
5. Divide participants into dyads and have them share their memories.
Distribute index cards and have participants write down, three essential
ingredients that qualify their memories of optimal learning. The lead in
for each statement should be: People learn best…
6. Record participants’ responses on the flip chart. Distribute the Handout:
Principles of Adult Learning. Compare the created list of optimal
learning factors with the Handout: Principles of Adult Learning. Include
the following in the discussion:


Adults bring life experience to the learning situation: It is
important as mentees to connect past life/work experiences to
the learning.



People learn by doing. It is important to remember the old
proverb; “I hear and I forget, I see and I remember, I do and I
understand.” As mentors it is important to remember this
framework for learning; tell, show, and do.

7. Distribute Handout: Elements in the Learner-Centered Mentoring
Paradigm and review with mentees how adult learning principles
influence the mentoring partnership.
8. Summarize the discussion on adult learning by asking why these
principles would be important for mentees in developing their learning
partnership?
9. State that an important element in facilitating mentoring learning
partnerships is being knowledgeable about your own learning style.
Learning styles have major implications for facilitating the learning
partnership. It will also help the mentee in creating their development
plan by asking for the kinds of experiences that will promote their
learning.
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Activity Two: Understanding Learning Styles

20 minutes

Flip chart and markers
Handout: Learning Styles

Activity Description:
1. Distribute Handout: Learning Styles. State it is important for us to
understand how we like to learn. Ask the participants to read the word
in the left column of the chart and then answer the questions in the
successive three columns to see how they respond to each situation by
circling the statement. Their answers may fall into all three columns,
but one column will likely contain the most answers. The dominant
column indicates your primary learning style.
2. State that understanding how you learn is important in developing the
mentoring partnership. Good communication is the key to any successful
relationship. The communication process begins when we receive
information from the world around us. We process the information
internally and select words to best describe what we have processed.
The field of study that describes the relationship between a person‘s
thinking and his/her external communication is called Neurolinguistic
Programming or NLP.” Ask the group if anyone is familiar with these
concepts?
3. State that NLP was initiated by John Grinder, a linguist, and Richard
Bandler, a psychologist, in the early 1970's. NLP is based on the idea that
we experience the world through our senses. We use language to
describe what we have experienced. Although we receive information
through all five senses, we develop sensory preferences, which impact
our preferences for different learning modalities. Most people prefer to
receive information either visually, auditory, or kinesthetically.
5. Ask the group how many people had the highest number in the visual
column? auditory column? kinesthetic column? By having the participants
raise their hands for each of the three styles this gives participants an
idea of the variety of learning styles in the room. Indicate to
participants that there is no right answer. Ask participants if they had
something in each column and state that we take in information through
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our senses and process with each modality, however we may have a
preferred mode. You may want to share your learning style with the
group.
State that even though we may have a predominant learning style, it is
important to develop a level of comfort with all three styles. As
mentees, we need to be proactive as well as take “learning risks” as the
learning partnership develops.
6. State that our preferred modalities translate into a preference for
specific learning methods or techniques. Ask the group to identify
learning experiences that appeal to visual learners. Record them on the
flip chart. Reinforce the discussion with the following; written materials,
videos, etc.
7. Ask the group to identify learning experiences that might appeal to the
auditory learner and record them on the flip chart. Reinforce the
discussion with the following; attending meetings, discussions with
mentors, etc.
8. Ask the group to identify learning experiences that might appeal to the
kinesthetic learner and record them on the flip chart. Reinforce the
discussion with the following; role-plays, hands on activity, simulations,
etc.
9. State now that we have more information about our learning style and
activities that promote learning, the following are some general
guidelines that relate to most learning styles (Zachary, 2000):








Pace the learning.
Time the developmental intervention: Mentors need to
understand where their mentees are developmentally. They
cannot assume readiness. That is why partnership preparation is
so important. Without establishing an open and candid
relationship, it is easy to make erroneous assumptions.
Work toward collaborative learning.
Keep the focus on learning: Mentoring as we said earlier is not a
chemistry contest. The partners should not get hung up on
personality issues. Stick to the main attraction – that of learning.
Build the relationship first: Learning will follow. Too often both
mentors and mentees do not make the time to create the
appropriate climate for learning.
Structure the process: Sharing responsibility for structuring the
learning relationship improves the quality of the interaction.
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10. State that now that we have explored the importance of learning styles
in promoting the mentoring learning partnership, we are now going to
focus on the skills for successful mentoring.
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Activity Three: Skills for Successful Mentoring Partnerships

30 minutes

Flip chart and markers
Handout: The Mentoring Skills Model
Blindfolds for each set of dyads
Lego sets for each group
Optional: three koosh balls or three soft objects

Activity Description:
1. Ask the group to think about some of the skills both mentors/mentees
need for a successful mentoring partnership. Record their responses on
the flip chart. Try to have participants describe why they think the skill
is important to the partnership.
2. State that there is a researched model of mentoring skills in The
Mentee’s Guide: How to Have a Successful Relationship with a Mentor
by Linda Phillips-Jones, Ph.D. There are four core shared skills. The four
core skills are:





Listening actively
Building trust
Encouraging
Identifying goals and current reality

Distribute the Handout: The Mentoring Skills Model.
State the there are a set of mentee-specific skills identified in the
mentoring skills model which are:







Acquiring Mentors
Learning Quickly
Showing Initiative
• Ask appropriate questions to clarify and get additional
information.
• If you need support don’t wait until things get out of
control – contact your Team Leader.
Following Through
• Keep all agreements made with your mentor.
Managing the Relationship
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•

Be actively involved in the mentoring partnership.

2. State that Linda Phillips-Jones, Ph.D. also looked at some guidelines that
contribute to successful mentoring partnerships. Review the following
suggested “Dos” with mentees:













Take time to develop your goals.
Be considerate of your mentor’s time.
Promptly return emails and phone calls.
Be on time for your meetings.
Listen to your mentor attentively. Even though information may
not seem relevant today store it for future use.
Seriously consider all the advice you receive.
Show your mentor that you have used their help to make choices.
Show appreciation for the assistance your mentor has given you
by saying thank you, writing a note, sharing your praise with
others.
Assume the relationship is strictly professional. It may be helpful
to share personal information in the context of developing a
professional plan with your mentor.
Make only positive or neutral comments about your mentor to
others. If you disagree with your mentor’s behaviors or values,
share your perceptions with him/her. If the situation continues
contact your Team Leader immediately.
The formal mentoring partnership is a year commitment but
continuing the relationship on your own time is encouraged if
agreed upon by both parties.

3. Divide participants into small groups and assign each group a core skill.
Ask them to list the attributes/behaviors of that skill as it applies to the
mentoring relationship. Distribute flip chart paper and markers for
groups to record their discussion points.
Facilitator should use the following for each core skill:
Listen actively: display genuine interest, avoid interrupting
mentors/mentees when they are talking, use information gained through
past conversations, and always summarize the key elements of the
interaction.
Building trust: respect the confidentiality of the partnership, respect
the program time agreement, be honest, don’t promise things that you
cannot deliver, respect the boundaries of the mentoring relationship,
admit mistakes.
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Encouraging: compliment your partners accomplishments and actions,
focus on positive attributes, sincere praise, express thanks and
appreciation, let them know how you are using the help they have given
you.
Identifying Goals and Current Reality: know what is important to you,
have a good sense of your strengths and areas of challenge, set one to
five year goals to reach in your career.
4. State that we are now going to simulate an interaction between a
mentor and mentee which highlight our discussions on adult learning,
learning styles and core mentoring skills. The mentoring partnership is
about developing a relationship and getting commitment to the
mentoring process.
State that in this simulation one person is the mentor and the other is
the mentee.
Optional Dividing Game: Ask participants to line up by birth month and
day from January to December without talking. When the line up is
finished, ask them to call out their birthdays to see how accurate they
were in completing the task. Then create dyads from the line up.
With their partner, ask them to decide on their respective roles of
mentor and mentee. Instruct the group to put all their training materials
in one place on the table as they are going to need a clear workspace for
this simulation. Ask the pairs to introduce themselves to each other and
share a little bit about themselves and how they like to learn.
5. Ask all the mentees to raise their hands and state that since they are
new mentees they will be blindfolded to represent their status.
Distribute the blindfolds to all participants playing the mentee role. Give
the following instructions for this simulation, facilitator should write
instructions on the flip chart; during the simulation how did your mentor
pay attention to your learning style and utilize the four core skills. Then
ask the mentees to put their blindfolds on.
6. Distribute sets of Legos to mentors and state that they are going to help
their mentee build one of pictures in the set. They receive the following
instructions for this simulation; how did you use the four core skills to
create a learning environment to begin to build your relationship with
the mentee? How did you use the principles of adult learning and
learning styles during this simulation?
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7. The dyads are given ten minutes to complete the task. Once each dyad
has completed the simulation they can remove their blindfold and begin
to talk about the experience with their partner. If time permits the
group can walk around the room to see the various structures that were
built.
8. Debrief the simulation by asking the mentees to describe their
experience during the simulation. Record their responses on the flip
chart. Indicate trainer observations during the activity; tone of voice of
the mentors, level of verbal support, attention to visual, auditory, and
kinesthetic language, etc.
Ask the mentors how they designed the learning environment and record
their responses on the flip chart. Indicate trainer observations;
separation of the colors on the table, handing the mentee the pieces vs.
having them find them in an organized manner, building the structure
first and then having the worker complete the task, did they ask the
mentee their preferred modality of receiving information, etc.
9. Summarize this activity by stating the importance of being intentional in
the mentoring partnership. Now we are going to focus on the specifics of
developing mentoring plans and keeping mentoring logs. You will then
complete the part of the mentor/mentee agreement as you prepare to
meet our mentor.

