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Mentor Handbook                                                                                                Advanced Leadership Development
Minnesota Department of Corrections 

Foreword

Of all the relationships possible during the lifetime of an individual, mentoring/protégé relationships are some of the most formative we’ll ever experience.  These can exist for a lifetime or be very short in duration, but whatever their length, they change our lives forever.  Why?  What makes them different?  What characteristics do they have in common?  Do they naturally occur, or can they be cultivated?  These and many more questions will be addressed in the following pages.

By the time you finish reading this you should have a better understanding of:

1. What “to mentor” means, and examples of its application in history and in your own life.

2. Why mentoring/mentee relationships are being actively encouraged in DOC.

3. What being a mentor or mentee entails.

4. Some possible means of establishing this type of relationship with another person.

5. How to make the mentor/mentee relationship more meaningful and productive for both parties.
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Introduction

Definitions

Both words, mentor and mentee or protégé, involve action on the part of the person to whom they refer.  Passivity on the part of either is an impossibility.  Both must be actively involved if the relationship is to exist at all, even if one party is not consciously aware of how the other views him/her.

Paul D. Stanley and J. Robert Clinton tell us that “Mentoring is a relational experience in which one person empowers another by sharing personal resources.”

But perhaps the best explanation of mentoring is offered by William A. Hensel, who said, “You can assign advisors, not mentors.  A mentor and a student will come together because they sense it is right for both of them. An advisor can show you how to write a grant proposal, how to get a research project started, or how to get promoted.  A mentor will show you how to live your life.”

However you choose to define it, mentoring affects a positive change in the life, the goals, and the behavior of the protégé.

Historical Precedents for Mentor/Protégé Relationships

Precedents

Historically, mentoring goes back as far as recorded history.

Homer’s Odyssey noted the importance of this type of relationship when Odysseus, who went off to fight the Trojan War, left his young son, Telemachus, in the care of a trusted guardian whose name was Mentor.  Our word for this type of relationship—mentoring—was derived from this man’s name.

Apprenticeship, a form of mentoring, was the only method of passing on a trade for thousands of years.  During an apprenticeship, the supervisor would over-see the practical application of knowledge attained, such as in the case of a “medical intern” or a “student teacher.”

Questions for Personal Reflection

· Have you ever had a mentor/protégé relationship in your life?

· Who has made a lasting impression on you?  How and why did that person have such an impact on you?

· Who has helped you become the person you are today?  How?

· Have you ever recognized an unfulfilled potential in another person, and valued them enough to assist them in realizing their possibilities?

The Value of Mentor/Protégé Relationships

As already established, this type of relationship is not new, so why the heightened interest now in developing mentoring relationships among DOC personnel?  Answer--because of all the benefits mentoring brings.

Benefits of Mentoring

The most important benefit of mentoring relationships is the development of a much needed support system.  The more we really know each other, the more often we will be there for each other—much like the members of a healthy family.  Mentoring relationships will help ensure (1) that all personnel, regardless of title, can learn from the experience and knowledge of one another; and, (2) that all personnel contributions to DOC will become building blocks for a stronger, healthier, more productive organization.

Mentor/protégé relationships can also be of assistance in facilitating personal and professional growth.  The mentor, by encouraging, advising, coaching, and holding the protégé accountable, helps the protégé grow in skills, knowledge, wisdom, and experience. 

A mentor/protégé relationship has a two-way payoff.  The protégé gets assistance and support from “someone who has been there.”  The mentor gets the satisfaction of helping to discover or develop latent talent in another person, plus much more!

BOTH gain: 

· Mutual respect for one another’s talents, gifts, knowledge, and experiences.

· Greater potential for career success as they learn from each other.

· Increased productivity as both parties grow in all aspects of their lives as a result of this special relationship.
DOC benefits by:

· Improving the skills of managers 

· Increased levels of genuine, and freely given, trust and respect.

· Increased appreciation for the abilities and gifts of others.

· Increased team spirit and less individual feelings of competition and mistrust.

· Building the future leaders of DOC
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Being a Mentor

What does being a Mentor Mean?

According to the Random House College Dictionary, it means being “a wise and trusted counselor.”

According to Gordon Shea, “Mentors are helpers.  Their styles range from that of a persistent encourager who helps build our self-confidence to that of a stern taskmaster who teaches us to appreciate excellence in performance.  Whatever their style, they care about us and what we are trying to do.”

According to Tom Brown, a contributing editor for Industry Week, it means, “An extended, confidential relationship between two people who have mutual personal growth, and corporate success as common goals.”

Howard and William Hendricks say this: “The simplest definition I know of a mentor is a person committed to two things:  helping you grow and keeping you growing, and helping you realize your life goals.”

Paul Stanley and Robert Clinton in their book, Connecting: Mentoring Relationships You Need to Succeed in Life, see mentors as having these characteristics:

Characteristics of a Mentor

Characteristics of a Mentor

1. The ability to see potential in a person.

2. Patience, knowing that time and experience are needed for development.

3. Tolerance with mistakes, brashness, abrasiveness, and the like in order to see that potential develop.

4. Flexibility in responding to people and circumstances.

5. Gifts and abilities which build up and encourage others.

6. Model various aspects of leadership.

7. Perspective, having vision and ability to see down the road and suggest the next steps a protégé needs.

Fred Smith, in an article in the summer 1996 edition of Leadership, characterized mentors as people who:

1. Have wisdom from experience.

2. Do not feel competitive toward younger/less experienced people.

3. Can spot talent.

4. Understand the importance of “chemistry” in a relationship.

5. Take the responsibility of mentoring seriously.

6. Are willing and able to confront.

7. Ask questions.

Questions for Personal Reflection

· How would you evaluate your potential as a mentor?

· Are you genuinely interested in other individuals?  Do you like to see others succeed?  

· Are you willing to make yourself vulnerable in order to help another person?

· Is it easy or difficult for you to give and/or accept constructive criticism?  If so, why?

· Are you goal-oriented?  People-oriented?  Do you enjoy being with others who have different goals?

· Would your associates feel that if they ever needed help, no matter when or where, they could call on you?  Why or why not?  

· What would be (or is) different about the mentor/protégé relationship and other relationships in which you are a part?

· Do you enjoy enabling others to reach their potential?  Do you ever seek advice from someone who can provide such help to you?

· Who would be your model and why?  What characteristics do they demonstrate that you would like to emulate?

What to Look for in a Protégé

How can you know when you have found someone you want to mentor; persons you want to help succeed in their chosen career?

The most important element cannot be forced—it is a chemistry, a pull of “like to like.”  Still, there are some elements that move two people beyond a normal working relationship to a mentor/protégé relationship.  

