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OVERVIEW

To provide a mentorship program, follow these steps:

1. Define the objectives:
Determine the goals and objectives of the mentorship program. Clarify the purpose of the program, whether 
it’s career development, skills enhancement, knowledge transfer, or personal growth. Establish clear 
expectations for both mentors and mentees.

2. Identify mentors:
Identify potential mentors within your organisation or network who have the necessary experience, 
expertise, and willingness to mentor others. Look for individuals who exhibit strong leadership qualities, 
good communication skills, and a genuine interest in helping others succeed.

3. Recruit mentees:
Identify individuals who would benefit from mentorship and invite them to participate in the program. 
Consider their career aspirations, developmental needs, and compatibility with potential mentors. Encourage 
mentees to express their goals and expectations from the mentorship relationship.

4. Match mentors and mentees:
Pair mentors and mentees based on their goals, interests, and compatibility. Consider the mentees’ needs 
and the mentors’ areas of expertise to ensure a good match. Provide an opportunity for mentors and mentees 
to meet and establish rapport before formalising the mentorship relationship.

5. Set clear guidelines:
Develop guidelines and expectations for the mentorship program. Clearly define the roles and responsibilities 
of both mentors and mentees. Establish the frequency and duration of meetings, modes of communication, 
and confidentiality agreements. Ensure that both parties understand their commitments and the anticipated 
outcomes.
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6. Provide training and resources:
Offer training sessions or resources to mentors and mentees to equip them with the necessary skills and 
knowledge for an effective mentorship relationship. Provide guidance on effective communication, goal 
setting, feedback, and problem-solving. Encourage mentors and mentees to continuously learn and grow 
throughout the program.

7. Establish a structure:
Determine the structure of the mentorship program. Decide whether it will be a formal or informal program, 
the duration of the mentorship relationship, and the frequency of meetings. Consider implementing 
milestones or checkpoints to assess progress and provide support if needed.

8. Foster regular communication:
Encourage regular communication between mentors and mentees. Establish a schedule for meetings, 
either in person or virtually, and provide a platform for ongoing communication and sharing of resources. 
Encourage mentors to provide guidance, feedback, and support to mentees, while mentees should actively 
seek guidance and share progress with their mentors.

9. Monitor and evaluate:
Regularly monitor the progress of the mentorship program and collect feedback from mentors and mentees. 
Assess the effectiveness of the program in achieving its objectives and identify areas for improvement. Use 
this feedback to make necessary adjustments and refine the program for future iterations.

10. Recognise and celebrate successes:
Acknowledge and celebrate the achievements and successes of mentors and mentees within the mentorship 
program. Provide opportunities for mentors and mentees to share their experiences and lessons learned 
with others in the organization or community. Recognition and celebration foster a positive culture and 
encourage continued participation.

Remember, mentorship is a two-way relationship that requires commitment, trust, and open communication 
from both mentors and mentees. Creating a supportive and structured mentorship program can provide 
valuable guidance, growth, and development opportunities for mentees while allowing mentors to contribute 
to the growth and success of others.
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>>  CONTENT AREA 1: UNDERSTAND THE NATURE OF MENTORING

Understanding the nature of mentoring is crucial for establishing effective mentorship relationships and 
fostering meaningful development.

 Here are some key aspects to consider:

1. Relationship-based:
Mentoring is a relationship-based process where a more experienced or knowledgeable individual (the 
mentor) provides guidance, support, and knowledge to a less experienced individual (the mentee). The 
mentor serves as a trusted advisor, offering insights, sharing experiences, and helping the mentee navigate 
challenges and opportunities.

2. Development-focused:
Mentoring is focused on the development of the mentee. It aims to enhance the mentee’s skills, knowledge, 
competencies, and personal growth. The mentor provides guidance and resources to help the mentee 
achieve their goals and reach their full potential.

3. Two-way communication:
Effective mentoring involves open and two-way communication between the mentor and mentee. It is 
important for both parties to actively listen, share ideas, ask questions, and provide feedback. The mentee 
should feel comfortable expressing their needs, seeking advice, and discussing challenges, while the mentor 
should offer constructive feedback, guidance, and encouragement.

4. Supportive and nurturing:
Mentoring is a supportive and nurturing relationship. Mentors provide emotional support, encouragement, 
and motivation to mentees. They create a safe and trusting environment where mentees feel comfortable 
sharing their concerns, seeking guidance, and taking risks.
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5. Personalised and individualised:
Mentoring is tailored to the specific needs, goals, and aspirations of the mentee. Mentors should take 
the time to understand the mentee’s strengths, weaknesses, and developmental areas. They adapt their 
guidance and support to meet the unique needs of each mentee, recognising that different individuals may 
require different approaches.