Optional Activity: Group Juggling
Purpose: To illustrate the need to focus on the mentoring partnership and how
easy it is to get distracted.
Directions: Get the group into a circle. Make sure everyone knows everyone
else’s name. Tell the group they have only to remember two people – the
person they throw to and the person who throws it to them. We are creating a
pattern that we will use throughout this activity. Have each person raise one
hand to indicate that they are available to catch an item. Start off by tossing
an object (balls, bean bags, soft toys) across the circle to someone. Have that
person toss the object to someone with his/her hand raised. Each time the
object is thrown, the thrower has to call out the name of the catcher. When
everyone in the group has caught the object, repeat the pattern. Add up to
three objects and pick up the speed to make it interesting.
Debrief:
In the mentoring partnership, what do you have to do to keep your focus?
What are some things that you can do to avoid all the distractions?
What contributed to you keeping your focus?
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Part Three: Developing Plans and Recording Sessions
Activity One: Completing Goal Activity and Project Forms and
Recording Sessions

20 minutes

Flip chart and markers
Handouts: Mentoring Project/Goals and Activities, Goal Activity and
Mentoring Project Forms
Handout: Sample Goal Activity Forms
Handout: Mentoring Session Record

Activity Description:
1. State that jointly creating goal activity and project plans with your mentor
is critical to promoting learning and guiding the mentoring partnership.
Distribute the Handout: Mentoring Project/Goals and Activities. State that
research has revealed that mentees learn and progress more when they
have a written plan. During the first month of your partnership it is
important to complete the forms and forward to the Team Leader.
Distribute the Handout: Sample Goal Activity Form and review with group.
State that the development plan is driven by the mentee’s individual goals.
Advise the group that this is just a sample and that everyone’s plans will be
different.
2. Ask mentees to think about their individual goals and some other activities
that their mentors could use to help them achieve their goal. Lead a
discussion and record on the flip chart.
Note: Save the list for sharing at quarterly meetings and explain shadowing
opportunities.
3. Mentoring interactions are intentional and guided by written plans. It is
important to structure the interaction by developing a meeting agenda.
State that the mentoring session record acts as a reflective tool to monitor
progress. Distribute the Handout: Mentoring Session Record and review
with the group. The form is completed after each meeting between the
mentee and mentor. State that you may be asked to share these records
with the Team Leader.
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Activity Two: Getting Ready to Meet Your Mentor

20 minutes

Flip chart and markers
Handout: DCF: Mentor/Mentee Agreement
Handout: Mentoring Training Topics

Activity Description:
1. State that this morning was to give you an overview of the program and on
creating a mentoring partnership with a focus on learning. During the
mentoring program there will be quarterly meetings to monitor progress
and provide training. State that in order to develop training that meets
your needs we would like to get input from both of you. Distribute the
Handout: Mentoring Training Topics and ask each participant to circle four
topics that they would like to receive continued training on. If a topic that
is important to you is not on the list add it. Give participants five minutes
to circle their choices and collect the handout. State that we will compile
the results and that we will try to cover the highest ranked topics during
quarterly meetings. Additionally, team leaders can act as resources to
provide information at the request of the mentor or mentee.
2. Distribute the Handout: DCF Mentor/Mentee Agreement. Ask mentees to
complete their goals and objectives for the program. State that today
when you meet your mentor you will complete the Partnership goals and
objectives together. Today you will begin to develop your mentoring
partnership by sharing your goals and objectives for the program and sign
the mentoring agreement. You will also meet your Team Leaders.
3. Thank the group for their participation at the seminar as well as
participating in the DCF Mentoring Program.
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Training Handouts
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Handout: My Mentoring Relationships
Directions: Think of two people who made a difference in your life by what they gave or did for you. Write a few words in
each column, and be specific. For example, did he/she teach you something; give you new opportunities?
How did he/she benefit from the relationship? For example, did he/she feel satisfaction or learn from you?
How We Began

What Mentor Gave

What Mentor Received

Person #1

Person #2

Source: Adapted from Linda Phillips-Jones Ph.D., The Mentee’s Guide How to Have a Successful Relationship with a Mentor. The Mentoring
Group. Green Valley, California, 2003.
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STRUCTURED MENTORING PROCESS
1. PLANNING FOR MENTORING.

2. BUILDING RELATIONSHIP/NEGOTIATING
AGREEMENT.

3. DEVELOPING MENTEE.MAINTAINING MOMENTUM.

4. ENDING FORMAL RELATIONSHIP.
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Mentoring Relationships
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Principles of Adult Learning
 Adults learn best when they are involved in diagnosing,
planning, implementing, and evaluating their own learning.
 The role of the mentor/facilitator is to create and maintain a
supportive climate that promotes conditions necessary for
learning to take place.
 Adult learners have a need to be self-directing.
 Readiness for learning increases when there is a specific need
to know.
 Life’s reservoir of experience is a primary learning resource; the
life experiences of others enrich the learning process.
 Adult learners have an inherent need for immediacy of
application.
 Adults respond best to learning when they are internally
motivated to learn.

Source: Adapted from: Lois J. Zachary. The Mentor’s Guide – Facilitating Effective Learning
Relationships. Jossey-Bass, 2000.
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Elements in the Learner-Centered Mentoring
Paradigm
Mentoring Element
Mentee role

Changing Paradigm
From: Passive receiver
To: Active partner

Mentor role

From: Authority
To: Facilitator

Learning Process

Length of relationship

Mentoring relationship

Setting

From: Mentor directed
and responsible for
mentee’s learning.
To: Self-directed and
mentee responsible for
own learning.
From: Indefinite
To: Specific time period
(one year)
From: One life = One
mentor
To: Creating multiple
exposure opportunities
through the mentoring
relationship.
From: Face to Face only
To: Multiple and varied
venues and opportunities
with at least monthly face
to face contact.

Adult Learning
Principles
Adults learn best when
they are involved in
diagnosing, planning,
implementing, and
evaluating their own
learning.
The role of the mentor is
to create and maintain a
supportive climate that
promotes the conditions
necessary for learning to
take place.
Adult learners have a
need to be self-directing.

Readiness for learning
increases when there is a
specific need to know.
Life’s reservoir of
experience is a primary
learning resource; the life
experiences of others
add enrichment to the
learning process.
Adult learners have an
inherent need for
immediacy of application.

Source: Adapted from: Lois J. Zachary. The Mentor’s Guide – Facilitating Effective Learning
Relationships. Jossey-Bass, 2000.
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This chart helps you determine your learning style; read the word in the left column and then
answer the questions in the successive three columns to see how you respond to each situation.
Your answers may fall into all three columns, but one column will likely contain the most
answers. The dominant column indicates your primary learning style.

When you..

Visual

Auditory

Kinesthetic &
Tactile

Spell

Do you sound out the
Do you try to see the word? word or use a phonetic
approach?

Do you write the word
down to find if it feels
right?

Talk

Do you enjoy listening
Do you sparingly but dislike
but are impatient to
listening for too long? Do
talk? Do you use words
you favor words such as
such as hear, tune, and
see, picture, and imagine?
think?

Do you gesture and use
expressive movements?
Do you use words such
as feel, touch, and hold?

Concentrate

Do you become
Do you become
Do you become distracted
distracted by sounds or distracted by activity
by untidiness or movement?
noises?
around you?

Do you forget names but
Meet someone
remember faces or
again
remember where you met?

Do you forget faces but
remember names or
Do you remember best
what you did together?
remember what you
talked about?

Contact people Do you prefer direct, face- Do you prefer the
on business to-face, personal meetings? telephone?

Read

Do you like descriptive
scenes or pause to imagine
the actions?

Do you talk with them
while walking or
participating in an
activity?

Do you prefer action
Do you enjoy dialog
stories or are not a keen
and conversation or
hear the characters talk? reader?

Do you like to see
Do something
demonstrations, diagrams,
new at work
slides, or posters?

Do you prefer verbal
instructions or talking
about it with someone
else?

Do you prefer to jump
right in and try it?

Put something Do you look at the
directions and the picture?
together

Do you read the
directions out loud or
have someone read
them to you?

