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What is mentoring?

It is a relationship, not just a procedure or activity, where one person 
professionally assists the career development of another, outside the 
normal manager/subordinate relationship. 

Mentoring is a relationship that provides an opportunity to reflect on 
practice, share professional and personal skills and experiences, and grow 
professional and personal capabilities. It is an exchange of views and ideas 
that are based upon encouragement, openness, mutual trust, respect and a 
willingness to learn and share. 

Mentoring can be achieved using a variety of methods such as face-to-face 
meetings, email or telephone conversations. It may involve shadowing, 
coaching, role-playing or practicing, giving constructive feedback, guiding 
and advising. The mentor may be a motivator, a sounding board, a coach, 
guide or teacher. The key feature of mentoring is that it is driven by the 
needs of the mentee. 



Benefits for Mentees

Mentees are the drivers of the mentoring relationship. Benefits can include: 

• improved confidence and morale 

• insights and expertise from an experienced colleague 

• a supportive sounding board for ideas, problems and goals 

• new strategies and ways of thinking about, approaching and managing 
work related activities 

• career direction 

• enhanced listening skills 

• improved understanding of the sector, its structures and culture 

• defining and achieving realistic professional goals 

• advice, coaching and feedback on performance and career development 

• the possibility of new and/or extended professional networks and 
opportunities 



Benefits for Mentors

While mentoring is focussed on the professional needs of the mentee it can 
also provide significant benefits to mentors including: 

• an opportunity to practice personal skills and share valuable tacit 
knowledge 

• satisfaction in seeing the mentee develop, reflect on and clarify roles 

• insight into areas outside the mentor’s discipline or specific expertise 

• a chance to stimulate and support the development of less experienced 
colleagues 

• cross-intellectual exchange and debate 

• enriched collegial relationships

• contribution to the direction of the next generation of researchers in a 
discipline or field of study 



The HSRAANZ Program 

Aims

• Encourage health services researchers to be active professionals 

• Nurture HSR talent

• Retain excellent researchers 

• Develop future leaders

• Improve networking and communication opportunities

• Overcome professional and geographical isolation 



The HSRAANZ 
Program 

The HSRAANZ runs the mentoring 
program annually.

Mentees must be individual members 
of the Association or staff/students of 
a corporate member.

Mentors do not need to be members 
of the Association. 



Principles

Matching

• Matching is overseen by the HSRAANZ Executive.  Subject to the availability of mentors, the 
HSRAANZ will match participants based on areas of interest, work environment and experience 
and geographic location. There will be consultation with the mentee and mentor regarding 
matching. The critical success factor is a shared belief in the value of mentoring, and shared 
expectations of the particular mentoring relationship.

• Following matching, mentees should complete a Development Plan, and provide a copy , with 
their CV, to their mentor to review.

http://www.hsraanz.org/wp-content/uploads/Mentoring-Development-Plan.pdf


Principles

Driving the relationship 

• Once matched the ongoing arrangements for mentorship activities are negotiated directly 
between the mentee and mentor. Mentees are responsible for making arrangements to meet 
their mentors and for driving the relationship.

• The focus of the relationship is the mentee’s goals but both parties need to follow through on 
actions or commitments and both need to respect each other’s time.

• Both parties should discuss expectations of the mentoring relationship and agree on the 
objectives of the relationship and structure of the mentoring sessions. This may include session 
duration, content, venue and agenda, the time-frame for the relationship, work plan, areas for 
discussion and a timetable for meetings. Discussion may also cover expectations of the mentor 
and mentee, how to give feedback and agreed principles underlying the mentoring relationship.

• It is recommended that following these initial discussions a Mentoring Partnership Agreement is 
signed by both parties and lodged with the Program Co-ordinator.

https://www.hsraanz.org/wp-content/uploads/Mentoring-Partnership-Agreement.pdf


Principles

Time Management

• Creating time is the number one challenge in mentoring. A realistic approach, with an agreement 
to re-evaluate the amount of time after a trial period, is recommended. After an initial face-to-
face meeting (if possible), over-the-phone or web contact may be a viable alternative to 
meetings. 