6. Long-term and continuous:
Mentoring is not a one-time interaction but rather a long-term and continuous process. It involves regular 
meetings and ongoing support to facilitate the mentee’s growth and development over time. Mentoring 
relationships may evolve and change as the mentee progresses, and the mentor’s role may shift accordingly.

7. Mutual learning and growth:
Mentoring is not just about the mentor imparting knowledge and wisdom to the mentee. It is a mutually 
beneficial relationship where both parties learn and grow. Mentors can gain new perspectives, insights, 
and satisfaction from supporting the mentee’s development, while mentees can learn from the mentor’s 
experiences, expertise, and advice.

8. Confidentiality and trust:
Confidentiality and trust are fundamental in mentoring relationships. Mentees need to feel comfortable 
sharing personal and professional challenges without fear of judgment or repercussions. Mentors must 
maintain confidentiality and create a safe space for mentees to express themselves openly.

9. Empowerment and autonomy:
Mentoring aims to empower mentees by building their confidence, competence, and autonomy. Mentors 
encourage mentees to take ownership of their development, make decisions, and take proactive steps 
towards achieving their goals. They provide guidance and resources to help mentees build their skills and 
capabilities.

10. Positive role modelling:
Mentors serve as positive role models, exemplifying the values, behaviours, and qualities that the mentee 
aspires to develop. They demonstrate professionalism, integrity, and ethical conduct in their own lives and 
careers, inspiring mentees to follow suit.

Understanding the nature of mentoring helps establish clear expectations, foster effective communication, 
and create a supportive environment for mentees to grow and succeed. By recognising these key aspects, 
mentors and mentees can cultivate meaningful relationships that promote personal and professional 
development.

Top Tips

1.  Mentoring is a relationship-based support mechanism, the mentor serves as an experienced trusted 

advisor to a mentee who is committed to the mentoring programme.

2.  Mentoring is a supportive and nurturing relationship. Mentors provide emotional support, 

encouragement, and motivation to mentees.

3. Mentoring is tailored to the specific needs, goals, and aspirations of the mentee.

4. Mentoring is not a one-time interaction but rather a long-term and continuous process.

5. Ensure your mentoring programme is ‘fit for purpose’ for women sport officials.
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>>  CONTENT AREA 2: IDENTIFY AND TRAIN MENTORS

Identifying and training mentors is a crucial step in establishing a successful mentoring program. 

 Here are some steps to identify and train mentors effectively:

1. Define mentor criteria:
Determine the qualities, skills, and experience you are seeking in mentors. Consider factors such as expertise 
in the relevant field, good communication and listening skills, empathy, willingness to support and guide 
others, and a positive attitude. Having clear mentor criteria helps in selecting suitable candidates.

2. Seek recommendations:
Ask for recommendations from within your organisation or community. Talk to supervisors, colleagues, 
and other trusted individuals who can suggest potential mentors based on their knowledge, experience, 
and reputation. Recommendations can help identify individuals who have a track record of supporting and 
guiding others effectively.

3. Promote the mentorship program:
Publicise the mentorship program within your organisation or community. Use various communication 
channels, such as email newsletters, bulletin boards, social media, or staff meetings, to inform people about 
the program and invite them to participate as mentors. Create a compelling message that highlights the 
benefits and importance of mentoring.

4. Call for applications:
Open a formal application process for individuals interested in becoming mentors. Collect applications that 
include relevant information, such as their background, experience, motivation for mentoring, and any 
previous mentoring or coaching experience. This step allows interested individuals to express their interest 
and commitment to the mentorship program.

5. Assess applications:
Review the mentor applications based on the defined criteria and desired knowledge and experience. 
Consider factors such as their experience, expertise, compatibility with the mentee population, and their 
motivation and willingness to invest time and effort in the mentorship program. Select candidates who align 
with the program’s objectives and requirements.

6. Conduct interviews:
Conduct interviews with the shortlisted mentor candidates to further assess their suitability for the role. 
Ask questions related to their mentoring approach, previous experiences, problem-solving abilities, and 
commitment to the program. Interviews provide an opportunity to gauge their communication skills and 
interpersonal dynamics.