Do you ignore the
directions and figure it
out as you go along?

Do you call the help
Do you keep trying to
Need help with
Do you seek out pictures or
desk, ask a neighbor, or do it or try it on another
a computer
diagrams?
growl at the computer? computer?
application

Adapted from Colin Rose (1987) Accelerated Learning.
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THE MENTORING SKILLS MODEL
SHARED CORE SKILLS

© Linda Phillips-Jones, Ph.D.
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Mentoring Vignettes
1. Kristin is a social worker and has been accepted into the mentoring
program. She is interested in developing her computer skills specifically
learning PowerPoint since she aspires to become a trainer for DCF. She
wants to learn about being a trainer but doesn’t know where to begin.
You are her mentor – What core skills would you use to develop the
mentoring partnership?

2. Ben has offered to be a mentor to Jim. Ben is a Program Supervisor and
Jim is a Supervisor. Jim’s goal at DCF is to become a Program
Supervisor. You are Jim’s mentor – What core skills do you need to use
when you meet with Jim for the first time?

3. Maria is a very effective Program Supervisor. She has shown very
effective social work, supervisory and management skills. She will be
mentoring John who has a reputation for being very critical about the
agency. You are Maria – How would approach this mentoring partnership?
What core skills would you use?

4. Harvey is mentoring Grace. Grace is not participating fully in the
mentoring relationship. She does not return calls or complete assignments
that have been identified in her development plan. She has not followedthrough in maintaining their meeting schedule. How would handle these
issues with Grace? What core skills would you use?

5. You are the mentor to Derrick. Derrick has a difficult relationship with
his supervisor. You feel that the supervisor is being unfair and does not
always make correct decisions. How would you approach these issues?
What core skills would you use?
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MENTORING PROJECT

On one page or less please describe the project that you are interested in
working on with your mentor. A copy of the proposal should be sent to your team
leader no later than April 16, 2008. As you begin to plan, analyze and develop
your project using the DCF Mentoring Project Form to document your steps.
Please keep the following items in mind when considering the project:
•
•
•
•

The project should be of interest to the mentee.
It should benefit the field of Child Welfare, either directly impacting the
mentee’s unit or office, or the mentor’s workgroup, office or division.
The project should be manageable. Only take on what you think you can
handle and complete in a timely manner.
All projects should be completed by the end of the program year.
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DCF MENTORING PROGRAM
MENTORING PROJECT FORM
DETERMINE THE PROBLEM AND PLAN OF ACTION
•

Who is affected?

•

Who or what is suspected of causing the problem?

•

What kind of problem is it (e.g. problem with goals, skills, resources, time, etc.)?

•

What is the goal for improvement?

•

What do you propose to do about it?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000 and
Sagor, 1992, How to Conduct Collaborative Action Research.
R100306
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REVIEW DATA
•

What data is available to further clarify your proposed problem and potential improvement strategy?

•

How can this data be useful in helping you to frame your question(s), plan the strategy for improvement,
evaluate the strategy and then interpret evaluation findings?

•

To what extent does the data include multiple perspectives?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000 and
Sagor, 1992, How to Conduct Collaborative Action Research.
R100306
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PILOT STRATEGY
•

What new strategy or approach will you try based on what you’ve learned in your review of the data?

•

How are you planning to change the situation or find out more about it?

•

What is an appropriate timeline for what you are trying to accomplish?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000
and Sagor, 1992, How to Conduct Collaborative Action Research.
R100306
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EVALUATE STRATEGY
•

What are the key questions that need to be answered about your strategy?

•

What data will need to be collected?

•

How will you ensure that you have multiple perspectives?

•

What resources exist and what information from others might be useful in helping you to frame your
question, deciding on types of data to collect, or to help you in interpreting your findings?

•

Who else do you need to talk or negotiate with in order to carry out this work? Are there any ethical or
confidentiality considerations about the data to be gathered or about who will have access to it? Are
permissions needed?

•

What is the plan for data analysis?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000
and Sagor, 1992, How to Conduct Collaborative Action Research.
R100306
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ANALYZE DATA
•

What can you learn from this data?
SHARE FINDINGS

•

What meaning do these patterns, insights and new understandings have for your practice, the families
you serve and your fellow colleagues?

•

What important descriptions need to be included (e.g. demographics, settings, and time frames)?

•

What are the important comparisons?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000
and Sagor, 1992, How to Conduct Collaborative Action Research.
R100306
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SHARE FINDINGS

•

What findings will you share with the mentoring program?

•

What are some other potential audiences who might be interested in your findings?

•

What specific report formats might be most appropriate for particular audiences?

Adapted from the Action Research: Facilitator’s Handbook, National Staff Development Council, 2000
and Sagor, 1992, How to Conduct Collaborative Action Research.
R100306
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2008 DCF MENTORING PROGRAM
DATES TO REMEMBER
Goal activity forms are due no later than February 28, 2008
Mentoring project proposal due no later than April 16, 2008
Schedule of meeting dates between mentor and mentee must be
approved by the immediate supervisor of the mentee. This
information should be sent to the Team Leader no later than
February 28, 2008.
1st Quarterly Meeting April 16, 2008 from 9 – 12 at the Training
Academy
2nd Quarterly Meeting June 25, 2008 from 9 – 12 at the Training
Academy
3rd Quarterly Meeting September 18th, 2008 from 9 -12 at the
Training Academy
End of year Closing Ceremony in December - date to be
announced
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Department of Children and Families
Mentor/Mentee Agreement
We have been fully informed about the DCF Mentor Program and agree to
abide by all the established policies, procedures and responsibilities that
govern it.
We agree to comply with the following Basic Program Guidelines:
• Mentors and mentees will sign a Mentoring Agreement/Contract that will
define both individual and mentor/mentee partnership goals and objectives
as well as program expectations.
• A key expectation is pro-active planning and participation;
Within first quarter of the program, mentors/mentees must establish a
monthly meeting schedule for the year that is approved by the Mentee’s
immediate supervisor and submitted to the Team Leader.
Two mentoring interactions per month are required, with least one meeting
per month in person.
Participants must attend special half-day quarterly training meetings
scheduled on the following dates: April 16, 2008, June 25, 2008 and
September 18, 2008.
• A mentor or mentee may leave the relationship on a no-fault basis for any
reason or no reason at any time. Efforts will be made to ensure a proper
closure and/or to secure a new match for continued participation in the
program.
• Mentors and Mentees agree to be available to participate in ongoing
evaluations of the program.
• The formal mentoring relationship is for a one-year period beginning
January 24, 2008 and commencing December 4, 2008.
_____________________________
Signature Mentor

_____________________________
Date

____________________________
Signature Mentee
____________________________
Date
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Date

Date
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Chapter Nine
Mentor Program Kickoff

Since the conception of the Mentoring Program we have tried different types of
mentoring program kickoff events. It is important to have the Mentoring
Committee present at the Kickoff and acknowledge their participation. Depending
on number of participants and scheduling constraints, any of the following
options can be used:

OPTION ONE:
Hold the half-day formal mentoring training one week prior to the kickoff. This will
give mentors and mentees a thorough understanding of the mentoring program
process as well as time to work on their portion of the mentoring agreement.
Then hold a half-day mentor program kickoff using the sample agenda:









Registration and Breakfast
Welcome and Introductions
History and Goals of the Program
Guest Speaker focusing on an Introduction to the Mentoring Program
Meeting your Mentor/Mentee
Developing a Mentoring Agreement
What to Expect Next – Introduction of the Quarterly Meeting Schedule
Closing Remarks

OPTION TWO:
Combine the formal training program with the kickoff. This is a full day program
with breakfast and lunch provided for participants.
The following is a sample agenda:
8:30 – 9:00 a.m.
 Registration and Breakfast
9:00 – 9:15 a.m.
 Welcome and Introductions – Program Coordinator
 Brief History and Goals of the Program
9:15 – 9:45 a.m.
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Guest Speaker on Importance of Mentoring or
Mentor and Mentee Sharing Their Experiences – Mentor and Mentee of
the previous year

9:45 – 10:00 a.m.
 BREAK
10:00 a.m. – 12:30 p.m.
 Formalized Mentoring Training Program – for Mentors and Mentees
12:30 – 1:30 p.m.
 LUNCH
1:30 – 3:30 p.m.
 Meeting your Mentor/Mentee
 Meeting your Team Leader
 Developing a Mentoring Agreement
 What to Expect Next – Introduction of the Quarterly Meeting Schedule
3:30 – 4:00 p.m.
 Closing Remarks

OPTION THREE:
As the mentoring program develops you can repeat the option two agenda and
build into the program individual training sessions and a panel presentation by
former program participants.

