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Mentoring training workshops

Training the trainers – Mentoring

Setting up a mentoring scheme

Supporting mentors
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Roles & Responsibilities

Mentoring Scheme Lead / Administrator

Mentor

Mentee
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Mentoring Scheme Standards

On HEE East of England mentoring website

Eligibility to participate

Information for mentees

Matching process

Training

Safety

Quality assurance
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• What is your aim/goal?

• What do you want to achieve

• Break down your goal..

Developing Your Vision
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Setting up a Mentoring Scheme 
– Step by Step
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Identify Your Team

• Expertise is important 

• Enthusiasm even more so 

• Define roles  

• Meet regularly 

• Deadlines and terms of involvement

• …as the scheme becomes stable and established 
start to plan succession planning
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The People 

• The Leads

• The Organisers

• Administration 

• Supervision – consultant/named senior for 
escalation/support
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Identify Target Mentees and 
Mentors

Decide who your mentees will be

Trainees vs grades vs location

Decide who your mentors will be

same speciality? Same profession? same organisation
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How will you recruit them?

• Identify how you are going to contact and recruit mentors

• Plan who you are targeting as mentees and how to contact 
them

• Mentor matching and contracts
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65.8%

54.0%

41.2%

71.7%

4.8%

A more senior trainee A consultant Geographically local In the same specialty In a different specialty

As a Mentee would you prefer 
a Mentor who is:

Trainee Forum Survey 2016/17
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Mentor person specification
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Attribute Essential Desirable

Mentor Training  Has completed a training course in 
mentoring

 Previous experience of 
mentoring (as a mentor or 
mentee)

Communication Skills  Consistently good communication skills
 Excellent active listening skills
 Ability to establish a rapport
 Able to sensitively challenge beliefs
 Able to summarise and reflect back to a 

mentee

 Able to recognise and manage 
resistance and conflict

Attitudes  Non-judgmental
 Non-directive
 Positive
 Supportive
 Honest
 Commitment to participate fully in the 

mentoring relationship



Mentor person specification
Attribute Essential Desirable

Recognition of limitations  Knows and follows confidentiality 
guidelines

 Knows limits of confidentiality and when 
and how to seek guidance

 Recognises when to refer Mentee on to 
other services

 Promotes self care
 Knowledge of other support 

services available to trainees 

Lifelong learning  A reflective approach to their own 
practice as a clinician and as a mentor

 A willingness to maintain and refresh 
their mentoring skills

 A desire to enhance own 
mentoring skills

 Able to engender reflective 
approach in others

 Role models personal 
development skills

Medical Knowledge  Knowledge of postgraduate medical 
training in the UK

 Knowledge of the specific 
healthcare context in which the 
Mentee works



Plan who to target as mentees

• Voluntary vs compulsory 
scheme

• Mentoring matching 
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Structure of Your Scheme 
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• Cohort intakes / pairing at any time?

• How many Mentees will a Mentor have?

• Duration of relationship

• Frequency of mentor – mentee meetings

• What happens when trainees move to another post?

• Consider the number of training workshops needed

• Will there be networking / social / sharing events?

• How will you communicate & interact as a group?
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Governance Framework

• Mentoring scheme standards

• Mentor and mentee application 
forms

• Mentee matching emails

• Person specification for mentor

• Mentor-mentee agreement: 
mutually accepted and signed
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• Register the scheme

• Scheme evaluation

• Mentoring feedback

• Mentoring annual report

Decide if copies be kept centrally



Why use an agreement?

– Confidentiality

– Commitment

• How often will you meet? Where? How?

– Respect

– Boundaries

– No-fault divorce
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Have processes in place for safety 
and supervision 

• Participants must be adequately supported 

• Supervision for mentors 

• Referral pathways for doctors in need should be clear 

• Programme coordinators should be readily available 
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Have processes in place for safety 
and supervision 

• Participants must be adequately supported 

• Supervision for mentors 

• Referral pathways for doctors in need should be clear 

• Programme coordinators should be readily available 
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How could your scheme deliver 
training? 

• Can people in your scheme deliver the training?

• Can your potential mentors travel to attend a course?

• Study leave / training time vs rota pressures
• Make use of the e-learning for health resources on mentoring 

https://www.e-lfh.org.uk/programmes/medical-mentoring/
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Processes for Matching

• Are places limited? 

• Mentee input into pairings preferable 

• Mentors should be independent of supervision and 
appraisal 

• ‘No fault’ divorce 

@NHS_HealthEdEng @eoementoring



Think about... 

• Sample mentoring matching email HEE website

• Contracting
• Who will be available for queries? 
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Have processes in place for safety 
and supervision 

• Participants must be adequately supported 

• Supervision for mentors 

• Referral pathways for doctors in need should be clear 

• Programme coordinators should be readily available 
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Launch

• Think about branding 

• Raise profile in advance 

• Would a launch event be useful? 
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Active Promotion

– In addition to the promotional material to reach 
your mentors and mentees

– Promote the scheme not just at onset, but to keep 
it active

– As well as initial launch event…consider whether 
requires repeat launch event annually at each 
‘changeover’ of mentees.
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Have processes in place for safety 
and supervision 

• Participants must be adequately supported 

• Supervision for mentors 

• Referral pathways for doctors in need should be clear 

• Programme coordinators should be readily available 

@NHS_HealthEdEng @eoementoring



What needs do you anticipate they will have?

@NHS_HealthEdEng @eoementoring

Supporting Your Mentors



Ongoing Training

• Identify gaps in skills
• Structured reflection
• Build a community of practice for formal individual 
accreditation 
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Have processes in place for safety 
and supervision 

• Participants must be adequately supported 

• Supervision for mentors 

• Referral pathways for doctors in need should be clear 

• Programme coordinators should be readily available 
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Evaluation and Quality Assurance 

• Collect feedback and make adjustments 

•   Who will collect feedback

• How often and when? 

• What format will feedback take place in?

• Electronic vs paper

• Anonymous?

• How will you evaluate if the scheme is meeting 
mentoring scheme standards outlined earlier
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Collect feedback
Important for sustaining and 
improving a scheme 

Support for mentors and 
mentees

• Identify and record which mentor-
mentoring contracts were completed

• Identify which were ended earlier than 
contracted; confirm no significant events 
occurred

• Support and encourage feedback from 
the Mentee
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• Support and encourage feedback 
and reflection from the Mentors

• Identify and address any ‘logistical’ 
and support issues raised.



What Next?

• How far are you along in the process?

• What needs to happen now to take your vision 
forward?

• What resources are available to help there?
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E-mail: mentoring.eoe@hee.nhs.uk
Website: 
www.heeoe.hee.nhs.uk/coaching_and_mentoring

Follow us at @eoementoring

@NHS_HealthEdEng @eoementoring




