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About the UKRC

The UKRC, launched in September 2004 by the UK Government, is a leading gender equality 
organisation in the science, engineering and technology areas (SET) and aims to improve the 
participation and progression of women and girls in these areas.  

The UKRC’s mission is to provide accessible, high quality information and consultancy services to 
industry, academia, professional institutes, research councils and education.  More information on our 
work can be found on our website, www.theukrc.org

We also run the long established WISE Campaign which works with industry and education to inspire 
girls and attract them into science, technology, engineering and mathematics (STEM) studies and 
careers.  The WISE Campaign has developed a range of resources to inspire and inform girls and 
young women, and their teachers, parents and other advisers. We have experience of working 
with employers to help them set up successful outreach days and work experience packages. We 
have expertise in communications, engagement and challenging stereotypes. We welcome positive 
collaborations with a wide range of organisations and institutions committed to building gender 
equality in STEM.

The National Apprenticeship Project
In December 2010 the UKRC successfully bid for funds through the Diversity in Apprenticeships 
project, part of the National Apprenticeship Service.  The model used looked at sustainable ways to 
embed learning and make policy changes to increase the attraction, recruitment and progression of 
women into energy sector apprenticeships in engineering. 

The energy sector has been chosen because it is an industry which will be affected by the changing 
demographic of an ageing workforce. These potential skills shortages will become critical in the 
coming years as the programme to further develop national infrastructure in energy generation 
progresses.  Also, the UKRC already has working relationships with key companies such as E.ON, 
British Gas, National Grid, Drax and Lomax Training Limited who are keen to address under 
representation of women in apprenticeships.  The UKRC works closely with Sector Skills Councils, 
looking at improving the image of traditionally male dominated sectors, including renewable energy.  
The Advisory Group included The National Skills Academy of Power, The National Skills Academy of 
Environmental Technologies, The National Skills Academy of Nuclear, Cogent, and the Health & Safety 
Laboratory.

This mentoring module and manual are part of the support packages designed to support new 
apprentices as they start their career.  Mentoring can also be useful in other stages of your career so 
the learning you gain from this module can also be used throughout your working and personal life.
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Mentoring
Our mentoring programmes aim to inspire and support apprentices throughout their training period.  
Through mentoring programmes we aim to provide motivation, increase confidence and provide role 
models, encouraging networking and increasing retention.

This Manual
This manual will help you to find out more about what mentoring is, how it can help you, and how to 
get the most from your mentoring relationship.  It can be used on it’s own, or as a paper version of the 
online mentoring module found at www.theukrc.org/apprenticeships You can use this manual to refer to 
as you move through your mentoring relationship, as a useful reminder at each stage, and there are a 
number of useful forms that you can copy and use to record information and progress.

In the first few weeks of your apprenticeship, your new employer might offer you a mentor to help 
you settle in and to support you in getting the most from your learning.  This mentoring relationship 
may last from a few months or to the end of your apprenticeship.

What is Mentoring?
Mentoring is a widely recognised word and is used in many areas from school, to setting out in your 
working life, to progressing through your career, as well as for personal reasons.

You may well already have been in either a formal or informal mentoring relationship, and to get 
you thinking about mentoring, we would like to start by asking what you understand by the word 
‘mentoring’. Please write in the box below, words you would use to describe mentoring.

Exercise One
What I think mentoring is;
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Exercise Two
Looking through the following descriptions of what mentoring may or may not be, place them under 
the three appropriate headings.

In a group
Telling the mentee  
what to do

One to one Based on respect

Sharing ideas and 
experience

Getting someone a 
better job

A way of helping  
people overcome 
barriers at work

Confidential

Giving advice
Taking responsibility 
for someone else’s 
problems

Listening

What mentoring is;

What mentoring can be;

What mentoring is not;
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There are numerous definitions and descriptions of mentoring and you may have written some 
of the following in your answer to exercise one.  Every mentoring expert has written a slightly 
different version, but the majority of them have used words such as “support”, “realising potential” 
or “learning”. Mentoring is described as an effective way to provide extra encouragement, support 
and motivation to someone who wants to succeed.   These are some of the best-known definitions of 
mentoring: 

David Clutterbuck and David Megginson define mentoring as:

“Off – line help by one person to another in making significant transitions in knowledge,  
work or thinking”.