Meeting Your Mentor/Mentee Activities (1:30 – 3:30 p.m.):
Making the Match:
It is important to have a non-threatening way of introducing the pairs. Prior to the
kickoff, prepare sealed envelopes with an index card with one word or name that
denotes part of the famous or easily identified pair, e.g., one card reads Sonny
and the other reads Cher. These envelopes are then strategically prepared for
the matches and given to them upon registration. They are instructed not to open
them.
During the matching activity each participant is then instructed to open their
envelope. Ask for a volunteer to read the name or word on the index card. Ask
the group to look at their cards and call out the word or name that matches. Once
the pair is identified ask them to sit with their match. This continues until all
program participants are matched.
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The following are samples matching names or items:
Sonny/Cher
Batman/Robin
Rocky/Bullwinkle
Will/Grace
Anthony/Cleopatra
Lucy/Desi
Peanut Butter/Jelly
Cookies/Cream
Starsky/Hutch
Popeye/Olive Oil
Bert/Ernie
Law/Order
Thelma/Louise
Milk/Cookies
Marconi/Cheese
Felix/Oscar
Bread/Butter
Burgers/Fries
Apples/Oranges
Laverne/Shirley
Optional Activity: Mentoring Bags:
To facilitate the mentoring relationship each pair is given a mentoring bag
containing items that act as metaphors for mentoring. Items might include a:
kaleidoscope, slinky, flashlight, pen, lifesavers, writing pad, Chinese finger
puzzle, etc. These items can be purchased at www.orientaltrading.com.
Give the pairs five minutes to discuss the items and come up with their
relationship to the mentoring program. Instruct them to draw on the information
from the formalized training program. Ask for pairs to share their responses and
record on a flip chart. Draw the parallel to the some of the areas that promote
healthy mentoring partnerships.
Introduction of Team Leaders:
At this stage of the program it is important to reintroduce the role of the team
leader:


Assist mentoring pairs in developing their goals and objectives and activity
and project plans.
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Maintain monthly contact with mentees and quarterly contact with mentors
to: determine how the relationship is going, provide advice and resources
as appropriate, request an update of activities and obtain copies of forms.
Identify and assess any problems that arise.

Introduce each team leader and the participants they will be working with. Then
have the team leader take the pairs into a break out room for the next activity.
Completing the Mentor/Mentee Agreement:
The mentoring pairs then complete the mentoring agreement, first sharing the
goals they completed during the training then jointly developing their partnership
goals and objectives. They both sign this agreement. This document is then
collected by the team leader and kept on file by the Program Coordinator.
Team Leaders then briefly review the required forms and time frames.
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Chapter Ten
Mentoring Program Activities

Mentors and mentees work together on activities during the program year that
will help them achieve the goals they have set for themselves. In their role as
facilitator, the mentor helps establish learning opportunities for their mentee and
the mentee assumes responsibility for follow through. Below are examples of
activities mentees might participate in to help them fulfill their goals.

Goal 1:






Touring a DCF facility or other area office
Attending a meeting at Central Office
Attending an area office management team meeting
Attending a program meeting on a specific topic
Meeting with QIPS in area office on outcome performance and strategies

Goal 2:









Build Leadership Capacity

Leading or co-facilitating a team or staff meeting
Creating or delivering Brown Bag Luncheon or symposia information
sessions
Working on an agency or community project team focused on specific
goals and outcomes
Public speaking opportunity
Developing a brochure
Initiating a meeting with an outside community or residential provider
group to improve communication between my office and them
Attending training program or meeting on cultural diversity
Working on a committee/group to develop policies for the agency

Goal 3:




Increase organizational commitment

Increase job satisfaction

Attending a conference
Participating in specialized training offered by HR or the Training Academy
Accepted for or participating in a professional development opportunity
outside the agency
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Goal 4:







Meeting with fiscal/budgets/contracts committee
Meeting with Legislative liaison
Meeting with AAO and Ombudsman
Participating in teams reflecting the community’s and agency’s particular
interests and needs
Attending community meetings
Updating community resource directory

Goal 5:







Enhance ability to navigate within DCF and the Larger
Community

Opportunity for career and personal growth

Preparing for or taking SWS and PS exam
Accepted into or participating in a graduate education opportunity
Participating in DCF training initiatives
Participating in training/conference outside DCF
Mentor/mentee meeting to help prepare mentee for job interview
Participating in a mock interview
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Example: Mock Interviews

Memorandum
DATE:

Monday, April 21, 2008

To:

2008 Mentee Cohort

From:

Debi Freund, Director of Equal Opportunity and Diversity/Affirmative Action

Re:

Mock Interviews for Mentees

CC:

2008 Mentor Cohort

Hello Mentees!
We have three days scheduled for Mock Interviews for all of you. Interviews will be conducted at the
Training Academy on May 9, 16 and June 13 - all Fridays. We have a great panel who has volunteered
their time for those days – many thanks to Malcolm Blue, Lisa Daymonde, Bill Rivera and Maritza Velez!
For the interviews, there are two scenarios. We will be interviewing you for either a Social Work
Supervisor position in Bridgeport or for a Program Supervisor in Metro New Haven– which one is
dependent on your current job title. For each job title, the same questions will be asked of all candidates.
Behavior-based questions will be asked - I'm telling you this so that you can practice beforehand. The
questions are designed to look at how you handled specific workplace situations in the past - such as
handling difficult clients or subordinates, taking initiative, establishing and meeting goals, showing
leadership, disagreeing with supervisors, etc. If you're not familiar with behavior-based interviewing, I
strongly suggest that you go online, get some questions and start practicing.
To give you a head start, here are some other things we will be looking at: how professional your
appearance is, how well do you relate your previous experience to the position you're interviewing for, and
how much preparation have you done (we told you the locations - do your homework! hint, hint).
The day is planned as such:
Each of you will be allocated a half-hour slot. During that time you will have approximately a 15-20
minute interview with the panel, and then you'll receive approximately 5-10 minutes of feedback. That
gives the panel five minutes to catch their breath before the next applicant comes in. It is hoped that each
mentor will accompany his/her mentee. The mentors will be in the room during the interview and will
participate in the feedback; however, mentors will not be allowed to sit on the panel, unless they are
scheduled panelists.
The times available are every half hour starting at 9:30, with the last one being at 3:00. There will be a
half-hour lunch break from 12-12:30. Please drop me a note or give me a call at (860) 550-6303 to schedule
a time or for any other questions.
Looking forward to seeing you all,
Debi
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Expanded Example: Shadowing Opportunities
Shadowing Experience
In an effort to give the mentees an opportunity to expand their knowledge base,
and expose them to the various functions and duties of the agency’s senior
management, a shadowing program has been developed.
Senior management staff at the Commissioner, Bureau Chief, Director, and
Program Director levels were approached about allowing three to five mentees,
during the program year, shadow them for a day. Those who agree select
activities they deem most appropriate and beneficial for the mentee.
The selection process occurs at the time of the kickoff. Volunteers’ names are
placed into a container for the mentees to select. Selections are recorded and a
final list is disseminated to participating management staff. Mentors are
instructed to contact the administrative assistant of the senior manager to
coordinate the shadowing experience for their mentee.
Senior managers have been creative in their approach to the program. Many
schedule group meetings with their assigned mentees to orient them to the
managers’ roles and responsibilities. The manager then supplies the group with a
list of meetings and activities taking place during the year. Mentees sign up for
events based on their interests and availability.
Other mentors find it more useful to meet one on one with each mentee to gain a
clear idea about what the mentee wants to learn from the experience.
The format is left up to the senior managers with one stipulation; after the activity
they must debrief the mentees to ensure they captured the full meaning of the
activity and reaped the full benefits of the experience per the program’s
objectives.
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Sample Program Newsletter
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Chapter Eleven
Quarterly and End-of Year
Meetings Materials

The quarterly meeting schedule is developed at the beginning of the program
year and shared with participants at the Program Kickoff. Topics for quarterly
meeting trainings are chosen by the mentoring committee based on topics
selected by the group at the kick-off meeting. Other topics are selected with input
from the team leaders. All announcements are sent to the mentor, mentee and
mentee’s supervisor. It is important to invite the mentee’s supervisor to the
meetings. Team leaders are present at the meetings and act as moderators
and/or facilitators for the mentor/mentee seminars.
Quarterly meeting are held during the first half of the day and breakfast is
provided. Sample agendas and meeting materials are available at the end of this
chapter.
Part One: At the beginning of the meeting, mentors and mentees are together in
the same room and take part in an opening activity related to the overall theme of
the meeting. The following are examples of opening activities:




Large group discussion on qualities of effective teamwork
Communication Profile “What’s My Communication Style “ Order from
www.HRDQ.com
Icebreaker: I.Q. Test from Still More Games Trainers Play by Edward E.
Scannell and John W. Newstrom.