This following is only suggestive.  Each mentor must personally decide which characteristics in the individual they agree to mentor are crucial to them.

Qualities and characteristics desirable in a protégé:

Characteristics of a Good Protégé

1. Is a good listener.

2. Has a clear vision for themselves (personal and professional goals) and for the mentoring relationship.

3. Is eager--to learn, to grow, to achieve, to do what it takes to succeed or to do a task well, etc.

4. Is a risk taker.

5. Is mature.

6. Respects authority and the mentor.

7. Takes constructive criticism well.

8. Is a good communicator--willing and able to tactfully give constructive feedback to the mentor.

9. Has a respect for and abides by DOC policies and values.

10. Displays a good attitude.

11. Is willing to work hard.

Tips for Mentoring a Protégé

John H. Sheridan in his article, “Mentors Build Morale,”  includes this checklist of what makes a healthy mentoring relationship.  He asserts that mentors:

Tips for Mentoring a Protégé

1. Offer challenging ideas.

2. Help build self-confidence.

3. Encourage professional behavior.

4. Listen to personal problems.

5. Teach by example.

6. Provide growth experiences.

7. Explain how the organization works.

8. Encourage winning behavior.

9. Share critical knowledge.

10. Offer encouragement.

11. Assist with protégé’s career.

Paul Stevens asserts that the mentor, in a good, productive mentoring relationship, always:

Supports the protégé by:

· listening.

· providing structure.
· expressing positive expectations and promoting self-confidence.

· serving as an advocate.

· sharing information about themselves.

· helping make the relationship one both the mentor and the protégé value.
Challenges the protégé by:
· setting tasks so that the protégé gains insight by carrying them out.

· engaging in discussion so that different ways of viewing a problem emerge.

· setting high standards, helping construct positive aims and expectations.

Provides vision to the protégé by:

· modeling what the protégé is trying to become.

· helping the protégé form a comprehensive picture of life now, and to articulate and plan for accomplishment of reasonable and attainable life goals.

· provides a mirror; extending the self-awareness of the protégé so that self-awareness is more honest and enhanced.

Chapter

3

Protégé

What does Being a Protégé Mean?

According to the Random House College Dictionary protégé means, “A person under the patronage or care of someone influential who can further his/her career.  To protect.” 

According to Howard and William Hendricks, protégé is one who is learning from “someone with a little more wisdom and experience than I have, who would be willing to help me as I navigate my way through life.”

Paul Stevens defines a protégé as one who seeks the counsel of “a person you can trust—someone with whom you can be open and who is willing to be frank with you.” 

Characteristics of a Protégé

This list, offered by Howard and William Hendricks and other professionals, is only suggestive.  Each mentor must personally decide which characteristics are crucial in the individual to be chosen as a protégé.

What are the Characteristics of a Protégé?

According to professionals, mentors look for a protégé who is:

1. Intelligent.

2. Goal oriented and/or people oriented.

3. Seeking challenging assignments and greater responsibility.

4. A risk taker.

5. An initiator.

6. Eager to learn.

7. Willing to assume responsibility for personal growth and development.

8. Wanting and actively seeking help.

9. Respectful of the mentor for demonstrated professional and personal qualities.

10. Willing to apply what has been learned immediately.

11. Assertive.

12. Competent.

13. Ambitious.

14. Loyal.

Ultimately, a protégé is one who is willing to learn and grow from the words and example of another.
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How to Have a Successful Mentoring Relationship

What are the common characteristics of a productive mentoring relationship?  The following lists are, once again, not intended to be totally inclusive, but are provided to assist in the development of good, healthy, productive mentoring relationships.

What are the Characteristics of a Productive Mentoring Relationship?

In a recent national survey, two characteristics were invariably deemed as critical and necessary to a mentoring relationship—TRUST and RESPECT.  Other characteristics included: 

· Confidentiality

· Understanding

· Constructive-building up and encouraging

· Non-judgmental attitude

· Availability

· One-on-one

· Integrity

The following dynamics are deemed by Stanley and Clinton as vital to the mentoring relationship:

Vital Mentoring Relationship Dynamics

1. Attraction.  This is the necessary starting point in the mentoring relationship.  The protégé is drawn to the mentor for various reasons:  perspective, certain skills, experience, values and commitments modeled, perceived wisdom, position, character, knowledge, and influence.  The mentor is attracted to the protégé because of the protégé’s attitude, potential, and opportunity for influence.

2. Responsiveness.  The protégé must be willing and ready to learn from the mentor.  Attitude is crucial for the protégé.  A responsive, receiving spirit on the part of the protégé and attentiveness on the part of the mentor will directly speed and enhance the empowerment.
3. Accountability.  Mutual responsibility for one another in the mentoring process ensures progress and closure.  Sharing expectations and a periodic evaluation will give strength to application and facilitate empowerment.  The mentor takes the responsibility for initiating and maintaining accountability.

A mentor, according to Stanley and Clinton, can be a Discipler, a Coach, a Counselor, a Teacher, a Model, or a Sponsor.  But sometimes a mentor will be more than one of these to a protégé.

Other experts, however, have differing opinions.  Joan Jeruchim and Pat Shapiro in their book, Women Mentors and Success, say, “We see mentoring as the pinnacle of relationships along a continuum of work relationships, starting with a peer and moving up to a coach, sponsor, and finally, a mentor.”  What makes mentoring different, according to these writers, is the intensity of the emotional involvement.  Trusting someone enough to reveal your true self—your strengths, weaknesses, vulnerabilities, hopes and dreams always involves emotions.

Since the mentoring relationship requires effort from both the mentor and the protégé, it CANNOT be forced on either party!  It must be based on freely given TRUST AND RESPECT if it is to be meaningful and productive.

Phases of a Mentoring Relationship

For this reason, building a true mentoring relationship takes time.  It must go through a number of phases.  Carol Austin Bridgewater, in Psychology Today, delineates them as:

Phases of a Mentoring Relationship

1. The Initiation Phase:  when the would-be protégé begins to admire and even fantasize about the capabilities of the would-be mentor; and the would-be mentor notices the raw talents and abilities of the would-be protégé.

2. The Cultivation Phase:  when the initial fantasies take on concrete meaning.  The protégé enjoys the guidance and assistance of the mentor and the mentor sees the protégé fine-tuning their talents and abilities.  During this phase the relationship peaks and is mutually beneficial and satisfying.

3. The Closing Phase:  when the protégé becomes more autonomous, and the relationship becomes redefined.  They truly become peers in every sense of the word!