Eric Parlsoe states that mentoring is: 

“To support and encourage people to manage their own learning in order that they may  
maximise their potential, develop their skills, improve their performance and become the  
person they want to be.”

A mentor is “Someone who can listen, give support and encourage – a professional friend”

This clearly shows that the mentee, i.e. you, wish to develop yourself, to move forward in your career.  
It is a rare occurrence when someone offers to give their time and experience on a one-to-one basis to 
help you explore your learning needs and develop action plans to help you develop, so make the most 
of this opportunity.

Answers to Exercise two

Mentoring is: Mentoring can be: Mentoring is NOT:

Giving advice In a group Getting someone a better job

Listening One to one
Taking responsibility for someone 
else’s problems

Sharing ideas  
and experience

A way of helping people 
overcome barriers at work

Telling the mentee what to do

Confidential

Based on respect
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Exercise Three
Think back over your life to date.  Who have you known who has inspired you?  A teacher, relative, 
friend, colleague or manager?  Think about what impact this person had on you.  What were the 
characteristics of these ‘unofficial’ mentors?

Write in your own memories of the impact and characteristics of these  
unofficial mentors here.

When you were being helped by someone, which of your own characteristics helped you learn?

My characteristics which helped me learn were;
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You probably included some of the following qualities that are often seen in good mentors and 
mentees.

Good mentor qualities Good mentee qualities

Good listeners Good listeners

Empathetic Willing to be challenged

Encouraging Wanting to develop

Positive Willing to talk openly

Role models Open to new ideas

Gave me confidence Happy to accept feedback

Non-judgemental

The benefits of having a mentor
People normally want a mentor because they want to develop or they want something in their life 
to change.  They may want to improve their performance at study or work, make important career 
decisions or just become better informed about an industry or a company.

Your employer is providing you with a mentor to help you succeed in your new career, to find out 
more about the organisation you work in, and to help you find your feet.

Mentee quote – “The mentoring has had the greatest impact in terms of giving me  
 the opportunity to consider how I want to develop myself, and supporting me in doing  
 this through discussion and review.”

Other benefits reported by mentees include:

• An increase in confidence and motivation

•  Support through ‘difficult times’ such as being new to the company, examinations  
 and assessments.

•  Development of skills such as setting objectives, listening and planning

•  Access to a sounding board for testing out new ideas or thoughts

You can probably think of others more personal to you and if you think of any, jot them down  
on the next page as a reminder.
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Exercise Four
Benefits I might get from mentoring:

Mentor roles and responsibilities
In simple terms, the role of a mentor is one of support to the mentee.  The mentor will listen and 
give guidance and advice when it is requested.   The mentee is responsible for their own learning and 
development and for ensuring that they set the direction of the mentoring relationship where ever 
possible, in discussion with the mentor.  

A mentor can act in several different roles within the mentoring relationship, using these roles to 
get the most benefit for their mentee.  Here are the main roles a mentor could take throughout the 
mentoring relationship.

Mentor Role Actions

Acting as a sounding board for the 
mentees ideas and fears

The mentor should not judge, but listen and ask 
appropriate questions to allow the mentee to 
explore the situation in full. 

Being a role model to the mentee

Sharing their own experiences.  Being someone 
who has reached the stage the mentee would 
like to be in i.e. a certain career stage, being able 
to apply certain behaviours appropriately i.e. 
assertiveness.  