Part Two: Mentors and mentees split up for their respective training seminar.
Seminars are conducted by Department staff and consultants where appropriate.
Training topics have included:
Mentees:







Upward Mobility – Presentations by Department Affirmation Action
staff.
Directing Your Career Path at the Department
Interviewing Skills – tips on how to interview well
A Manager’s Perspective – What a Manager Looks for when Hiring
Building Networks Within and Outside the Department
Leadership vs. Dictatorship
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Mentors:




Review of the Mentor Role and Forms
Leadership vs. Dictatorship
Keys to Professional Growth – Recognizing and Maximizing Your
Talents

Part Three: Team Leaders identified by the Program Coordinator facilitate a
discussion with their group. The purpose of the discussion is to check in with the
mentors/mentees and encourage them to share details of their projects and
activities with the group. The discussion also addresses challenges mentors,
mentees or pairs are having, and a group problem solving process is facilitated.
The Team Leader, Program Coordinator, or Consultant then disseminates and
collects the program evaluation forms.
Mentor of the Year Award:
At the third quarterly meeting nomination forms and criteria are distributed to the
mentees for selecting who will receive the Mentor of the Year Award.
The Closing Ceremony
The Closing Ceremony provides an opportunity for mentors and mentees to
reflect on the year, celebrate their successes, and offer recommendations for
program improvement. The atmosphere of the Closing Ceremony is celebratory
and inspiring. The Commissioner, other special guests, and/or a speaker may be
invited to the ceremony. The Mentor of the Year Award is presented. Mentors
and mentees also receive certificates and a small gift such as a business card
holder, portfolio, or penholder.
The following are agendas from a Quarterly meeting and Closing Ceremony:
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DCF Training Academy 2008

Mentoring Program Quarterly Meeting
April 16, 2008

8:00 - 8:30 a.m.

Registration / Breakfast

8:30 - 9:00 a.m.

Opening Remarks

9:00 - 12:00 p.m.

Training Sessions
Mentee - Michael Schultz - Panel Presentation
Peggy Zabawar - Understanding your Strengths
Jim Belisle - Upward Mobility
Mentor - Andy Reitz - Leadership Development

Next Meeting June 25, 2008
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Department of Children and Families

Closing Ceremony
December 7, 2007
9am – 12noon

8:30 – 9:00 am
Registration and Breakfast
9:00 – 9:15 am
Opening Remarks
9:15 – 9:30am
Commissioners Office
9:30- 10am
Testimonials
10:00 – 10:15am BREAK

10:15 -10:40 a.m.
Gloria M. Pimentel
Latino Mentoring Initiative Coordinate
Nutmeg Big Brothers Big Sisters
10:45 – 11:15am
Award Ceremony
11:15 – Noon
Evaluations, closing activity, closing remarks

© Mentor Program Manual developed by Connecticut Department of Children and Families, 2008.

150

Chapter Twelve
Mentoring Program Evaluation

Mentoring Program Evaluation
Evaluation of the mentoring program has been ongoing and is both formative and
outcome based. The formative (or process) evaluation is carried out through the
distribution of evaluation instruments at program meetings. We also evaluate the
program informally through feedback from program participants and team
leaders. The outcome evaluation is completed through a series of evaluation
instruments and qualitative follow-up evaluations one month, six months and
twelve months after a cohort has completed the program.
The evaluation process has helped us improve and refine the program, from the
recruitment and matching process to the agenda for the Initial “Kick-Off,” to
project activities that may be emphasized during a given year. For example,
after the first year, the practice of shadowing senior agency administrators was
so successful that this was made a formal component of the program in
subsequent years. Furthermore, the program goals changed after the first year
based on feedback from participants.
Program participants have consistently reported that the program met their
expectations and assisted them in reaching their chosen goals. Mentees are
asked to focus on two program goals that increase either their: 1) organizational
commitment, 2) leadership capacity, 3) job satisfaction, 4) ability to navigate and
negotiate the agency system, or 5) opportunities for personal and professional
growth. Through the quarterly evaluations we can learn which activities mentees
have been participating in under each goal.

All evaluation instruments, including questions for the outcome phase of the
evaluation, follow:
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DCF Mentoring Program 2008
Kick-off Evaluation
This questionnaire will provide the DCF Mentoring Committee with an assessment of your
understanding of the mentoring program process. Your feedback will assist us in revising the
mentoring program kickoff in future years. We greatly appreciate your participation in this
evaluation process.
1. I am a Mentee (

) or I am a Mentor (

).

Respond to each statement by using the rating scale below.
1. Very dissatisfied 2. Dissatisfied 3. Neutral 4. Satisfied 5. Very Satisfied
2. How satisfied were you with the clarity and format of today’s program, in regard to:
a. Relevant content

1

2

3

4

5

b. Appropriate use of examples

1

2

3

4

5

c. Training manual

1

2

3

4

5

d. Relevant activities

1

2

3

4

5

3. How well did today’s orientation program provide you with the following:
a.. An understanding of program goals

1

2

3

4

5

b. New ideas for program activities

1

2

3

4

5

c. Useful resources, including handouts

1

2

3

4

5

d. Development of new and enhanced skills

1

2

3

4

5

e. Ways to approach the mentoring relationship

1

2

3

4

5

f. Value of the mentoring relationship

1

2

3

4

5

g. Mentoring project ideas

1

2

3

4

5

4. How satisfied were you with the program facilitators’ presentations, in regard to:
a. Encouraging questions

1

2

3

4

5

b. Being knowledgeable about the topic

1

2

3

4

5

c. Having a clear communication style

1

2

3

4

5

d. Enthusiasm

1

2

3

4

5

e. Open to others’ ideas

1

2

3

4

5

f. Good time management

1

2

3

4

5

1

2

3

4

5

5. How satisfied were you overall with your
experience today?
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DCF Mentoring Program 2008
MENTEE – Quarterly Feedback and Review
This questionnaire provides the DCF Mentoring Committee with an assessment of your
professional growth and goal achievement during the mentoring program. Your feedback assists
us in supporting a program that enhances mentees’ and mentors’ personal and professional goals
and departmental goals.
1.

The two mentoring program goals I am focusing on are:
a.
b.
c.
d.

Increase my organizational commitment
Build my leadership capacity
Increase my job satisfaction
Enhance my ability to navigate and
negotiate within DCF and the larger community

____
____
____
____

2.

I have made progress with my project over the last three
months.

Yes____ No ____ NA____

3.

I met with my mentor at least monthly over the last three
months.

Yes____ No ____

4.

I was in contact with my team leader monthly over the last
3 months.

Yes____ No ____

5.

My team leader was helpful/supportive in strengthening
my relationship with my mentor.

6.

I was involved in the following activities/interactions over the last 3 months which have
helped increase my commitment to the organization: (check all that apply)
a. Touring a DCF facility or other area office
b. Attending a meeting at Central Office
c. Attending an area office management
team meeting
d. Attending a program meeting on a specific topic
e. Meeting with QIPS in area office on outcome
performance and strategies
f.

7.

Yes____ No ____ NA____

____
____
____
____
____

Others (Please specify)_______________________________________________
I was involved in the following activities/interactions over the last 3 months which have
helped me build my leadership capacity: (check all that apply)

a. Leading or co-facilitating a team or
staff meeting
b. Joining an agency board or task force
c. Creating or delivering Brown Bag Luncheon or
Symposia information sessions
d. Working on an agency or community project team
focused on specific goals and outcomes

____
____
____
____
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e. Took an opportunity for public speaking
f. Developing a brochure
g. Initiating a meeting with an outside community
or residential provider group to improve
communication between my office and them
h. Attending training program or meeting on
cultural diversity
i. Working on a committee/group to develop policies for
the agency

____
____

____
____
____

j. Others (Please specify) _______________________________________________
8.

I was involved in the following activities/interactions over the last 3 months which have
impacted my job satisfaction: (check all that apply)
a. Attended a conference
b. Participated in specialized training
offered by HR or the Training Academy
c. Accepted for or participated in a professional
development opportunity outside the agency

____
____
____

d. Others (Please specify) ___________________________________________________
9.

I was involved in the following activities/interactions over the last 3 months which have
helped enhance my ability to navigate and negotiate within DCF and the larger
community: (check all that apply)
a. Meeting with fiscal/budgets/contracts
committee
b. Meeting with Legislative liaison
c. Meeting with AAO and Ombudsman
d. Participating in teams reflecting the community’s
and agency’s particular interests and needs
e. Attending community meetings
f. Updating community resource directory

____
____
____
____
____
____

g. Others (Please specify)____________________________________________________
10.