Howard and William Hendricks agree with this three-phase understanding, but they call them the Definition Stage, the Development Stage, and the Departure Stage.  All the experts agree, however, that there is no standard timetable for how long it takes each cycle to be completed; but almost all mentoring relationships come to an end at some point.

To Make the Initiation or Definition Phase Successful

1. The protégé and the mentor must first reach an agreement on what they want to accomplish in the mentoring process.  Howard Hendricks reminds us that “The clearer you are about where you are going and how you are going to get there, the faster you will tend to arrive at your goals and the fewer problems you will tend to encounter on the way.”

2. To make sure both are “playing from the same sheet of music,” and avoid misunderstandings, a learning or mentoring contract is a good idea.  This contract may be formal and written, or informal and verbal; but it should be a clear, concise, and definite statement of the proposed agenda and goals, and how you plan to achieve them.  It might include such things as:

· Time, place, and frequency of meetings.

· Periodic reviews of the protégé’s professional and personal development.

· Scheduling of discussion material, such as things that impact on the protégé’s life or career (i.e., collateral duties, tensions within the work section, personal stressors, etc.).

· Methods of accountability.

· Specifics on what goals are to be attained.

· Specifics on how, when, and where constructive criticism is given.

What is included in this contract, however, is not as important as who drives the agenda.  It is critical that the protégé be the driver.  The mentor is responsible to suggest ways to improve the agenda and help the protégé build success into any plans made.  If the protégé’s goals are unachievable or unrealistic, it could cause the protégé to become so frustrated with the whole process that the protégé just bails out.  The mentor is responsible to try to keep this from happening.  This might be accomplished by:

1. Being a source of information.

2. Sharing wisdom from lessons learned.

3. Providing alternatives in an affirming manner.

4. Being a non-judgmental sounding board.

5. Providing perspective and timely advice on career paths and personal development.

6. Opening doors of insight to possibilities, opportunities, talents, etc.

The main thing is for protégés to know that whatever is contained in the contract, the mentor is standing with them in their efforts.

To Make the Cultivation or Development Phase Successful

The mentor, now knowing what the protégé wants to learn can begin to assign, in one of the following ways, manageable responsibilities which facilitate the learning process.  These ways of learning are:

1. The “hands-on” learning experience where the mentor:

· Briefs the protégé on a given task and explains what is expected and what is involved if it is to be done successfully.

· Allows the protégé to practice the assignment, if possible.

· Then steps back and lets the protégé execute the task.

The mentor has two other very important responsibilities during this hands-on, experience-based learning phase.  They are:

· Coming to the aid of the protégé if the protégé is in trouble.

· Protecting others if they would be severely affected by the protégé’s failure.
2. The “reflection or thinking” learning experience where the mentor:

· Uses case studies, allowing the protégé to propose various solutions and then examining the pros and cons of each.

· Uses the examination of a critical moment in the protégé’s life or career.

· Reads and discusses various articles and books with the protégé.

· Arranges ways for the protégé to be exposed to experts in the fields of study the protégé is interested in.

· Uses field trips or events that bring the area of study from the abstract to the concrete.

Mentors might use these learning methods to help their protégé improve professionally by providing experiences in the following areas:

1. The employee’s role.

2. General correction knowledge necessary to be successful.

3. Administrative procedures and correspondence.

4. Teamwork.

5. Future assignments and evaluation reports.

6. Adhering to DOC customs and courtesies.

7. Personal and professional time-management.

This list is only suggestive, and it is professionally oriented.  Each protégé and mentor must determine together the areas in the protégé’s life where growth is sought and where the boundaries are to be set.

This second phase/stage is usually the longest, the most intense, and the most satisfying for both the mentor and the protégé.  Stanley and Clinton in Connecting highlight ten factors which are necessary during this phase if the mentoring is to be meaningful.  They call these The Ten Commandments of Mentoring:
The 10 Commandments of Mentoring

1. Relationship:  All relationships require commitment to grow and flourish.  Some mentoring relationships grow spontaneously; but all require time and deliberation.

2. Purpose:  This is where the learning/mentoring contract comes in.

3. Regularity:  The best mentoring occurs with regularity of meeting.  At a minimum, meetings should occur monthly.  The meetings should not take second place to other “pressing business of the day,” but be important enough that the mentor and the protégé stick to the agreed upon schedule.

4. Accountability:  Effective mentoring involves the mentor giving the protégé quantifiable tasks to accomplish.  The mentor can hold the protégé accountable through written reports, scheduled phone calls, probing questions during a scheduled meeting, etc.

5. Communication Mechanisms:  Mentoring involves communicating to the protégé areas of concern that need correcting.  This requires establishing early on the method preferred for the mature and honest transfer of critical information.

6. Confidentiality:  From the very onset, the mentoring relationship honors confidentiality.

7. Life Cycles of Mentoring:  It is wise to know and recognize the stage or phase of the mentoring relationship.

8. Evaluating:  Three dynamic forces flow from the mentoring relationship:  interaction, responsiveness, and accountability.  These forces allow for mid-course measurement of growth.

9. Expectations:  Evaluation and feedback can be helpful in modifying expectations.  All expectations are seldom achieved .

10. Closure:  Closure brings a satisfactory end to the mentoring event, which includes growth, empowerment, and the accomplishment of realistic and practical goals.

To Make the Closing or Departure Phase Successful

The mentor begins to recognize the protégé’s increased maturity and accepts the protégé’s growing autonomy.  Both individuals recognize and discuss any feelings of anxiety about the changing nature of their relationship.

How Learning Occurs in a Mentoring Relationship

Keep in mind the four guiding principles of how adults learn, put forth by Malcolm Knowles in Modern Practice of Adult Education.  He asserts:

How Learning Takes Place within a Mentoring Relationship

1. “Adults have a deep need for self-directed learning, even if that need varies between adults.

2. Adults increasingly appreciate learning that takes place through experience.

3. The learning readiness of adults arises primarily from the need to accomplish tasks and solve problems.

4. Adults see learning as a process through which they can raise their competence in order to reach full potential in their lives.  They want to apply tomorrow what they learn today.”

In other words, adults will learn what they perceive as beneficial to them or their life-situations, and they learn best through experience.
Pitfalls and How to Avoid Them

This brings us to the area of PITFALLS.  This list is in no way exhaustive, because the possibilities are as many and as varied as the personalities of the mentor and protégé.  These are, however, some of the most obvious:

Pitfalls and How to Avoid Them

1. Unrealistic or unfulfilled expectations occur if:

· The mentor expects more of the protégé than the protégé is capable of accomplishing.

· The protégé expects more of the mentor than the mentor is capable of providing.

· To avoid this, do not put your mentor upon a pedestal; your mentor is human and will inevitably fall off.  Be very clear about what is expected by one another when establishing the mentoring contract.