Offering advice

The mentor may suggest a certain route to take 
and the mentee will take it on board, but make 
their own decision.  It may well be that they do 
not take the advised route as it is not right for 
them, and both mentor and mentee should be 
sufficiently comfortable within the mentoring 
relationship for this to happen.
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Helping to network

Passing their networking skills on to the mentee 
to help them become connected within the 
industry.  They may also introduce the mentee 
to others, or signpost them to the appropriate 
people and resources.

Being a champion for the mentee
The mentor may actively look out for 
opportunities and inform their mentee of  
any they see which are suitable.

Acting as an ambassador
Highlighting the values and positives of their 
organisation or industry.

The mentee also has corresponding responsibilities, especially in this type of developmental 
mentoring where relationships are driven by the mentee, rather than by the mentor.  We suggest the 
following mentee responsibilities:

As a mentee I should:

• commit to the mentoring relationship, and both of us should show respect to each other

• make the most of the opportunity as the mentor has volunteered to support me in  
 my development

• decide what I need from the mentoring relationship by setting one or more goals as the  
 focus of our mentoring relationship

• be sincere, open, honest and receptive to mentor input
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Skills for Effective Mentoring
Communication Skills

If your mentoring relationship involves face to face contact you need to think about your body 
language and posture.  It is important that your mentor knows that you are giving your full attention.

We can show someone we are giving them our full attention …..

• by not interrupting 

• by obviously listening rather than being preoccupied with something else

• by using a wide range of non-verbal skills or body language

• making eye-contact 

• by using body position - a relaxed posture encourages a relaxed atmosphere

• by using facial expression – your expression should reflect what is being said, not what  
 you may be thinking, e.g. a look of shock could act as a barrier to continuing talking

• by nodding and smiling - indicate agreement and understanding

• by allowing silence - shows patience and gives thinking time

Electronic Communication
If your mentoring relationship involves some communication by electronic media, this can provide 
useful flexibility, thinking time, and a record of your discussion.  However, you need to be aware that 
lack of visual clues can sometimes cause messages to be misinterpreted.

Remember that:

• TYPING IN CAPS seems like you are shouting

• Sarcasm or jokes can be misconstrued, especially if you do not know your mentor very well

• It is useful at the outset to agree a normal response time e.g. “we will normally respond to each 
 other’s emails within 5 days of receipt”

• If an email arrives when you are really busy or preoccupied, send a quick reply to say that you will 
 respond fully soon.

• If sending a long or complicated email, place it in your draft box overnight and reread it before 
 sending to check that your message is clear.

• Make sure that confidential emails are stored safely and that no one else can read them.

• Write emails in full English rather than in text language as your mentor might not 
 understand what you are saying.
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Questioning
Whether face-to-face, or by the occasional use of email, you will need to exercise your questioning skills.  
Questions are key to getting to know each other and building rapport, to ensuring that you both understand 
the direction of the mentoring relationship through goal setting, and for exploring understanding and new 
directions.  For the mentor they can be used to guide you, the mentee, to reach your own conclusions,  
and you will find them important in finding out more about the mentor’s experiences and ideas, and  
the organisation.

Different Types of Questions to Consider
Open Questions

These generally begin with, ‘How?’ or ‘What?’ ‘or ‘Who?’ or ‘Why?’. They require an answer other than ‘Yes’ 
or ‘No’.  They may be used to gain information (what has happened as a result?), explore thoughts, feelings, 
attitudes and opinions (what were you hoping to achieve? And how do you feel about it?) or to consider 
hypothetical situations (how might you deal with?).  They are also useful in getting a conversation flowing 
and setting the speaker at ease.

For example, when finding out about a person or exploring a situation, the following questions might be 
useful:

But what about other types of questioning?

Closed Questions
These questions invite a ‘Yes’ or ‘No’ answer and may be helpful in terms of encouraging someone to make a 
decision, express a firm opinion or in seeking clarification.

Many people believe they are asking ‘open questions’ when in fact they are asking complicated ‘closed 
questions’.  For example:

Q:  ‘Have you thought about the consequences for you and your family of leaving this job?’
A:  ‘Yes I have.’