• Most mentoring partners aim to talk at least monthly with greater frequency based on need and 
work issues. As well as the time for interaction with the mentor, the mentee should schedule 
some time to work alone on tasks connected to the goals of the partnership.



Principles cont. 

Length

• Participants are expected to maintain the mentoring relationship and the regular meetings until 
the agreed mentoring goals and objectives have been achieved (subject to exceptional 
circumstances from either side for discontinuing the relationship).

• After 12 months the formal program will conclude but mentors and mentees may agree to 
continue on an ad-hoc/informal basis beyond the 12 months program. The one-year time limit on 
the formal mentoring relationship aims to provide "turnover" and opportunities for more 
participants. 



Principles cont. 

Support

• The Program Co-ordinator can provide support and advice at the commencement of the Program 
or if the mentoring relationship runs into difficulty. While the Program Co-ordinator will do all 
they can to assist with the relationship, responsibility rests with each mentoring partner. Any 
decision to terminate must be made by the mentoring partners.

• If the mentoring relationship does not work out for whatever reason, the Program Co-ordinator 
should be advised and a new match may be able to be made.

• Additional training and support will be provided for mentees, dependent upon available resources

Evaluation

• At the end of the 12 month mentors and mentees will be asked to report on the mentoring 
experience, how they benefited from the relationship and any suggestions for proposal for the 
Association to consider to improve the program. Less formal 3 month and 6 month reviews will 
also be conducted. 



The Four stages of the 
Mentoring Process 

Stage 1. Initiation, Exploration and Goal Setting 

Stage 2. Establish the Relationship, Develop the Plan, 
Build Trust 

Stage 3. Action and Review 

Stage 4. Winding Down and Celebrating Success 



Stage 1. 
Initiation 

Exploration 
and Goal 

Setting 

• The first stage of mentoring begins at the point 
at which a mentee decides to seek out a 
mentor. At this time they have identified a need 
for mentoring and may have established some 
specific goals they would like to achieve.

• Once a match is agreed, and prior to the first 
meeting it will be helpful for the mentee to 
complete a Development Plan, and provide it, 
with their CV, to their Mentor for review. 

• A Draft Development Plan can be found on the 
HSRAANZ website.

http://www.hsraanz.org/wp-content/uploads/Mentoring-Development-Plan.pdf


Stage 1. 
Initiation, 

Exploration 
and Goal 

Setting 

Following the matching process the mentee should 
follow up with the mentor to organise an initial 
meeting. 

It is suggested that this first meeting is face to face or 
via video conferencing. 

Use the first meeting to get to know each other and 
begin to establish trust. 

• Discuss your background, experiences and interests 

• Outline your expectations 

• Explore and define your goals and objectives

• Establish boundaries and strategies for trouble 
shooting 

• Set the ground rules 



Agree a 
meeting 

schedule and 
methods (ie. 
face-to-face, 

phone, email) 

• It is important to set down at this stage a schedule for how often 
you will meet, making clear and taking into consideration any 
period in which you or your mentor will be unavailable. Dates, times 
and places should be set down. This is true even if meetings will be 
held by phone or via email. 

• One suggestion is the “10/20/60 rule” that will help you establish a 
solid partnership and address mentoring goals and everyday issues.  
For example for a meeting of about 1-1 1/2 hours split the time 
roughly as follows:

• First 10 minutes – Engage in personal/professional – “check-in”

• Next 30 Minutes – Focus on “front burner issues” (upcoming 
presentation, manuscript revision, etc)

• Last 30 Minutes – Discuss current and long tern goals and priorities



Mentoring 
Partnership 
Agreement 

• Once you have explored and established the 
areas above you may like to set them out in a 
written agreement to ensure that they are 
documented for future reference and absolute 
clarity. The agreement could include: 

• Goals, strategies and measures 

• Proposed meeting schedule 

• Commitment to confidentiality 

• A draft Partnership Agreement can be found on 
the HSRAANZ website.

