
Appendix B 

Mentoring Guidelines 

Mentoring involves two people. The mentor, who has more experience, helps the mentee, a 
new volunteer, become comfortable in her or his new role.  

First Steps 

1. Get acquainted in person or by phone. 
2. Set expectations (availability, goals, preferred mode of contact). 
3. Discuss the committee’s role, how it operates, and the role of members in the 

committee. 

Meetings 

1. Before meetings, discuss the agenda and any background information. Mentors should 
encourage their mentee to speak up at the next meeting. 

2. After meetings, a quick debrief allows for discussion and feedback. 

Tips for Mentors 

What does it take to be a good mentor? What does a mentee want from you? 

1. Knowledge and experience: Your knowledge and experience benefit your mentee in 
their new role. 

2. Willingness to share: Your mentee counts on your enthusiasm for showing others what 
you already know. 

3. Availability: You likely are busy, but time is crucial for successful mentoring. 
4. Reaching out: Your mentee may be intimidated and reluctant to ask for help. Take time 

to check in and encourage questions. 
5. Patience and caring: Your mentee may need more time to learn and ask more questions 

than expected. Be patient and kind with your mentee. 
6. Support: Encourage your mentee, provide constructive feedback, and congratulate 

her/him when you notice your guidance is paying off. 
7. Forthcoming: If the relationship has issues, try to work them out together. If they are 

unresolvable, please contact Carmelina Santamaria, coordinator, volunteer services at 
613-236-8196 ext. 126. 

Tips for Mentees 

What does it take to be a good mentee? What does a mentor wish for? 

1. Willingness to learn: Your mentor has agreed to guide you but as a mentee you must 
accept that help! Ask questions. Speak up when you don’t understand. 

2. Initiative: Your mentor may take the lead and offer help. However, you may need to 
take initiative and reach out to your mentor. 

3. Respect: As a mentee, show respect for your mentor and be mindful of the time he or 
she takes for you. 



4. Gratitude: Like you, your mentor is a volunteer. Words of thanks show that you 
appreciate what your mentor does for you. 

5. Forthcoming: If the relationship has issues, try to work them out together. If they are 
unresolvable, please contact Carmelina Santamaria, coordinator, volunteer services at 
613-236-8196 ext. 126. 

A mentoring relationship is ultimately what the two people involved make of it—rewarding and 
helpful for both mentor and mentee. 
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