Repeated use of ‘closed questions’ may result in the other person saying less and less and feeling pressured 
to ask more and more questions to keep the dialogue going.

 

How are 
you? 

 

What have you been 
doing since we last 
met? 

 

Have you 
been 

watching…? 

 

How’s 
work? 

How are  
you?

What have you been 
doing since we last met?

What have you 
covered in training 

this month?

How’s  
work?
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Objective Setting
In an on-going mentoring relationship over several months, it can be useful to set down some 
objectives which define what you would like to achieve in your relationship.  Your employer might 
have given you some required objectives to gain your apprenticeship, but you might also have others, 
which will provide focus for your discussions and a sense of purpose and direction.  If you have more 
than one objective, you might also need to prioritise them.

Objectives might include:

• Increased knowledge in particular areas of the training, or your organisation

• Increasing specific skills

• Making important decisions

• Increasing confidence

You will need to check that any objectives set are:

• Clear: you should be clear about what you aim to achieve.  A good test would be to ask yourself 
whether somebody else would understand what you mean without any further explanation or 
elaboration.

• Realistic: you should ask yourself whether the change that you want to make is, in theory, 
possible given your current workload and within the time span of the current mentoring 
relationship.  Are you prepared to accept the costs involved in making the proposed change.

• Measurable: ask yourself the question ‘How will I know when I have achieved this target?’  What 
would I be doing and saying that would be different?  What would other people notice and say 
about me?

• Have a deadline: you should think about when you will achieve your aims.  Can you specify a date 
and time by which you should reach your targets?  If your objective is long term break it down 
into milestones.
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An example of a clear goal 
    

Clear
I want to be able to use Microsoft Front Page and Access in  
my day-to-day work

Measurable

I will have achieved this when I am able to update my 
department’s webpage without supervision and when I have 
used Access to set up and maintain a database of departmental 
contacts

Realistic
I will attend the courses in June and July as my workload is 
normally lighter in these months

Have a deadline
I will have achieved the items listed in “Measureable”  
by the end of September

If you are unclear of your goals, a useful way of thinking about them is to work through the following 
quadrant.  You might wish to work through this on your own before your next mentoring meeting, and 
then discuss with your mentor, or work through together within the mentoring meeting.  It may take a 
couple of meetings to clearly define the goals.  
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Exercise Five

Knowing yourself

What are you really good at?  
What do you enjoy?

Where would you  
like to improve?

Where would you like to be  
in 3 year’s time?

What would help you  
achieve your goals?
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Exercise Six

My 1st goal is….

My 2nd goal is….

My 3rd goal is….

My goals are… (as checked)

Clear 

Realistic

Measurable

Have deadlines
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Boundaries
Mentors and mentees need to be aware of their own limitations and where they need to set 
boundaries beyond which, they realise, they do not want to take the relationship.  Inevitably, 
boundaries are very personal things and people differ in what they are able/willing to share with 
another, and in what behaviours they consider acceptable. Having identified your own boundaries, 
you need to discuss these important areas with each other and come to an agreement about the focus 
for mentoring, and more particularly, what it will not include.

These questions might help you consider your own boundaries:

Exercise Seven
Boundaries for the mentoring relationship – some individual thinking…

Consider what your own boundaries are. 
What topics/practices are outside your own boundaries?

 

Are you 
happy to use 
a work email 

address?  

 

Am I willing to talk about 
personal issues which 
affect work and study? 



18   Apprenticeship Mentoring



1918   Apprenticeship Mentoring

The Mentoring Contract
A simple mentoring contract is a useful way of building a solid and clear foundation to the 
relationship.  It is a place to record the ‘rules’ by which you will operate and set out what each party 
expects of the other.  You should take the contract pro-forma with you to your first meeting and 
discuss each item on it with your mentor.  You should then keep it in a safe place and refer to it 
regularly as your relationship develops.  A pro-forma contract is provided below if your organisation 
has not already provided you with one. It prompts you to discuss, reach agreement and record your 
decisions in the following areas: 

• your objectives
• reviewing progress
• how to contact each other
• boundaries and confidentiality – how confidential are your discussions?