2. The mentor begins to exert an unhealthy control over the protégé.  This can best be avoided if the protégé decides at the onset that whatever authority/power is relinquished to the mentor is limited and temporary (within the constraints of a professional relationship).

3. The mentor does too much for the protégé.  To avoid this, the mentor should always keep in mind this critical rule of successful mentoring:  DO NOTHING FOR YOUR PROTÉGÉS THAT YOUR PROTÉGÉS CAN DO FOR THEMSELVES.  Otherwise, you cripple your protégés by creating an unhealthy dependence on you.

4. Jealousy.  To avoid this the mentor must always keep in mind that the protégé’s success is also the mentor’s own success!  The protégé must keep in mind that the mentor is willingly sharing wisdom and knowledge—willingly helping the protégé to become just as knowledgeable, skillful, and professional as the mentor.

5. Cloning.  To avoid this, the mentor must always keep in mind that each protégé has a unique and personal style of functioning and doing business.  This style should be cultivated and developed for the good of the protégé.
6. Others view the mentoring relationship as favoritism or fraternization.  To avoid this the mentor and protégé might limit their meetings to working hours at the mentor’s or protégé’s office.  In any case, the mentor will set the tone of the relationship.  Junior/less experienced personnel are often unsure of the “unwritten boundaries” existing between themselves and their supervisors.  It is the responsibility of the mentor to clarify these boundaries, insuring there is no appearance of impropriety.

7. Viewed as a lack of loyalty.  If you have an additional mentor, other than your supervisor, the relationship may be viewed as a lack of loyalty to your immediate supervisor.  Honesty and “no surprises” communication are always best.  
Questions for Personal Reflection:

· Do you know that other people trust and respect you?  How do you know?  What might you do to increase the level of these positive feelings toward you?

· Are you concerned about revealing too much about your weaknesses to your mentor?  If so, why not seek out someone else to listen to you?

· Do you really want to make a difference in another person’s life?  If not, why not?  If yes, why not start NOW?

Conclusion

Trust is the foundation of leadership, and key to the mentoring relationship.  According to the video, Leadership:  What’s Trust Got To Do With It?, distributed by The Excellence in Training Corporation, the three most important trust building behaviors are:

1. Openness

· Honestly tell people what you know.

· Listen and respond to all questions.

2. Credibility

· Do what you say you will do.

· If you can’t, own up to it and work out a solution.

3. Trust Others

· Acknowledge the skill and expertise of others.

· Encourage others to contribute.

Trust building behavior must be consistent and ongoing!
Being mentored is a thrilling experience; being a mentor is a fulfilling responsibility.  But it is up to YOU to establish a mentor/protégé relationship with another.  
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MENTORING RESOURCES
FEARS  AND  CONCERNS

MENTORING  QUESTIONS

LEVELS  OF  COMMUNICATION

HOW  TO  USE  THE  COMMUNICATION  LEVELS EFFECTIVELY

TIPS  ON  LEVEL  SHIFTING  TO  REDUCE  CONFLICT

MORE  CONFLICT  REDUCTION  TECHNIQUES
GROUNDHOG  JOB  SHADOW 
[image: image2.wmf]Fears and Concerns
A number of issues typically are discussed as possible problems. For your convenience we have categorized some of the more frequently occurring ones.

Personality Conflict
To avoid the potential problem, find out about the mentee by talking to their supervisor before you agree to be their mentor. Another way to reduce the likelihood of a personality conflict is to review the mentee’s self-appraisal prior to making a decision. Talk to your peers as well. While it is not a 360-degree (involves talking to their “customers”, peers or their direct reports) appraisal process, it is a good “270-degree analysis” that can help you make an informed decision. Besides, your commitment is NOT for a lifetime only as little as 8 hours a month.

Sexual Harassment
One of the fears and issues often raised in the mentoring workshops was the fear of sexual harassment. There is no more reason to be concerned about it as a mentor as there is to be concerned about it with staff or peers. There are a few guidelines that can assist you somewhat.

1. Never have after work hour meetings in restaurants, bars etc. Conduct your mentoring during regular business hours.

2. Be sensitive to closed doors and the need to have them.

3. At the first sign that the relationship has shifted from one of mentoring and coaching to something more than that, stop. Report the situation to Karen McCarty and to your immediate supervisor.

4. Any conduct that would be inappropriate in the other duties of your job would be also inappropriate in the mentoring situation.

Time
Another concern frequently raised revolves around time. Will the mentoring process take so much time that it impacts your other duties? Set aside eight hours a month to start, less than 5 % of your total available work time. the 
Here are some time saving tips from Jerry Conrad one of the gurus of time management.

1. Try to punch holes into some of your projects into 5-minute pieces. This Swiss Cheese approach helps people who can’t seem to find an hour out of their day ever.

2. Consider mentoring a project, just like any other project. It has goals, time schedules and things to be accomplished. The project has a beginning and an end. Monitor the progress of goal attainment as you move along.

3. Keep your sessions on schedule by having some type of agenda. It need not be run as tight as you might conduct a meeting but it gets both you and the mentee to focus on the highest priorities.

4. Keep a meeting log of assignments, due dates and accomplishments. This will reduce 10-15% of the normal time in a meeting.

5. Schedule your session before you have to go to another meeting so they do not run over.

6. Schedule the mentoring session so you have 5-10 minutes to prepare for your next meeting.

7. Stephen Covey writes to do first things first. Make sure you and the mentee agree to the priorities and work to address them first. Have the mentoring session over or breakfast or lunch. Most people find they can it easier to meet for breakfast than for lunch.

8. Identify your biggest time wasters. Then try to establish a plan to address the top 3 items.

Mentoring Will Never End
It is related to the fear of not having enough time. Again you and the mentee agree at the beginning when the mentoring sessions will end. You may agree to extend it but if you do then be sure to address these issues.

1. What do we have to accomplish that we have not already done?

2. How many more meetings will it take to accomplish our goals?

Conflict of Interest
One issue that is frequently raised revolves around conflict of interest. Some mentors have wondered what they should do in the case of a conflict of interest.  During the initial meeting with the mentee, set the ground rules.  You are not eliminating your organizational responsibilities. You are simply offering to coach and assist a person who wants to improve their skills. 
[image: image3.jpg]


 Mentoring Questions
Often times we teach more effectively by asking questions rather than by telling. A number of people have requested we identify a list of potential questions that can be used in the mentoring process. Feel free to use and modify the list. Hopefully these questions might help you in your mentoring discussions. Some questions are open ended, some are close ended, some are leading and some are meant to be “traps”. When you add or modify questions, please let me know and I will improve the list based upon your feedback. Charles Dively 651-361-7156.
Behavior
1. How do you get someone to change his or her behavior?