I was involved in the following activities/interactions over the last 3 months which have
helped increase opportunities for career and personal development: (check all that apply)
a. Preparing for or taking SWS and PS exam
b. Accepted into or participating in a graduate
education opportunity
c. Participating in DCF training initiatives
d. Participating in training/conference outside DCF

____
____
____
____

e. Mentor/mentee meeting to help prepare mentee
for job interview
____
f. Participating in a mock interview
____
g. Others (Please specify)_____________________________________________________
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Respond to each statement by using the rating scale below.
1. Never 2. Seldom 3. Sometimes 4. Frequently 5. Very Frequently
11. I confronted the following challenges or issues over the last 3 months.
a. No opportunity to take options offered by
my mentor
b. difficult selecting a suitable project
c. Adjusting to my mentor
d. My mentor not available often enough
e. Requirements from mentor too inflexible
f. Difficult time advocating for myself
g. Busy schedule
h. Supervisory approval for time spent in
mentoring program activities

1
1
1
1
1
1
1

2
2
2
2
2
2
2

3
3
3
3
3
3
3

4
4
4
4
4
4
4

5
5
5
5
5
5
5

1

2

3

4

5

i. Others (Please specify) ____________________________________________________

12. If any challenges existed, I have attempted to overcome these by:
a. Speaking with my mentor
b. Speaking with my supervisor
c. Speaking with my team leader

1
1
1

2
2
2

3
3
3

4
4
4

5
5
5

d. Others (Please specify) __________________________________________________
13.

I was able to resolve the challenges I faced

14. Thinking back to the personal and professional
goals my mentor and I agreed on at the outset
of this program, I have been on target to
achieve these goals over the last three months.

Yes____

1

No____

2

3

NA ____

4

5

Last 4 digits of SS#: __________________
Date: ___________________
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DCF Mentoring Program 2008
MENTOR – Quarterly Feedback and Review
This questionnaire provides the DCF Mentoring Committee with an assessment of your mentee’s
professional growth and goal achievement during the mentoring program. Your feedback assists
us in supporting a program that enhances mentees’ and mentors’ personal and professional goals
as well as departmental goals.
1. The two mentoring program goals my mentee is focusing on are:
a.
b.
c.
d.

Increase organizational commitment
Build leadership capacity
Increase job satisfaction
Enhance ability to navigate and negotiate
within DCF and the larger community

____
____
____
____

2. I met with my mentee at least monthly over the last three months.

Yes____ No ____

3. I was in contact with my team leader once over the last
three months.

Yes____ No ____

4. My team leader was helpful/supportive in strengthening my
relationship with my mentee.

Yes____ No ____

5. My mentee is making progress with his/her project.

Yes____No___NA___

6. I was able to arrange at least one shadowing experience for my
mentee this year.

Yes____ No____

7. My mentee was involved in the following activities/interactions over the last 3 months
which have helped increase commitment to the organization: (check all that apply)
g. Touring a DCF facility or other area office
h. Attending a meeting at Central Office
i. Attending an area office management
team meeting
j. Attending a program meeting on a specific topic
k. Meeting with QIPS in area office on outcome
performance and strategies
l.
8.

____
____
____
____
____

Others (Please specify)_______________________________________________
My mentee was involved in the following activities/interactions over the last 3 months
which have helped build leadership capacity: (check all that apply)

c. Leading or co-facilitating a team or
staff meeting
b. Joining an agency board or task force
c. Creating or delivering Brown Bag Luncheon or
Symposia information sessions

____
____
____
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e. Working on an agency or community project team
focused on specific goals and outcomes
e. Took an opportunity for public speaking
f. Developing a brochure
g. Initiating a meeting with an outside community
or residential provider group to improve
communication between my office and them
h. Attending training or program or meeting
on culturally diversity
i. Working on a committee or group to develop
policies for the agency

____
____
____

____
____
____

j. Others (Please specify) _______________________________________________

9.

My mentee was involved in the following activities/interactions over the last 3 months
which have increased job satisfaction: (check all that apply)
a. Attended a conference
b. Participated in specialized training
offered by HR or the Training Academy
c. Accepted for or participated in a professional
development opportunity outside the agency

____
____
____

d. Others (Please specify) ___________________________________________________

10.

My mentee was involved in the following activities/interactions over the last 3 months
which helped enhance her/his ability to navigate and negotiate within DCF and the larger
community: (check all that apply)
a.
b.
c.
d.

Meeting with fiscal/budgets/contracts committee
Meeting with Legislative liaison
Meeting with AAO and Ombudsman
Participating in teams reflecting the community’s
and the agency’s particular interest and needs
e. Attending community meetings
f. Updating community resource directory

____
____
____
____
____
____

g. Others (Please specify) ____________________________________________________

11.

My mentee was involved in the following activities/interactions over the last 3 months
which have helped increase opportunities for career and personal development:
(check all that apply)
a. Preparing for or taking SWS and PS exam
b. Accepted into or participating in a graduate
education opportunity
c. Participating in DCF training initiatives
d. Participating in training or conference outside DCF

____
____
____
____
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e. Mentor/mentee meeting to help prepare mentee
for job interview
f. Participating in a mock interview

____
____

g. Others (Please specify) ___________________________________________________

Respond to each statement by using the rating scale below.
1. Never 2. Seldom 3. Sometimes 4. Frequently 5. Very Frequently
12. I confronted the following challenges or issues over the last 3 months.
a. Adjusting to my mentee
b. My mentee not available often enough
c. Finding ideas to motivate mentee
Helping my mentee develop a project idea
d. My busy schedule
e. Mentee having difficulty getting
supervisory approval for time spent in
mentoring program activities

1
1
1

2
2
2

3
3
3

4
4
4

5
5
5

1

2

3

4

5

1

2

3

4

5

f. Others (Please specify) ____________________________________________________

13. If any challenges existed, I have attempted to overcome these by:
a. Speaking with my mentee
b. Speaking with my supervisor
c. Speaking with my team leader

1
1
1

2
2
2

3
3
3

4
4
4

5
5
5

d. Others (Please specify) _____________________________________________________

14. I was able to resolve the challenges I faced.

Yes____ No____ NA ____

15. Thinking back to the goals my mentee and I
agreed on at the outset of this program, over the
last three months my mentee has been on target
for achieving her/his personal and professional
growth or goal achievement

1

2

3

4

5

Last 4 digits of SS#: __________________
Date: _________________
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DCF Mentoring Program 2008
Mentee Quarterly Feedback and Review, #2
Using the scale below, please indicate how strongly you agree or disagree with each statement by
circling your answer.

1. Strongly Disagree 2. Disagree 3. Neutral 4. Agree 5. Strongly Agree
NA. Not Applicable

Psychosocial Functions
Coaching
1. My mentor shares history of his/her
career with me.
2. My mentor encourages me to prepare
for advancement.
Acceptance and Confirmation
3. My mentor encourages me to try new
ways of behaving in my job.
4. My mentor conveys feelings of respect
for me as an individual.
Role Modeling
5. I try to imitate the work behavior of my
mentor.
6. I agree with my mentor’s attitudes and
value regarding education.
7. I respect and admire my mentor.
8. I will try to be like my mentor when I
reach a similar position in my career.
Counseling
9. My mentor demonstrates good
listening skills in our conversations.
10. My mentor discusses my questions
or concerns regarding feelings of
competence, commitment to
advancement, relationships with peers
and supervisors, or work/family conflicts.
11. My mentor shares personal
experiences as an alternative perspective

1

2

3

4

5

NA

1

2

3

4

5

NA

1

2

3

4

5

NA

1

2

3

4

5

NA

1

2

3

4

5

NA

1

2

3

4

5

NA

1
1

2
2

3
3

4
4

5
5

NA
NA

1

2

3

4

5

NA

1

2

3

4

5

NA

1

2

3

4

5
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to my problems
12. My mentor encourages me to talk
openly about anxiety and fears that detract
from my work.
13. My mentor conveys empathy for the
concerns and feelings I have discussed with
him/her.
14. My mentor keeps feelings and doubts I
share with him/her in strict confidence.

1

2

3

4

5

NA

1

2

3

4

5

NA

1

2

3

4

5

NA

1

2

3

4

5

NA

1

2

3

4

5

NA

Career Development Functions
Protection
15. My mentor reduces unnecessary barriers
that could threaten the possibility of my
becoming a manager or supervisor or
receiving a promotion.
16. My mentor helps me finish assignments
/tasks or meet deadlines that otherwise
would have been difficult to complete.
Exposure and Visibility
17. My mentor helps me meet new
colleagues.
18. My mentor gives me assignments that
increase written and personal contact
with management.
19. My mentor assigns responsibilities to
me that have increased my contact
with people who may judge my potential
for future advancement.
Sponsorship
20. My mentor gives me assignments or tasks
in my work that help prepare me for an
administrative position.
Challenging Assignments
21. My mentor gives me assignments that
present opportunities to learn new skills.

1

2

3

4

5

NA

1

2

3

4

5

NA

1

2

3

4

5

NA

1

2

3

4

5

NA

1

2

3

4

5

NA

This instrument adapted from Noe (1988)
Date: _________________
Last four digits of SS #: ________________
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DCF Mentoring Program 2008
Quarterly Evaluation #2, Mentors
Please indicate how strongly you agree or disagree with the following statements.

Answer the questions using this rating scale by circling your response.
1. Strongly Disagree 2. Disagree

3. Neutral 4. Agree 5. Strongly Agree

Perceived Benefits of Being a Mentor
1.