Mentoring Contract Pro-forma
We agree to:

• Respect the development aims of this mentoring relationships
• Review our progress regularly against our objectives/plan

Our plan is to meet/ respond to email within what timescales:

Abide by the confidentiality rules we choose, which are:

Agree on some objectives or an action plan for the mentoring relationship. These are:

Our contact information is as follows (remember to note when you are NOT available also):

Mentor:

Mentee:

Date: Date:
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How to keep your mentoring going
A few thoughts….
Some mentoring relationships become established quickly and others take longer to develop.  Some 
mentees and mentors like to explore personal issues amongst the work ones, and others are happier 
exchanging just career and study information.

Here are some tips to help keep you going

• always prepare for meetings and take time writing emails

• ask challenging questions of each other

• if you have objectives, keep referring back to them, ticking them off when they are achieved. 

• Maintain contact with each other on a fairly regular basis – every 6-8 weeks helps give a  
 feeling if continuity and keeps things on track.

Recording Progress for Mentees
In order to get the most out of your relationship and your meetings/email communications with 
each other, it is a good idea to review your progress in preparation for the meeting/email/telephone 
conversation.  Keeping a Progress Record throughout the mentoring relationship will be an invaluable 
part of your learning and development and will also help you keep track of your progress towards your 
objectives.

It is not easy to keep records of this type and it will require a large amount of self-discipline.  You are 
more likely to continue with your record if you write very brief comments soon after the experience.  
You are the only one who is going to read it, so do not feel self-conscious about what you are writing.  

The main purpose and benefits of a Mentoring Progress record are:

•	 to record what you have covered in your meeting/email/conversation and reflect on  
 how effective it was

•	 to help you to track your progress towards your objectives

•	 to provide a record and therefore evidence of your achievement / proof of learning  
 (for myself, or for others, e.g. training,  job promotion)

A pro-forma for recording progress is suggested overleaf.   
Or you may wish to design your own.
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Mentoring Progress Record
Complete after each meeting, telephone conversation or batch of emails.

Date dialogue took place 

Which topics were covered?

How do these relate to  
my objectives?

What was concluded?

What action was agreed 
(include any deadlines)?

By mentor?

By mentee?

Date and location (if face to 
face) of next dialogue

Items for next Agenda
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Try this quick quiz to see how much you remember!

Question 1

Which ONE of the following statements is true?

1. A good mentor listens and encourages

2. A good mentor sets demanding objectives for their mentee

3. Mentors should always be older than the person they are mentoring

5. A mentor’s main task is to reveal and correct your faults

Question 2

Which TWO of the following qualities should a good mentor have?

1. A very strong personality

2. Be a good role model

3. Have firm ideas about what a mentee should be achieving

4. Have the ability to listen and encourage

Question 3

Identify the TWO open questions from the list below.

1. Do you think you made the right decision?

2. How are you feeling?

3. Have you applied for that promotion?

4. Did you pass your exam?

5. What are your plans for the future?

Question 4

Is the following statement True or False?

“Mentors should treat the content of their mentoring dialogues with respect and confidentiality.   
For mentees this is less important.”

Question 5

Is the following statement True or False?

“Mentors should set objectives for their mentees to work towards.”

Question 6

Is the following statement True or False?

“You have to have a degree to be a mentor.”
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Quiz Answers

Question 1  - 1. A good mentor listens and encourages

Question 2  - 2. Be a good role model & 4.Have the ability to listen and encourage

Question 3  - 2. How are you feeling? &  5. What are your plans for the future?

Question 4 - False.  Confidentiality in mentoring relationships is essential for both parties.

Question 5 -  False.  Mentors and mentees should AGREE objectives together.

Question 6 - False