2. How do you influence your boss to change their behavior?

3. What is the key in making a behavior change stick?

4. Do rewards or do punishments work best to change behavior?

5. When would you use each one?

6. Do performance appraisals change behavior?

7. How important is behavior modeling? Must a supervisor model the behavior they expect of an employee?

Legislative Committee
1. This is your first presentation how do you keep from getting nervous?

2. You are making a presentation to a legislative committee. One member is 20 minutes early. They have a somewhat dominant personality that intimidates people. Their view will make or break the presentation what do you do? 

3. You run into a legislator in the restaurant. They ask you and your guest to join them. Tonight was to be a quiet celebration of your promotion as Warden. The conversation quickly turns toward your view of an associate commissioner who the legislator obviously holds in low regard. This is a chance of a lifetime. A legislator who could support and mentor you as you seek higher levels of responsibility position. Do you make off the record comments? Do you bow out of the invitation?   Do you share your ideas on how you would improve DOC?  If you sit down you will be asked repeatedly about your opinion of your boss. Seize the opportunity or run from the challenge, it is your move.

4. You are making a proposal to the town council. You know that preparation is the key to success. Where do you get background information on each member?

Budget
1. Should you inflate your budget knowing it will be trimmed by 10 %? Everyone else does it.

2. What are the top 10 performance measures for a warden or field services manager? What should they study daily /weekly/monthly?

3. Should every employee see the monthly budget?

Career Development
1. What is the best way to develop people for the future?

2. What do you need to do to prepare for your future?

3. Where do you want to be in 10 years? How are you going to get there?

4. What strengths do you have that will prepare you for the future?

5. What deficiencies do you have that are holding you back?

Change
1. Think about the biggest barriers to change at DOC. What can be done to eliminate the barriers?

2. Why are people resistant to change? What can be done to reduce resistance?

3. What changes do you expect to see in the next 10 years? 20 years? Next year?

4. Who in the organization is a Change Champion? Who is working aggressively to mold the organization for the future? How do you know?

5. How do you move an organization from good to fantastic? Be specific.

6. What makes an organization fantastic?

Communications
1. In a recent employee survey, lack of communications was identified as the number one problem in your department. What would you do as the new commissioner?

2. You need to demote an employee. What do you tell the department? The employee is likely to tell a very different version?

3. You have heard a vicious rumor about one of your staff. It concerns the possibility of drug use. You have seen no performance or behavior to indicate there is a problem. What do you do?

Conflict
1. Two of your employees hate each other. What do you do? They both get the job done. In fact, the hatred has a side benefit; they both try to be better than the other.

2. Describe a range of potential conflicts that you might find between two people or departments. What strategies would you use for each type?

3. When do you decide to seek help on a conflict?

4. You hate your boss and love your job. Move and you might get the same money but not the things you like to do. What do you do?

5. As a maintenance manager, do you keep your “dirty laundry” inside or do you get help from someone? Who? Why?

6. You have a personality conflict with a senior manager on a committee. How do you address the problem?

7. How would you deal with the situation to improve the working relationship?

8. Everyone else sees a peer as a great person. You know he/she is a backstabber and have caught him/her lying on several occasions. What do you do?

Creativity
1. How would you foster innovation and creativity in DOC?

2. Can you learn to be creative or do you have it or you don’t?


Delegation
1. How do you decide what can be delegated and to whom it can be delegated?

2. You feel the projects you have been given are just a thin excuse for the boss not doing their job. How do you let them know? What should you do?

Dress
1. How should you dress in the business casual world?

2. When you make a presentation to senior management should you dress differently than you normally do? Why or why not?

3. Your work setting office/desk/cube is a reflection of the “image” you project. Should you change your setting to “fit in” after several managers have indicated it is inappropriate?

Health
1. Should employees be rewarded for exercising, lowering cholesterol, losing weight, stopping smoking? Justify your answer.

2. How would you encourage healthy lifestyles that can help reduce insurance premiums?

3. You have to talk to a senior manager about their personal hygiene. Your employees refuse to work with him due to the smell. What do you say? (In a recent national study, more than 25% of the managers surveyed have indicated they had to have one or more conversations like this in their career.)

Housekeeping
1. Does it matter if a work area is spotless or can it be filled with piles of papers? 
Human Resources/Human Relations
1. Your employee has accused your supervisor of sexual harassment. What do you do? They have asked you not to do anything? What do you say? What do you do?

2. You have overheard two employees refer to themselves in a derogatory and vulgar way. They were not speaking English. They do not know that you learned “Spanish” in college. What do you do? They do not work for you.
3. Your employee has accused you of discrimination. What do you do?
4. You got the job the other person wanted. They have been talking about your “incompetence”. Starting tomorrow they report to you. What do you do?

5. You need to bring in a top-notch person and in order to get them in the tight labor market you are giving them a salary near the top of the range. How do you explain it to your staff when they find out the salary? What else do you do?

6. Joe wants to come in early so he can pick up his kids after school. Mary heard about it and now she wants more flexibility in her schedule. Others are sure to follow. What do you do? You have already granted the request. If everyone gets the flexibility they want you may have a problem staffing during certain critical times during the morning and evening. If you take back the offer you made to Joe, he might need to quit. No one else has kids that need this level of attention.

Leadership
1. What leadership is needed in order for DOC to succeed in the future? Why?

2. What is the most prevalent leadership style found in DOC?

3. If you were in charge what would you change about your department? This facility?

4. Describe your leadership style?

Meetings
1. How do you maximize meeting performance?

2. What techniques would you use to control the level of conflict in a meeting?

3. How do you control a dominant person in a meeting who keeps getting the meeting off track? What do you do if this person is a high level of management or your boss?

4. How do you decide who should be involved in a meeting?

5. If you were running the meeting (any meeting) what would you do before, during and after?

6. Are their different types of meetings with different purposes? Explain. Does this effect the way the meeting should be conducted?

7. Joe will not participate in the meeting. He sulks and then talks about the lousy meeting after he leaves the session. How can you break this pattern?

Department Reorganization
1. How do you minimize the strife and conflict when two organizations merge? You expect a lot of backstabbing, hurt egos, end-runs etc?

2. How do you keep the lines of communication open during a reorganization? 

3. When two state agencies merge which departments are likely to be duplicated?

4. How do you make yourself “merger proof”?


Motivation
1. How do you motivate a long-term employee who no longer seems interested in their job?

2. How would you reward an employee who is at the top of their pay range?

3. How do you keep staff motivated during a lay-off when the rumors are flying but the final decision as to who goes and who stays has not been made and will not be made for 2 months?