2.
3.
4.
5.
6.
7.
8.
9.

10.
11.
12.

13.
14.
15.
16.

I gain a greater sense of satisfaction from work
by sharing my wisdom and insights with my
mentee.
Serving as a mentor is one of the most
rewarding experiences of my career.
Serving as a mentor is improving my reputation
within the agency.
The rewards of being a mentor more than
compensate for the costs.
The advantages of being a mentor far outweigh
the drawbacks.
My creativity is increasing as result of my
participation in the program
My mentee is an important source of support
to me.
My job performance is improving as a result
of participating in the program.
My personal satisfaction with my job is
increasing as a result of participating in the
program.
My mentee is a trusted ally.
I obtain positive recognition from the agency
for serving as a mentor.
I receive recognition from my mentee’s
supervisors for improving my mentee’s
performance.
Participating in the mentoring program gives
me a renewed sense of purpose in my role.
I gain new knowledge from my mentee about
the type of work he or she does for the agency.
Being a mentor is improving my supervisory
skills.
Being a mentor is improving my leadership
skills.

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1
1

2
2

3
3

4
4

5
5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5
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Perceived Costs of Being a Mentor
17.
18.
19.
20.
21.
22.
23.
24.

Being a mentor is more trouble than it is worth.
Mentoring takes more of my time than it
is worth.
There are more drawback to being a mentor
than advantages.
Mentoring takes too much time away
from my job.
My relationship with my mentee has become
unhealthy.
Colleagues are concerned that I give unfair
advantages to my mentee.
My mentee’s poor work performance reflects
negatively on me.
The major drawback of being a mentor is the
time commitment.

1
1

2
2

3
3

4
4

5
5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1
1
1

2
2
2

3
3
3

4
4
4

5
5
5

1

2

3

4

5

Perceived Program Effectiveness
25.

The mentoring program is effective.

Perceived Managerial Support for Mentoring Program
26.
27.
28.
29.
30.

Upper management serves as a role model for
mentors.
The agency encourages employees to be mentors.
This agency promotes mentoring opportunities.
Mentors are held accountable for their treatment
of mentees.
The agency takes steps to remedy dissatisfaction
with a match.

This instrument adapted from Ragins and Scandura (1999)

Last four digits of SS#______________

Date _____________
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2007 DCF Mentoring Program
Year End Feedback and Review
Mentee
The purpose of this review form is to provide the DCF Mentoring Committee with an assessment
of your year-long mentoring experience. Please complete this form based upon your
mentor/mentee partnership and submit it to your team leader at the end of today’s session. Your
responses will help to shape future Mentoring Program goals. We appreciate your candid
feedback and confidential comments/ recommendations.

Respond to each statement by using the rating scale below.
1. Strongly Disagree 2. Disagree 3. Neutral 4. Agree 5. Strongly Agree

1. The Mentoring Program increased my organizational commitment to DCF through:
a. Increased understanding of DCF mission

1

2

3

4

5

b. Exposure to DCF policies and procedures

1

2

3

4

5

c. Exposure to different departmental programs

1

2

3

4

5

d. Opportunities to demonstrate best practice

1

2

3

4

5

e. Participation in projects and presentations to

1

2

3

4

5

and values

increase professional development
2. The Mentoring Program helped me build leadership skills by:
a. Observing management styles in various settings 1

2

3

4

5

b. Participating in program development,

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

implementation or policy development
c. Creating opportunities for the expansion of
network and building collaboration
d. Creating opportunities for specialized trainings
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Respond to each statement by using the rating scale below except #8.
1. Strongly Disagree 2. Disagree

3. Neutral 4. Agreed

5. Strongly Agree

3. The Mentoring Program increased my desire to stay at DCF by helping me:
a. Create internal supports

1

2

3

4

5

b. Build work skills

1

2

3

4

5

c. Develop career and life planning

1

2

3

4

5

opportunities
4. The Mentoring Program helped me develop skills to navigate and negotiate within the
DCF community by:
a. Exposure to regular meetings or

1

2

3

4

5

shadowing the commissioner
b. Collaborating and training with

1

2

3

4

5

multicultural affaires, affirmative
action, or human resources
c. Contributing to cultural collaborations

1

2

3

4

5

d. Advocacy for self and clients
e. Managing change in depth

1
1

2
2

3
3

4
4

5
5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

5. The Mentoring Program helped me feel
that the work I do is appreciated.
6. The Mentoring Program helped me to
attain personal goals as stated on my
development plan.
7. The Mentoring Program helped me meet
professional and/or career goals.
8. For the next 5 -10 years, I plan to work
at DCF.
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2007 DCF Mentoring Program
Year End Feedback and Review
Mentor
The purpose of this review form is to provide the DCF Mentoring Committee with an assessment
of your year-long mentoring experience. Please complete this form based upon your mentor
/mentee partnership and submit it to your team leader at the end of today’s session. Your
responses will help to shape future Mentoring Programs. We appreciate your candid feedback and
confidential comments/recommendations.
Respond to each statement by using the rating scale below.
1. Strongly Disagree 2. Disagree 3. Neutral 4. Agree 5. Strongly Agree

3. To increase organizational commitment to DCF, I was able to:
a. Help my mentee increase understanding of DCF 1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

mission and values
b. Expose my mentee to DCF policies and
procedures
c. Expose my mentee to different departmental
programs
d. Provide opportunities for my mentee to
demonstrate best practice
e. Facilitate my mentee’s participation in projects

and presentations to increase professional development
4. To help my mentee build leadership skills, I was able to collaborate, supervise, or
support my mentee in:
a. Observing management styles in various settings 1

2

3

4

5

b. Participating in program development,

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

implementation or policy development
c. Creating opportunities for the expansion of
network and building collaboration
d. Creating opportunities for specialized trainings

Respond to each statement by using the rating scale below except #7.
1. Strongly Disagree 2. Disagree 3. Neutral 4. Agree 5. Strongly Agree
3. To increase my mentee’s intention to stay at DCF, I was able to help my mentee:
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a. Create internal supports

1

2

3

4

5

b. Build work skills

1

2

3

4

5

c. Develop career and life planning

1

2

3

4

5

opportunities
4. To develop the mentee’s skills in navigating and negotiating within the DCF community,
I was able to:
a. Expose my mentee to regular meetings or

1

2

3

4

5

shadowing the commissioner
b. Help my mentee collaborate and train with

1

2

3

4

5

multicultural affaires, affirmative
action, or human resources
c. Help my mentee contribute to cultural

1

2

3

4

5

1
1

2
2

3
3

4
4

5
5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

collaborations
d. Help my mentee advocate for self and clients
e. Help my mentee manage change in depth
5. The Mentoring Program helped me feel
that the work I do is appreciated.
6. The Mentoring Program influenced my
own professional/career goals.
7. The Mentoring Program influenced my
own personal development.
8. If any, in what ways should the Mentoring Program be enhanced or changed?

9. For the next 5 -10 years, I plan to work

1

2

3

4

5

at DCF.
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Children FIRST
Fordham University Graduate School of Social Services
&
Connecticut Department of Children and Families
One Month Follow-up Feedback for Mentees

It now has been about a month since you completed the Mentoring Program.
We'd like you to reflect back on the year you spent in the program, and identify
the experience(s) that stand out. Please describe an activity that you
participated in last year that was particularly rewarding (i.e. consider the purpose,
whether it was in DCF or in the community and why it was important to you):
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

On a scale of I - 5, with 5 being the most positive, how would you rate the
importance of the relationship with your mentor in terms of the impact on your
satisfaction with the program?
1
2
3
4
5
Have you and your mentor stayed in touch?
Yes____
No____
Have you connected with any informal mentors this year? Yes____ No____

Are you willing to speak to a member of the Fordham research team in greater
detail about the activity described above? If so, please provide the following:
Name: _______________________

Office Phone: ____________________
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DCF Mentoring Program
Six-Month Follow-up Feedback and Review
2007 Mentee Cohort
Please think back over the last six months since you left the mentoring program and
indicate how strongly you agree or disagree with the following statements.

Answer the questions using this rating scale. Circle your responses.
1. Strongly Disagree 2. Disagree

3. Neutral 4. Agree 5. Strongly Agree

Organizational and Career Commitment
As a result of participating in the mentoring program:
1. I am more personally invested in the
success of the agency.
2. I feel a stronger sense of belonging at DCF.
3. I am more personally invested in my job.
4. I feel more loyal to DCF.
5. I am less interested in seeking opportunities
outside DCF.
6. For the next 5 – 10 years, I plan to work
at DCF.
7. My job satisfaction has increased.
8. My commitment to the social work
profession has increased.

1

2

3

4

5

1
1
1
1

2
2
2
2

3
3
3
3

4
4
4
4

5
5
5
5

1

2

3

4

5

1
1

2
2

3
3

4
4

5
5

9. Since leaving the program have you interviewed for a promotion? ____Y ____N
10. Since leaving the program have you been promoted to a new position? ____Y____N
11. Since leaving the program have you interviewed for a job outside DCF? ___Y ___N
Leadership Skills
As a result of participating in the mentoring program:
12.
13.
14.
15.
16.

