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INTRODUCTION

Overview

This document provides guidance for both the mentor and the individual being mentored (hereafter referred to as the associate) and others involved in the process to help ensure a successful mentoring program.

Purpose

The purpose of the Pacific Region CPOC Mentoring Program is to ensure that all employees who have the desire and potential to become future leaders are provided the opportunity and practical knowledge to do so. The goal of this structured mentoring program is to empower PACIFIC CPOC employees to become future Army leaders, and to enhance their individual opportunities for career advancement. 

References
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Program Objectives

The primary objectives of the CPOC Mentoring Program are to:

· Provide associates with the management, leadership, and technical skills necessary in career development.

· Improve the management, coaching, and counseling skills of mentors. 

· Enhance self‑confidence and inter-personnel skills of participants. 

· Promote team building, diversity, trust, and respect in the work place.

· Provide employees a means of understanding the CPOC mission and organizational culture.

Operational Guidelines

This mentoring program is a voluntary 6-month program. All CPOC employees are eligible to participate in the program as either mentors or associates. The following are general guidelines for participation in the program:

· This is a formal system that is non-burdensome, non-bureaucratic, and virtually self-managed. 

· Mentors should be experienced managers and leaders who have the desire to pass on their practical experience and professional knowledge to individuals seeking strategies for professional development.

· Mentors should be at least two grade levels higher than their associates.

· Associates must provide their career goals and objectives to their prospective mentor. A sample format for providing goals and objectives is at Appendix B.

· Mentors and associates must let their supervisors know of their intention to participate in the program.

· The mentor and the associate will determine the times and location for mentoring.

· Each mentor will have no more than one associate at a time.

The Mentoring Process

Step 1:  Canvass all Pacific Region CPOC employees to determine program interest.

Step 2:  Identify those individuals who wish to serve as mentors and as associates.

Step 3:  A local Mentor Selection Board will announce participants based upon stated objectives of the associate; primary area of expertise to be developed; etc.

Step 4:  Preparation of the mentoring agreement (Appendix A).

Copies of the mentoring agreement will be forwarded to the Program Coordinator. This is a voluntary agreement and either the mentor or the associate can terminate the mentoring relationship at any time. The associate will notify the Program coordinator if the Mentoring Agreement is terminated.

Both the mentor and the associate will be responsible for jointly preparing the development plan. A sample development plan format is at Appendix C. 

Both the mentors and associates will be responsible for completing an evaluation form (Appendix D) after the mentoring relationship has ended. The evaluation should address all aspects of the mentoring program to include suggestions for program improvement.

Mentors

Characteristics of Mentors

Mentors are generally at least two grade levels above the associate but senior specialists with the appropriate background may also be good candidates. Although not all prospective mentors will possess every characteristic listed, these are some highly desirable traits:

· Possess a global vision for the organization beyond the day‑to‑day operations.

· Be recognized in their functional areas as competent, resourceful, perceptive, and dedicated.

· Be aware of relevant developments outside their own environment.

· Have positive, enthusiastic attitudes about mentoring and believe in the value of the program.

· Be experienced in networking and know how to benefit from contacts made.

· Possess such characteristics as integrity, compassion, courage, competence, commitment, and candor.

Responsibilities of Mentors

The mentor:

· Shares their understanding of the organization, its mission, and the formal and informal operating processes.

· Serves as a counselor, guide, and advisor to the associate.

· Shares experiences, which contributed to their success.

· Encourages the associate to seek self‑development opportunities and to be self​ starters.

· Suggests appropriate training and development opportunities.

· Provides periodic reviews and constructive evaluation of associate’s progress.

Associates

Characteristics of Associates

They should be eager to learn and exhibit an ability to work as team players who are willing to accept responsibilities. Other traits they should have are:

· A positive, enthusiastic attitude about mentoring and the program. 

· Possess a personal vision with realistic and obtainable goals. 

· Be self‑starters who accept responsibility for their own growth and development. 

· Be willing to accept advice and constructive evaluation.