4. By law, you have to make a reasonable accommodation for an employee who can do the essential duties of the job.  (They need a special chair). Now everyone wants the same accommodation. They said it discrimination not to give them the same accommodation.  They have all threatened to quit. What do you do?

5. Should people be offered a demotion rather than a termination? The person in question cannot do their current job but were able to do their old job quite well. It took you 120 days to hire their replacement and the new person starts tomorrow.

6. Joe smokes; Jane does not. Joe goes out for a cigarette every half hour. It has been going on for 20 years. The warden and the captain go outside with Joe. When the commissioner comes to the facility she looks up Joe, as Joe was her first boss 20 years ago. Joe is very well connected. Eliminating the smoke break could cause you some headaches. Everyone likes Joe even Jane likes Joe. Jane says it is not fair that Joe gets a break and she does not. She said it is discrimination, all the facility smokers are men and the women do not smoke so they have to work. Now what do you do? Should Jane be allowed a 5-minute break every half hour to be fair and to motivate her?

Needs Analysis
1. Today is your first day as a manager, how do you analyze the needs of the department?

2. How often should you do a needs analysis on yourself?

3. Is your personality subject to change or is your “personality set” unable to change?

4. A good analysis has several components: history of past practice, evaluation of current trends, communication with employees and attitude surveys to predict behavior. In your department what would you study in order to evaluate your department?

5. How do you gauge the morale of an organization?
Negotiations
1. What is the best strategy for maximizing the outcome of a negotiation?

2. What personality type do you have the most trouble with when negotiating? How can you improve your performance?

3. Identify three different types of negotiations. What strategies would you use in each type?

Performance Appraisals
1. Should an employee complete their performance appraisal prior to the performance discussion meeting?

2. Should perception of the employee be weighted into the formula when deciding what the performance will be?

3. Do performance appraisals work?

4. How can you make the performance appraisal process less stressful for you as the supervisor and for the employee?

5. Should peers complete an appraisal on an employee?

Presentations
1. When should you handle questions in a presentation? Why?

2. How do you handle a “sharp shooter” who is trying to attack your presentation and attack you throughout the presentation?

Quality
1. What would be the best way to improve quality and performance?

Recruiting
1. In a tight labor market what strategies would you use to recruit employees in your department?

2. Human Resources has asked you to write up an ad to run in the Sunday paper for your old job (you just got a promotion). What does the ad look like?

3. Why should someone work for DOC?
Retention
1. How do you keep employees when competitors are paying 10% more than you pay?

2. What benefits should DOC offer that it does not currently offer?

3. Are there any benefits that should be cut?

4. How do you let employees know the cost of providing benefits, “these hidden wages”?

5. Why do people leave an organization?

6. Why do they stay?

7. What would make you want to leave?

Selling
1. How do you sell the features and benefits of you? What makes you such a great “product” that should be considered for a promotion?

2. How would you sell employees on the idea that we need to improve performance 5%, cut expenses 3% and reduce some of the perks they have gotten used to? They know you got a performance bonus because of your previous cost cutting.

3. Why do people buy into a change?

Strategic Planning
1. How do you ensure the survival of DOC in the future?

2. What vision do you have of DOC in twenty years? What does it look like?

3. How do you lay out a strategic plan?

Time Management
1. What is your number one time waster?

2. What can you do to eliminate your top 5 time wasters?

3. How do you get rid of a person who is keeping you from your work? They are in your area everyday? Without burning the relationship?


Writing
1. What are the critical elements to remember when writing in business?

2. How do you write a proposal for a senior manager?

3. After you run spell check, how do you make sure your writing is tight?
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There are four levels of any conversation.

1. Level One, Niceties- There is no depth to the conversation and the conversation can be started and stopped quickly. Conversational niceties (small talk, although conversation starters are as important as kindling is in starting a fire) can even be used to engage strangers. Some of the best conversation starters are questions as they can help lead and control the discussion. 

2. Level Two, Facts and Figures- The “business side” of conversations. The shift from niceties to facts and figures isn’t always a smooth one. Some people skip the niceties, especially people with very dominant personalities. Conversations without the niceties can come across as crude and belligerent. “So when is that report going to be done? I wanted it an hour ago! ” This communication level is also used frequently by an analytical personality type individual such as a “classic” engineer or scientist. Some people are most comfortable in this level of communication. However, they are typically less aware of the feelings of other people. People who dwell on only this level are fantastic at Jeopardy but often considered poor communicators because so much of the conversation will be focusing on what they know or what they want. Creative and nurturer (highly social) personality types need more in a conversation.

3. Level Three, Ideas and Thoughts- This is one of the first steps in communication risk taking. Sharing creative and innovative approaches and ideas with peers and managers is filled with risks. The risk involves the acceptance and rejection of the idea. As many people are heavily vested in the idea they assume that their idea and they personally have been rejected. Rejection often leads to lower self-esteem for people with lower levels of confidence. Dominant personalities tend to reject thoughts and ideas almost 50% more often than nurturer types. These creative types get “hurt” when their ideas are rejected.
4. Level Four, Feelings- Not just a song from the seventies. It is the one of the highest levels of communication as it reveals a great deal about us. There are no right or wrong feelings. However, people compare and contrast their feelings for the situation to the other person’s feelings. Some personality types really do not “understand” as they lack the ability to appraise their own feelings. Studies indicate people who do not assess their own feelings also do not assess the feelings and concerns of others. Dominants and analytical personality types are not comfortable with this level of communication.  Dominants will shift to this level but more often it is to talk about their own feelings not someone else’s unless it is to condemn the other’s “faulty perception”.

Core Beliefs- Morris Massey says you are at 7 what you will be at 70 unless something dramatic (the lottery) or traumatic (near death experience) happens to you. The approach is not well grounded in research but it is an interesting theory. It has a certain level of face validity. If your parents lived through the depression they probably are less likely to trust banks. They keep extra food in the house. They were over prepared for Y2K. If you were raised in the 70’s and 80’s you are accustomed to using credit and going into debt. Your core values whether they were formed early on or recently formed reveal what you value most highly. Some core beliefs are not usually work related such as spiritual beliefs, feelings toward parents etc. Other core beliefs may extend into the work such as trust and honesty.  Core beliefs are the essence of who we are as a person. Therefore, there can easily be overlap between core non-work values and core work values. “My family comes first. You need to not let your private life interfere with your work life.” Here are two core values likely to result in conflict. 
What happened in non-work settings as well as previous work settings certainly can have a bearing on the present perception of the workplace. Previous bosses, performance appraisals, promotional issues, co-workers previous employers all shape how we perceive our current employer, supervisor and peers. “You can’t trust management, HR is out to get you, management is cutting expenses again so people in our department are sure to be the first to go, etc.” Many core beliefs are unfortunately negative. Negative emotions tend to have stronger valances (values) in many people’s belief systems and these negative beliefs tend to be remembered for a longer period of time. Your core beliefs can affect your ability to shift through the various communications levels.
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 How to Use the Communication Levels Effectively
1. Monitor the levels during conversations. This way you can ascertain when you both are at the same level. If you are at different levels, communication suffers. You also learn your comfort zone and their comfort zone. Some people are more comfortable in the feeling zone while others prefer the facts and figures level.