I am a more confident decision maker.
I have more opportunities for collaboration.
I feel more confident as a leader.
I feel more empowered in my position.
I am more confident about seeking a
promotion.

1
1
1
1
1

2
2
2
2
2

3
3
3
3
3

4
4
4
4
4
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Professional Development
As a result of participating in the mentoring program:
17. I am better able to manage my resources.
18. I have a better understanding of the agency
mission.
19. I have more cultural sensitivity.
20. I have more flexibility.
21. I have better problem solving skills.
22. There are more professional development
and training opportunities.
23. I am better able to prioritize and plan my
goals.
24. I am better able to achieve my desired
outcomes.
25. I am participating in more projects and
presentations.

1
1

2
2

3
3

4
4

5
5

1
1
1
1

2
2
2
2

3
3
3
3

4
4
4
4

5
5
5
5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

26. Have you continued to work on any projects you began during the program? _____
Navigating and Negotiating the DCF system
As a result of participating in the mentoring program:
27.
28.
29.
30.
31.

I receive more internal agency support.
I have more visibility in the agency.
My professional network has grown.
I have more access to managers.
I have more career advancement/
promotional opportunities within DCF.

1
1
1
1
1

2
2
2
2
2

3
3
3
3
3

4
4
4
4
4

5
5
5
5
5

Continuing Relationship with Mentor
32.
33.

Have you stayed in touch with your mentor? ____Y____N
How many times have you met or spoken with your mentor this year? ______

34.
35.

Do you consider your former mentor a personal friend? ____Y____N
Have you connected with any informal mentors this year? ____Y____N
Have you recommended the mentoring program to a colleague? ____Y____N

36.

Last 4 digits of SS#: _____________

Date: ___________
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DCF Mentoring Program
Six Month Follow-up Feedback and Review
2007 Mentor Cohort
Please think back over the last six months since you left the mentoring program. Indicate
how strongly you agree or disagree with the following statements.

Answer the questions using this rating scale. Circle the number next to your response.
1. Strongly Disagree 2. Disagree

3. Neutral 4. Agree 5. Strongly Agree

Perceived Benefits of Being a Mentor (adapted from Ragins and Scandura, 1999 and
Eby et al, 2006)
10.

11.
12.
13.
14.
15.
16.
8.
9.
17.
18.
19.
20.
21.
22.
23.

I have gained a greater sense of satisfaction
1
from work by sharing my wisdom and insights
with my mentee.
Serving as a mentor was one of the most
1
rewarding experiences of my career.
Serving as a mentor has improved my reputation
1
within the agency.
The rewards of being a mentor more than
1
5compensated for the costs.
The advantages of being a mentor far outweighed
1
the drawbacks.
My creativity has increased as result of my
1
participation in the program
My mentee continues to be an important source
1
of support to me.
My job performance has improved as a result
1
of participating in the program.
My personal satisfaction with my job has increased
1
as a result of participating in the program.
My mentee is a trusted ally.
1
I have obtained positive recognition from the agency 1
for serving as a mentor.
I have received recognition from my mentee’s
1
supervisors for improving my mentee’s performance.
Participating in the mentoring program has given
1
me a renewed sense of purpose in my role.
I gained new knowledge from my mentee about the
1
type of work he or she does for the agency.
Being a mentor has improved my supervisory skills.
1
Being a mentor has improved my leadership skills.
1

2

3

4

5

2

3

4

5

2

3

4

5

2

3

4

5

2

3

4

5

2

3

4

5

2

3

4

5

2

3

4

5

2

3

4

5

2
2

3
3

4
4

5
5

2

3

4

5

2

3

4

5

2

3

4

5

2
2

3
3

4
4

5
5
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Perceived Costs of Being a Mentor (adapted from Ragins and Scandura, 1999 and Eby
et al, 2006)
24.
25.
26.
27.
28.
29.
30.
31.

Being a mentor was more trouble than it
was worth.
Mentoring took more of my time than it
was worth.
There were more drawback to being a
mentor than advantages.
Mentoring took too much time away
from my job.
My relationship with my mentee became
unhealthy.
Colleagues are concerned that I give unfair
advantages to my mentee.
My mentee’s poor performance has reflected
negatively on me.
The major drawback of being a mentor was
the time commitment.

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

3

4

5

Perceived Program Effectiveness (Eby et al, 2006)
32.

The mentoring program is effective.

1

2

Perceived Managerial Support for Mentoring (from Eby et al, 2006)
33.
34.
35.
36.
37.

Upper management serves as a role model for
mentors.
The agency encourages employees to be mentors.
This agency promotes mentoring opportunities.
Mentors are held accountable for their treatment
of mentees.
The agency takes steps to remedy a mentee’s
dissatisfaction with a mentor

1

2

3

4

5

1
1
1

2
2
2

3
3
3

4
4
4

5
5
5

1

2

3

4

5

Intention to Mentor in the Future
38.

Are you currently serving as a formal mentor in the program? ____Y____N

39.

Are you interested in serving as a formal mentor again in the future? ____Y____N

If you answered no, please indicate how strongly you agree or disagree with the
following questions (from Ragins and Cotton, 1993):
40.
41.

I am uncomfortable being a mentor.
I feel unqualified to be a mentor

1
1

2
2

3
3

4
4
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36.
37.

38.
39.

The costs of being a mentor outweigh
the benefits.
I have enough trouble taking care of
my own job, without having to worry
about others.
I do not want the risk of being put in a bad
light by my mentee’s failures.
I do not have time to be a mentor.

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

Continuing Relationship with Mentee
40.

Have you kept in touch with your mentee? ____Y____N

41.

If so, how many times a month do you speak to or meet with your mentee? _____

42.

Do you still provide advice and guidance to your mentee? ____Y____N

43.

Have you asked a colleague(s) to serve as informal mentors to your mentee?
_____Y _____N

Date: _________________
Last four digits of SS#: ____________________
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CT DCF Mentoring Program
6 Month Follow-up Focus Group Discussion
2006 cohort
Interviewer’s Guide
1. How successful was your relationship with your mentee/mentor?
•

Did you face any particular challenges?

•

Do you continue to share advice, information and/or problems?

2. What activities did you/your mentee find most rewarding? Why were these
activities particularly rewarding?

3. Mentees were encouraged to participate in activities that would help them
meet objectives in five areas. Did you (your mentee) participate in activities
that helped you achieve your goals in the following areas?
•
•
•
•
•

Increased commitment to the organization.
Built leadership capacity
Impacted job satisfaction
Enhanced ability to navigate and negotiate within DCF and the larger
community.
Increased opportunities for career and personal development.

4. It has been six months since your participation in the program ended. Do any
aspects of the program continue to impact you?

5. In your opinion, how does the mentoring program benefit the agency? Do
you have any suggestions for improvement or expansion of the program?
•

The mentoring program is not geared exclusively to future
managers. Do you believe a leadership succession mentoring
program would benefit the agency?

6. What are some of the short-term and long-term benefits of being a mentor
(for mentors only)?
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DCF Mentoring Program
12 Month Follow-up Feedback and Review
2006 Cohort

It has been twelve months since you left the mentoring program. Please select one
answer choice to describe the impact the program has had on you.
1. I was a Mentee (

) or I was a Mentor (

).

Respond to each statement by using the rating scale below.
1. Strongly Disagree 2. Disagree 3. Neutral 4. Agree 5. Strongly Agree

2. The mentoring program has had a lasting impact on me in the following ways:
a. Increased my organizational commitment

1

2

3

4

5

b. Built my leadership skills

1

2

3

4

5

c. Enhanced my interest in staying at DCF

1

2

3

4

5

d. Enhanced my ability to navigate and
negotiate the DCF system

1

2

3

4

5

e. Afforded me personal and professional
growth

1

2

3

4

5

Respond to each statement by using the rating scale below.
1. Strongly Disagree 2. Disagree 3. Neutral 4. Agree 5. Strongly Agree

3. The mentoring program has influenced my:
a. Interpersonal relationships
with colleagues

1

2

3

4

5

b. Feeling appreciated/supported

1

2

3

4

5

1

2

3

4

5

by co-workers/supervisors
c. Degree of job satisfaction.
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d. Commitment to DCF.

1

2

3

4

5

e. Career advancement/promotional

1

2

3

4

5

f. Commitment to child welfare

1

2

3

4

5

g. Degree of commitment to

1

2

3

4

5

h. Promotional and career
opportunities outside of DCF

1

2

3

4

5

4. For the next 5 - 10 years, I plan to work

1

2

3

4

5

opportunities at DCF

social work profession

at DCF.
5. I continue to be in touch with my mentor/mentee:

Y

N

Last 4 digits of SS# _______________
Date___________________________
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