Responsibilities of Associates

The associate:
·     Sets reasonable professional goals and develops an action plan for achieving those goals.

·     Seeks out a compatible mentor. 

· Works with their mentor and supervisor to prepare an individual develop plan.

· Meets with the mentor periodically to assess progress.

· Carefully considers the advice and guidance from the mentor and takes action for self‑improvement. 

· Accepts assignments required to acquire the needed experience.

Other Program Participants

Other individuals that will be involved in the program and will play an important role in its success are the Program Coordinator and the immediate supervisors.

Program Coordinator

The CPOC Training Team will serve as the program coordinator. They will be responsible for marketing the program, monitoring its implementation, ensuring that mentors and associates understand their role in the program, and monitoring the program's success. The program coordinator will:

· Maintain a list of mentors and associates for each mentoring cycle.

· Arrange for an orientation meeting between mentors and associates. 

· Provide relevant information about the mentoring program and provide guidance as necessary. 

· Continuously review the success of the program and suggest changes to enhance program effectiveness.

Immediate Supervisors

The mentoring program is not intended to usurp the supervisors' authority or relieve them of any of their official duties and responsibilities. To help ensure the success of the mentoring program supervisors should:

· Promote the mentoring program within the PACIFIC CPOC.

· Provide initial assessment of the employees’ potential to enter the mentoring program.

· Ensure that suggestions and recommendations for development plans meet individual and organizational needs.

· Be available to the mentor and associates to provide ideas and advice as needed.

APPENDIX A

MENTORING AGREEMENT
(FOR THE MENTOR)

A Mentor is someone who has achieved professional success, acquired self-confidence, experienced professional satisfaction, and wishes to share his or her professional experiences. A Mentor is a trusted, experienced counselor or guide and a teacher, tutor, coach, motivator, and role model who has a sincere desire to enhance the success of others.

I agree to serve as a Mentor. I understand that I will be assigned one Associate, and that I will be expected to share my experiences, advice and guidance with them. I understand that a reasonable amount of my duty time and some non‑duty time may also be required. I agree to serve in this capacity for 6 months unless changing circumstances create an undue hardship.

(Signature of Mentor)

(Date)

(FOR THE ASSOCIATE)

An Associate is a motivated individual willing to make a strong personal commitment to the mentoring relationship by setting realistic, firm goals for themselves. The Associate actively participates in the program, taking full advantage of the professional experiences and personal attributes of the Mentor in order to achieve realistic, challenging personal and professional goals leading to career enhancement and self-improvement.

I request to participate in the Pacific CPOC Mentoring Program as an Associate. I understand and agree that this program is voluntary, and I may withdraw from it at any time I choose. The length of the program is 6 months; with my supervisor's concurrence, I may be afforded reasonable duty time for this purpose. My participation in this program is not a guarantee of training, assignments or promotion. All recommended formal training is subject to applicable regulations and availability of funds. 

(Signature of Associate)

Date

(Acknowledgment of Supervisor)

I agree to support the mentoring program and the two individuals who have entered into this agreement.

(Signature of Supervisor)

Date

APPENDIX B

MENTORING PROGRAM ASSOCIATE GOALS AND OBJECTIVES

Name:


Title:


Telephone:


Current Grade, Job Title: 


Career Program (if applicable): 


Career Goals and Objectives:


Special Knowledge/Skills/Experiences You Desire to Gain:


Personal Characteristics/qualities Brought to the Partnership: 


Appendix C

MENTORING Development Plan
PRIVATE
Associate Name
Mentor Name




Development Goals
Needed Skills
Recommended Plan of Action
Estimated completion date.


State development goals as clearly as possible.
State the skills, knowledge and abilities to be developed.
State the type of assignment or training recommended (developmental assignments, seminars). Specify resource and location.



.



Appendix D

Mentor Program Evaluation
Name of Mentor:                                                                                     Date:  

Name of Associate: 

· What elements of this program were especially meaningful to you?

· What did you NOT like about this program?

· What would you change about this program?

· Additional comments/suggestions:
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