7. Provide mentor training:
Once mentors are selected, provide them with comprehensive training to equip them with the necessary 
skills and knowledge for effective mentoring. Training should cover topics such as active listening, effective 
communication, setting goals, providing constructive feedback, addressing challenges, and maintaining 
boundaries. Tailor the training to the specific needs and goals of the mentorship program.
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8. Offer ongoing support:
Provide ongoing support to mentors throughout their mentoring journey. Offer resources, materials, and 
tools that can assist them in their mentoring relationships. Facilitate mentor networking events or support 
groups where mentors can share experiences, seek advice, and learn from one another. Regular check-ins 
and feedback sessions can help mentors reflect on their progress and address any challenges.

9. Evaluate mentor performance:
Regularly evaluate mentor performance to ensure they are meeting the expectations of the mentorship 
program. Seek feedback from mentees, observe interactions, and assess the outcomes of the mentoring 
relationships. Provide mentors with constructive feedback and offer opportunities for further growth and 
development.

10. Recognise and celebrate mentors:
Acknowledge and celebrate the contributions of mentors within the mentorship program. Recognise their 
efforts and impact on the mentees’ development. Consider hosting mentor appreciation events, offering 
certificates or awards, or highlighting success stories to inspire and motivate mentors.

By following these steps, you can effectively identify and train mentors who are well-suited to support and 
guide mentees in your mentorship program. Investing in mentor selection and training ensures that mentors 
are prepared and equipped to provide valuable guidance and support to their mentees.

Top Tips

1. Determine the qualities, skills, and experience you are seeking in mentors.

2. Ask for recommendations from within your sport organisation or community.

3. Open a formal application process for individuals interested in becoming mentors.

4. Review the mentor applications based on the defined criteria and desired knowledge and experience.

5.  Once mentors are selected, provide them with comprehensive training to equip them with the necessary 

skills and knowledge for effective mentoring.
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>>  CONTENT AREA 3: EFFECTIVE PLACEMENT OF MENTORS AND MENTEES

Effectively placing mentors and mentees is crucial for creating successful and productive mentoring 
relationships. 

 Here are some steps to help you in the process:

1. Assess mentee needs:
Begin by assessing the needs, goals, and expectations of the mentees. Understand what specific areas they 
want to develop, the skills or knowledge they are seeking, and the challenges they are facing. This information 
will guide you in matching them with mentors who possess the relevant expertise and experience.

2. Identify mentor strengths:
Evaluate the strengths, skills, and experience of potential mentors. Consider their areas of expertise, industry 
knowledge, leadership qualities, and personal attributes. Look for mentors who align with the mentees’ 
needs and have the ability to guide and support them effectively.

3. Consider compatibility:
Look for compatibility between mentors and mentees. Consider factors such as personality traits, 
communication styles, work preferences, and values. While some differences can be beneficial for growth, 
ensure there is a basic level of rapport and a foundation for effective communication and understanding.

4. Seek input from mentees:
Involve mentees in the placement process by allowing them to provide input on their preferred mentor 
attributes or specific mentor preferences. Consider their input when making final placement decisions. This 
involvement helps to increase mentees’ ownership and satisfaction with the mentoring relationship.
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5. Conduct mentor-mentee interviews:
Facilitate interviews or meetings between potential mentors and mentees. This allows them to interact, 
share expectations, and gauge their compatibility. Encourage open and honest communication during these 
meetings to ensure that both parties feel comfortable and have a clear understanding of each other’s goals 
and expectations.

6. Consider developmental opportunities:
Consider the developmental opportunities that each mentoring pairing can offer. Match mentees with 
mentors who can provide the necessary guidance, support, and exposure to help mentees achieve their 
goals. Look for mentors who can challenge and stretch mentees’ capabilities while also providing a supportive 
environment.

7. Establish clear expectations:
Once the mentor-mentee pairs are formed, ensure that clear expectations are established. Facilitate a 
discussion between mentors and mentees to define their goals, objectives, and desired outcomes from the 
mentoring relationship. Clarify the frequency and mode of communication, duration of the relationship, and 
any specific guidelines or expectations.

8. Monitor and assess progress:
Regularly monitor and assess the progress of the mentoring relationships. Maintain open lines of 
communication with both mentors and mentees to understand how the relationship is evolving, address 
any issues or challenges, and provide support if needed. Regular check-ins help ensure the effectiveness and 
satisfaction of the mentoring pairs.

9. Provide ongoing support:
Offer ongoing support to both mentors and mentees throughout the mentoring relationship. Provide 
resources, training, or guidance as needed. Be available to address any questions or concerns and offer 
assistance in navigating any challenges that may arise.

10. Allow flexibility:
Recognise that mentoring relationships can evolve and change over time. Allow for flexibility in the placements 
and be open to revisiting the pairings if necessary. Some mentoring relationships may require adjustments 
based on the mentees’ evolving needs or if compatibility issues arise.