2. Match your level of communication to theirs to maximize comfort. Matching levels is a fluid process. Just as we need to adjust production based upon customer demand; communication levels are adjusted based upon conversational demands. People generally shift to a lower level and a less risky one when the other person is not comfortable. Higher-level managers have two common data gathering/conclusion drawing styles.  These styles are especially important in the facts and figures level of communication.

· Bottom line first with supporting data following. Busy dominant managers often prefer the conclusion first. If they want supporting information they will ask for it.  “We need to reduce the budget by 3%. Here is a plan for your review”. 

· The second approach is the graduated data model. You supply graduated data leading up to a conclusion they must make. “I studied the turnover reports for the past 6 months. I studied the root causes for each shift. If we look at the data you will see that we are running 22% ahead of last year at this time. In addition, turnover is growing in the Northern region by 27%. Analytical types frequently prefer this style. The key to successful communications is to ask which approach the individual prefers before you present.
3. Learn when and how to move to a different level.

· Use self-disclosure statements. (“I sense”, “I think”, “I feel”, “I wish”). Usually when one person leads the way in self-disclosure the other person tends to follow. “I think we should discontinue the study. What do you think”?
· Ask strategic questions. “How are you feeling?” If they respond “Fine” You might try a self-disclosure statement “I sense you are anxious about the presentation to the legislature”.
· Solicit their thoughts and feelings. The best way to do this is to be a dynamic listener “I would like to hear how you feel  (or you think) about the presentation”.

· Solicit thoughts and feelings about expressing thoughts and feelings. Detached personality and dominant personality types may not want to share “feelings”. Here is one way around the problem. “It seems to me, you have a difficult time sharing feelings with me. Perhaps it is something I am doing and I am not aware of.”  You “own” the problem for the communication. “How do you feel about me asking you this?”  The person will probably feel safe responding to the last statement or they may respond “I think”. If they respond with “I think” do not continue to refer to feelings or you will alienate the person!
· Remember the higher the level of communication you are able to use, the better you relate to one another. However, there are times the lower levels are more appropriate. Let the other person’s actions and reactions guide you in level selection. The purpose of the meeting will also play a major role in level selection.
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 Tips on Level Shifting to Reduce Conflict
1. Be careful when shifting communication levels from the other person if they are in a higher position of power and control. There is a risk when you shift levels, be prepared to re-shift to a lower level if necessary. Level shifting, like dancing, requires one person to lead and the other to follow. People in power are not comfortable following someone else’s lead. They are more likely to challenge you.

2. Shift to the factual level when people are angry. Staying too long in feeling level allows for the fire of anger to feed on itself. Another good technique is to summarize the discussion and to create action plans. “So we both think the design change will reduce employee fatigue. Let’s study the various table heights to see which one minimizes shoulder strain”. 

3. Do not shift out of niceties level unless you are prepared for a more meaningful and longer exchange. 

4. Do not quickly shift out of thought or feelings if you are trying to build trust. Trust building needs a lot of feeling and core belief discussion.

5. Shift to feeling level when people are despondent, if you sense people are anxious, upset etc. Acknowledge your observation and ask a strategic question. “You seem upset to me, what is bothering you?”
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There is a conflict continuum. At one end people will argue over facts and figures. In the lunch room, people can get heated over whether Oscar Robertson had 12 blocked shots in a game or if the Viking ever won a Super Bowl. At the next stage of the continuum, people will have conflicts over methods (the way information is requested and presented). “I don’t have a problem with what he said it was the way he said it”. Personality clashes and core value conflicts are the final two stages of conflicts.  On the surface the conflict will often times look the same. Try to look at the conflict as an outsider. As an “outsider” trying to understand the conflict requires you to look beyond the argument and trying to identify the root cause which is often personality or core value related. Under the surface you may see a conflict that is not an abnormality or a glitch in a healthy relationship, it is the essence of the relationship. Core values and personalities do not change easily even when behaviors do. 

A Captain and a Lieutenant are arguing about ways to reduce time wasters by CO’s. The conflict is likely to become overt (out in the open) or it can be covert (hidden and shared with others but not the individual).  The person with the least power is the one most likely to make the conflict covert. In conflicts, the hardest and last skill to be acquired is the ability to see the problem from the other person’s perspective.

Kenny Rogers was right (who would ever think he would be a management guru). You do need to help mentees learn when to hold um, fold um, walk away and when to run. Unfortunately most people resolve conflicts the way they did as little kids They try intimidating, raising their voice, ignoring, avoiding and “whispering” to coworkers about what old Joe did. There are some healthier alternatives.

Strategies

1. Select a strategy based upon the other person’s personality. There are 4 personality types: dominant, analytical, nurturer and achiever. Dominants like to win. Analyticals like logic and order, facts and figures without emotion. Nurturers need to express feelings and make sure everyone is okay with the outcome. Achievers like 
status quo and hate change. Try to use a conflict resolution style that appeals to their personality.

2. Identify the source of the conflict. Is the cause of the conflict this specific situation? Would there be a conflict with this person even if the situation did not exist?  Maintenance has to stop working on preventative maintenance and attend to your project. The maintenance manager does not believe it is a worthwhile project and is reluctant to assign staff to work on the project. Normally there is no conflict. If the conflict is situationally specific, it is temporary and the conflict will be over soon. If it is a situation where the conflict is on-going then we will need to intervene and take action. 

3. Time deadline. No one likes to have his or her priorities moved around because of a “rush job”. Look at the due dates for all of projects and work backwards. If the installation must occur on the 19th, then final project inspection is due on the 17th, etc. Give the last person in the chain as much consideration as the first. The last person is accustomed to rush orders so being treated with extra consideration will reduce a lot of unnecessary conflict.

4. Role reversal. Mentally try to put yourself in their position. Anticipate their issues and concerns then offer alternative solutions before you need to deal with them.  “Joe, I tried to look at the project from your perspective and here is what I recommend. What do you think?” You clarify your view and then you verify you are correct.