• It is recommended that you lodge the 
Partnership Agreement with the Program Co-
ordinator.  

https://www.hsraanz.org/wp-content/uploads/Mentoring-Partnership-Agreement.pdf


Stage 2. 
Establish the 
Relationship, 
Develop the 

Plan, Build 
Trust 

• Following the first meeting the focus should be on 
establishing the mentoring relationship and setting down a 
more detailed plan about how the goals will be achieved. 
Explore questions such as: 

• How will the achievement of your goals benefit you/your 
organisation/the community? 

• What are the potential barriers to success? 

• What resources/supports are needed to achieve the goal? 

• How will progress be measured? 

• The goals may be broken down into more detailed objectives 
and strategies into specific tasks. Set out the tasks to be 
achieved by the next meeting and confirm the meeting date. 



Stage 3. Action 
and Review 

Action 

• From here on the focus is on implementing the actions required 
to achieve the goals. Work towards the achievement of your 
goals may include conversations, written materials provided by 
your mentor, trying various learning and development activities, 
and perhaps connecting with other resources or people your 
mentor introduces you to. 

• Stage 3 should be marked by openness and trust, meaningful 
discussion, application of new insights and approaches, and 
ongoing support. At each meeting present the results of the 
agreed actions and discuss progress, outcomes and obstacles 
met. Seek feedback, advice and guidance for future actions. 
During each meeting review your goals, the set tasks and what 
is to be achieved by the next meeting. 



Stage 3. Action 
and Review 

Review 

At some point during the relationship it is important to reflect on 
how it is going for both you and for your mentor. Schedule a 
specific review meeting to take place after you have had 2-3 
meetings, where the first or main agenda item is simply to reflect 
on the relationship:

• Discuss what is working well and what you would like to change. 
What are the benefits of the relationship up to this point? 

• How is your mentor helping you achieve your goals? 

• What changes do you see in yourself and the way you approach 
your work as a result of the mentoring relationship? 

• What kinds of adjustments or changes, if any, are needed in 
your goals or in the relationship? 



Stage 4. 
Winding Down 

and 
Celebrating 

Success 

• At the conclusion of the formal mentoring program, or at the point at 
which you have agreed to end the relationship it is important to reflect 
on the experience including accomplishments, challenges and progress 
towards your goals. 

• Explore what kinds of support you may need after the conclusion of the 
relationship including people, resources and information. 

• It may be appropriate to discuss if the relationship will continue 
informally and the ground rules you will abide by to make it work. 

• Ensure that you schedule a final meeting which celebrates your mutual 
achievements and expresses your appreciation and thanks. Together 
reflect on questions such as: 

• Were goals initially stated achieved? 

• Were goals redefined and were they then met? 

• What other outcomes were achieved?

• What professional gains were made?

• What personal gains were made? 

• What aspects did you find challenging? 

• Provide feedback to the program coordinator about your achievements, 
challenges and about what aspects of your relationship and/or the 
program worked well o you would change. 



Key Roles and Responsibilities of 
Mentors and Mentees
There are six key areas in which both mentees and 
mentors have a role and responsibilities: 