Remember, the success of a mentoring relationship depends on the alignment of mentor and mentee goals, 
effective communication, and a supportive and compatible pairing. By considering the needs, strengths, 
compatibility, and developmental opportunities, you can effectively place mentors and mentees for a fruitful 
mentoring experience.

Top Tips

1.  Ensure you begin your placement selection by assessing the needs, goals, and expectations of the 

mentees.

2.  Look for compatibility between mentors and mentees. Consider factors such as personality traits, 

communication styles, work preferences, and values.

3.  Involve mentees in the placement process by allowing them to provide input on their preferred mentor 

attributes or specific mentor preferences.

4. Once the mentor-mentee pairs are formed, ensure that clear expectations are established.

5. Regularly monitor and assess the progress of the mentoring relationships.
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>>  CONTENT AREA 4: IMPLEMENT AND REVIEW A VOLUNTEER MENTORING SCHEME

Implementing and reviewing a volunteer mentoring scheme requires careful planning and evaluation. 

 Here are some tips to help you:

1. Clearly define the objectives:
Clearly define the objectives of the mentoring scheme. Determine what you aim to achieve through the 
program, whether it’s skill development, knowledge transfer, career guidance, or personal growth. Clear 
objectives will guide the implementation and evaluation process.

2. Establish program guidelines:
Develop programme guidelines that outline the roles and responsibilities of mentors, mentees, and program 
coordinators. Specify the expectations, duration of the program, communication methods, and any relevant 
policies or procedures. Ensure all participants have a clear understanding of the program’s structure and 
guidelines.

3. Recruit and select mentors:
Advertise the mentoring program and actively recruit volunteers who are willing to serve as mentors. Develop 
a selection process to assess potential mentors’ qualifications, experience, and suitability for the program. 
Consider their expertise, interpersonal skills, and commitment to mentoring.
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4. Train mentors:
Provide comprehensive training to mentors to equip them with the necessary skills and knowledge to be 
effective mentors. Training should cover topics such as active listening, effective communication, goal 
setting, providing constructive feedback, and handling challenges. Offer resources, mentoring techniques, 
and ongoing support to mentors throughout the program.

5. Match mentors and mentees:
Carefully match mentors with mentees based on their goals, interests, and compatibility. Consider the 
mentees’ needs and the mentors’ areas of expertise to ensure a good fit. Facilitate an introductory meeting 
or orientation session to allow mentors and mentees to establish rapport and discuss their expectations.

6. Facilitate regular communication:
Encourage regular communication between mentors and mentees. Provide a platform for mentors and 
mentees to connect and schedule regular meetings. Support ongoing communication and encourage 
mentors to provide guidance, feedback, and support to their mentees.

7. Monitor progress and provide support:
Regularly monitor the progress of the mentoring relationships. Offer support and guidance to mentors and 
mentees as needed. Address any challenges or issues that arise and provide resources or assistance to 
overcome obstacles. Maintain open lines of communication to ensure the success of the program.

8. Collect feedback and evaluate:
Regularly collect feedback from mentors and mentees to evaluate the program’s effectiveness. Use surveys, 
interviews, or feedback forms to gather insights and suggestions for improvement. Assess the achievement 
of program objectives, participant satisfaction, and areas of success or areas that need attention.

9. Recognise and celebrate successes:
Acknowledge and celebrate the successes and achievements of mentors, mentees, and the overall mentoring 
scheme. Highlight success stories, share testimonials, and publicly recognise the contributions of mentors. 
Celebrate milestones and showcase the positive impact of the program to inspire continued participation.

10. Continuously improve:
Based on the feedback and evaluation, identify areas for improvement and make necessary adjustments to 
the mentoring scheme. Implement changes to enhance the program’s effectiveness, address any challenges, 
and align with the evolving needs of participants. Embrace a continuous improvement mindset to ensure the 
program remains relevant and impactful.

Implementing and reviewing a volunteer mentoring scheme requires ongoing dedication and a commitment 
to supporting the growth and development of participants. By following these tips, you can establish a 
successful mentoring program and continuously enhance its impact over time.

Top Tips

1. Clearly define the objectives of the mentoring scheme and the proposed development areas.

2.  Develop program guidelines that outline the roles and responsibilities of mentors, mentees, and 

program coordinators.

3.  Provide comprehensive training to mentors to equip them with the necessary skills and knowledge to 

be effective mentors.

4. Carefully match mentors with mentees based on their goals, interests, and compatibility.

5. Regularly collect feedback from mentors and mentees to evaluate the program’s effectiveness.
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