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“Every great achiever is inspired 
by a great mentor.” 

-Lailah Gifty Akita
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AGENDA

Program Overview and Structure

Mentorship Sessions

Making the Most of the Relationship 

Resources
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MARCH

APRIL – JULY

• 1st meeting with Mentor

• Monthly meet-ups with mentor

• Program coordinator check with mentor 

and mentee (as needed)

AUGUST – OCTOBER

• Monthly meet-ups with mentor

• Mentorship program 6th month check-in 

with mentor and mentee

NOVEMBER  – FEBRUARY (next 

year)

PROGRAM TIMELINE
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• Mentor/Mentee Training

• Mentorship Program Kick-Off
• Monthly meet-ups with mentor

• Program coordinator check with mentor 

and mentee (as needed)

MARCH (next year)

• Mentorship program annual event / 

matching of new participants

• Rematching as needed for new current 

participants

• Exit survey or calls with those not 

continuing
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PROGRAM
STRUCTURE

Mentees will  be matched with Mentors based on 3 levels of experience

▪ Established Member: 25+ years

▪ Mid-level Member: on average 10-15 years

▪ Emerging Members: less than 10 years

Meeting Frequency: monthly

Meeting Time: 60 to 90 minutes

Duration of Program: 12 months

Mentorship Program Format

▪ One-on-One Mentoring

• The benefits of one-on-one allows for a deeper connection between two 

people, the ability to talk about more personal issues, and a chance to build a 

lasting relationship that continues beyond the structured format of the 

program.
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MENTORSHIP 
SCREENING, 
MATCHING & 
SUPPORT

Program will be overseen by Program Coordinators - members of the SEAOSC 

Mentorship Committee

Role of Program Coordinators

▪ All mentors and mentees will submit survey applications (completed)

▪ Review requests from mentors and mentees (in progress)

▪ Create and maintain resources

Support

▪ Monthly check-ins with mentors for first 3 months to receive feedback on the match

▪ 6th Month Mentor-Mentee Group Check-ins 

▪ Provide support for any issues or challenges that arise
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MENTORSHIP SESSION MEETING MAP

Warm Up
5-10 mins

Setting 
Today’s Topics

5 mins

Discussion
30-45 mins

Next Mtg / 
Action Items

5-10 mins

Evaluation/
Conclusion

5 mins
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MENTEE 
SESSION STEPS

▪ 1 Week Before - Prepare meeting topics
▪ 3 to 7 Days Before- Reach out to Mentor to let them 

know what you would like to discuss
○ Prepare pre-session form (option)
○ Choose topic guide (option)

▪ Day Before - Confirm meeting time and location with 
mentor

▪ Beginning of Session- Give an update/ refresher on 
action items for previous session

▪ End of Session- Plan next meeting (Consider holding 
a mentorship session at a SEAOSC event)
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What do you generally hope to get from this 
mentorship program?
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FIRST SESSION 
GOAL SETTING

4 discussion questions / prompts:

1

What’s your preference on meeting location
and frequency?2

Exchange contact information and preferences Consider 
multiple communication channels (text, email, chat)3

Start talking about goal formulation4
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MENTORING 
SESSION 
ETIQUETTE ▪ Be on time

▪ Prepare for the meeting
▪ Be present
▪ Maintain confidentiality 
▪ Take notes 
▪ Summarize actions 
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MAKING THE
MOST OF THIS
RELATIONSHIP

PURPOSE

MISSION STATEMENT

Why am I 
here?

Why are 
you here?
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MAKING THE
MOST OF THIS
RELATIONSHIP

CORE OF THE RELATIONSHIP

YOU

M E N T E E
A successful mentorship requires a proactive and thoughtful mentee 

who is committed to self-improvement and learning.

You are the driver of this relationship.
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Help them help you

Use curiosity to approach this relationship

Reach out regularly and follow up

Be respectful of your mentor’s time that they had set aside for you

TOOLS and BEST PRACTICES FOR MENTEES
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MAKING THE MOST OF THIS RELATIONSHIP

Trust that your mentors has your best interest at heart

Consider multiple communication channels (text, email, chat)

Plan to meet and hold a mentorship session at a SEAOSC 

event
We (the mentors, the Committee and SEAOSC)  are here for 

you
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Mentee Handbook

Resources

▪ Introduction to Mentorship Program

▪ Program Timeline

▪ Characteristics of a Good Mentee

▪ Mentorship Session  Preparation

▪ Structure of a Mentoring Session

▪ Sample Questions for Mentees

▪ Additional Resources: Tips for Mentees 

(https://www.seaosc.org/mentorship-program-mentee)
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Mentorship 
Agreement Form

Sample Forms

(https://www.seaosc.org/mentorship-program-mentee)
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Mentee Pre-Session 
Form (Optional)

Sample Forms

(https://www.seaosc.org/mentorship-program-mentee)
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Topic Guide

Sample Forms

(https://www.seaosc.org/mentorship-program-mentee)
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QUESTIONS / 

CLOSING
For any questions, please email:

SEAOSC@SEAOSC.ORG

Or visit the Mentorship Program page at:
https://www.seaosc.org/mentorship-program/

https://www.seaosc.org/mentorship-program/
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REACH OUT TO US:
SEAOSC@SEAOSC.ORG
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THANK YOU!