5. Process versus substance. If the conflict is over the process “I don’t believe we should vote on the solution. As the facility manager I believe I am better informed about whether we should hire contractors to do the landscaping or if it is more cost effective to do it internally”. Resolve the process conflict first before moving to substance. “It seems you have a problem with group decision making on this issue. Where would you like to trim $10,000 from the budget”? If the conflict is over substance try to negotiate and trade. In a joint problem solving approach both sides need to feel they got something they wanted. If the conflict is win as much as you can, you will need to become more dominant and expect the tension to increase. In most organizations, this approach does not lead to long-term team effort. The mentee will need to increase their power source knowledge power (know more than the other individual), charismatic power (persuade and influence the person with grace and charm) positional power (project leader) etc. 
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What is Job Shadowing?
Job shadowing is a worksite experience during which a protégé spends time with a mentor observing daily activities and asking questions about their career and the workplace.

What is the purpose? Job shadowing helps accomplish the following:

· Begin to identify possible career interests

· Observe the daily routine 

· Gain an awareness of the academic, technical and personal skills required by particular jobs

What is the mentor’s role? As a job shadow mentor, do your regular daily work while talking about it.  Help them understand how your job fits into DOC by visiting other departments and describing how you work with other employees.

Following are some suggestions to consider when you act as a job shadow mentor:

· Be yourself.  The employee needs to see what the world of work is really like.  Take him or her on a brief tour of your area, and then do what you would do on an average day.  Throughout the day, explain the skills, responsibilities, education, and training required for the job.

· Engage in active learning.  THIS IS ESSENTIAL!!  If possible, let the employee do some interactive tasks related to your career.    

· Explain the important aspects of your job and how they relate to other jobs in the DOC.  Share insights about your job and how it fits in with the DOC as a whole.  Why is your work important?  How do other people influence your ability to do your job?  Bring up these subjects as you walk through different departments, take phone calls, or attend meetings.  

· Answer the questions as best you can.  Be frank when answering questions.  If a question makes you uncomfortable or is inappropriate, explain that you prefer not to answer.
· Ask Questions. Get them to reflect on the experience. Ask about the most and least interesting things they have discovered during their experience.

· Talking About Your Job. It is easy to get absorbed in your daily routine and lose sight of the many important ways your work relates to your co-workers, the community, and the world. The following questions are suggestions to help you. 

What is a typical day like for me?

What is a problem I have solved recently?

What technical skills do I need to do my job?

How did I learn the skills I use for my job?

How is my work interdependent with that of others in my location?

How will my job change in the next 10 years?

· Provide a Workplace Orientation. Conducting an orientation assures that everyone is aware of policies and safety issues that may affect them. 

· Give a Tour of the Workplace
· Make Staff Introductions
· Discuss Standards of Conduct Expected From Employees
Dress code
Work performance: productivity, work habits

Job Shadow Checklist
· Plan the Activity
What aspects of your job will the person observe?

How will they spend his/her time?

Will the employee be accompanying you on a tour of your organization?

Will other personnel be included?

What safety issues need to be addressed while on-site?

Make sure you are involved in a variety of activities (on event day) 

Arrange a back-up job shadow host in the event an emergency takes you away

· Make Arrangements
Make lunch arrangements, if appropriate.

Arrange parking, if needed.

Provide a map, directions, and parking instructions.

· Gather Materials
Collect copies of your job description, the organization’s brochure or other information

· Implement the Activity
Provide a worksite orientation 

Throughout event day, explain the skill responsibilities, education, and training required by your job.

Be yourself and paint a realistic picture of what you do on an average day.
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While all of these items may not pertain to you, the following reminders may help you in the planning process.

Pre-Event Planning:

​​___
Has a “back-up coordinator” been named in case something happens to the main contact at your work site?

___
Have support staff and others been informed of details?

___
Have lunch plans been confirmed and arrangements been made? 

___
Have staff members been informed/reminded of the dates, times and other details?

___
Have rooms been reserved?

___
Have tours been arranged?

___
Have I planned an orientation session?

___
Have I taken care of any parking issues?

___
Do I want to review their resume?  If so, did I request it?

___
Have I planned any hands-on experiences (VERY IMPORTANT!!)

Event-Day Planning:

___
Welcome and introduce.

___
Explain what they will see that day

Post Event-Day Planning:

___
Conduct debriefing session with employees.

MENTOR EVALUATION FORM

Location:__________________________________________

Mentor Name:_____________________________________________
Please complete this brief evaluation of your experience today and return a copy to Charles Dively so that we can continue to improve the program.

Please rate the following on a scale of 1 to 5 low to high.









(
     (
I was well prepared to be a mentor



1   2   3   4   5

I would be willing to do it again.



1   2   3   4   5

I would recommend job shadowing to other employees.
1   2   3   4   5

Briefly share one or more outstanding experiences that occurred at your site.  Continue on the back of this sheet if necessary.

____________________________________________________________
____________________________________________________________
Are there any program improvements that you could suggest?  If so, please explain.

____________________________________________________________
____________________________________________________________
Additional comments.

____________________________________________________________
____________________________________________________________
Other Resources
BOOKS:

Adair, John, The Skills of Leadership, New York: Nichols Publishing Co.

Barna, George, Turning Visions into Action, Ventura, CA: Regal Books

Bridges, William, Managing Transitions, Reading, MA: Addison-Wesley

Clutterbuck, David, Everyone Needs a Mentor: Fostering Talent at Work, London: IPM.

Covey, Stephen R., The 7 Habits of Highly Successful People, New York: Simon & Schuster

Principle Centered Leadership, New York: Simon & Schuster

Elliott, Charles W., Homer: The Odyssey, New York: P.F. Collier & Son 

Engstrom, Ted & Rohrer, Norman B., The Fine Art of Mentoring, Brentwood, TN: Wolgemuth & Hyatt

Gardner, John W., On Leadership, New York: The Free Press, 

Greenleaf, Robert K., Servant Leadership, New York: Paulist Press

Guterman, Mark, Coaching for Career Effectiveness, Union City: G & G Associates

Hendricks, Howard & William, As Iron Sharpens Iron: Building Character in a Mentoring Relationship, Chicago, IL: Moody Press

Huang, Al Chung-liang, Mentoring: The TAO of Giving and Receiving Wisdom, San Francisco, CA: Harper

Hyde, Douglas, Dedication and Leadership, South Bend, IN: Notre Dame University Press.

Jeruchim, Joan & Shapiro, Pat, Women, Mentors, and Success, New York: Ballantine Books

Kram, Kathy E., Mentoring at Work: Developmental Relationships in Organizational Life, Lanham, MD: University Press of America
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