• Listen actively 

• Build trust 

• Determine goals 

• Encouragement 

• Learn quickly 

• Manage the relationship 



Role 1 Listen Actively 

Responsibility 

Mentor Mentee

• Show interest in what your mentee/mentor is saying and reflect back 

important aspects to show you have understood 

• Use body language that shows you are paying attention 

• If you are talking by phone, reduce background noise, and limit 

interruptions 



Responsibility 

Mentee Mentor

• Be open to alternative ideas 

• Follow through with commitments and 

suggestions 

• Illustrate a genuine commitment to learn 

• Provide a safe environment for disclosure 

• Be a role model 

• Be available, visible and non-threatening 

• Listen and take your mentee’s experience 

seriously 

Role 2 Build Trust 



Responsibility 

Mentee Mentor

• Know what your goals and priorities are 

• Reflect on your career, personal vision, and 

goals and share these with your mentor 

• Understand your strengths, weaknesses, 

success and challenges 

• Help your mentor understand your 

responsibilities and the context in which you 

work 

• Discuss actions that you’ve taken in your 

career, explaining your rationale, and inviting 

feedback 

• Assist the mentee to set clear, realistic and 

measurable goals 

• Seek clarity 

• Use your own experience to provide feedback 

Role 3 Determine Goals



Role 4 Encourage 

Responsibility 

Mentee Mentor

• Express appreciation 

• Let your mentor know how you’ve benefited 

from the mentoring relationship 

• Point out concrete examples of how you’ve 

used his/her guidance and input 

• Be honest and constructive 

• Be positive and supportive 

• Build self-confidence 

• Be empathetic and patient 

• Provide useful feedback and advice 

• Maintain a focus on the mentee’s goals 

• Help the mentee arrive at their own 

conclusion or decision 

• Inspire creativity and independence 



Role 5 Learn Quickly
Responsibility 

Mentee Mentor

• Spend time preparing for meetings 

• Ask appropriate questions to clarify what your 

mentor is teaching or suggesting 

• Consider all of the advice and suggestions 

you receive 

• Ask for comments and feedback 

• Apply the information and strategies and 

report back 

• Pursue useful learning opportunities and 

resources on your own 

• Ask appropriate questions to clarify what your 

mentee is saying 

• Challenge and provide constructive feedback 

• Facilitate self knowledge and learning for the 

mentee 

• Illuminate the big picture and broader context 

• Show what is possible and how it might be 

done 

• Help mentees understand their environment 

and culture 

• Ask probing, open-ended and ‘what if’ 

questions 

• Provide useful learning opportunities and 

resources 



Role 6 Manage the Relationship

Responsibility 

Mentee Mentor

• Take the lead 

• Schedule meetings well in advance and 

propose an agenda before each one 

• Encourage your mentee to take the lead 

• Follow through on commitments 

• Check on satisfaction with the pacing, focus and content of your relationship as well as any 

relationship issues you should address 



Effective Mentor Behaviour

Effective Behaviours Ineffective Behaviours

Act as a sounding board and facilitator

Maintains privacy / confidentiality

Fixes problems for mentee

Assumes responsibility for academic

Supports, is a safety net

Ensures a safe environment to take risks

Fights mentee’s battles

Overprotects

Gives structure and direction

Provides guidance based on observations during 

interactions with mentee

Empowers mentee to handle his/her problems 

independently

Dictates, controls learning

Looks for quick fixes

Provides unconstructive criticism or judgment

Tells mentee what to do

Identifies skill or competency gaps through a ‘third 

party’ lens

Identifies and facilitates development opportunities

Allows for personal biases

Abdicates, does not follow up

Positively provokes, pushes toward highest 

standards

Helps mentee explore potential career 

opportunities

Pushes too far too soon

Discounts mentee’s thoughts and opinions

Clarifies organisational values and politics
Removes obstacles so mentee doesn’t have to 

deal with organisational politics

Gives needed support, enhances self-esteem

Exhibits empathy and understanding

Gives too much feedback

Discounts mentee’s feelings or concerns



Expectations for Mentees

Core Performance Expectations Time Commitment Obligations Mentoring Citizenship

• Identify professional development 

goals, priorities and career interests 

• Demonstrate a genuine interest in 

being helped by mentor

• Demonstrate application of learning 

obtained through the relationship

• Exhibit a desire to improve in a certain 

area or learn a new skill, gain new 

learning and change attitudes.

• Be willing to discuss failures and 

successes

• Listen actively

• Provide honest feedback to the mentor

• Seek ways to achieve objectives and 

contribute ideas for solving particular 

problems

• Be accountable for scheduling 

meetings with mentor

• Be respectful of mentor’s time and 

schedule

• Commit the requisite time and energy

• Do the necessary pre-work for 

mentoring conversations

• Follow up on action items identified 

during development conversations

• Informally communicate on a regular 

basis with mentor as agreed

• Attend mentoring related meetings and 

events 

• Maintain privacy/ confidentiality of 

development conversations

• Provide input to assess and improve 

the mentoring program

• Take advantage of organisational 

resources

• Track development and career 

progress



Key Messages 
– Summary

Know your role 

Honour you 
commitment and 

respect your partners 
commitment

Refer to the 
Mentoring 
Partnership 
Agreement

Prepare for meetingsReflect and evaluate

Seek guidance

Stay in contact 
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