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INSTRUCTOR GUIDE

	BEFORE THE SESSION

	PROGRAM BACKGROUND

Lions Clubs thrive, and fully depend, on the transfer of the collective wisdom and experience of one generation of leaders to the next. Too often members are recruited and then do not receive proper training or encouragement to lead them to success. Mentoring, or the pairing of established Lions leaders with high-potential members, not only prepares the successive leaders but also allows the mentors themselves to gain new skills. This session provides the opportunity for Lions leaders to understand the role of mentoring and to recognize and practice the skills that will help them be better mentors as well as more receptive mentees.

Lions Clubs International does have a formal mentoring program. Publications related to the formal mentoring program are available on the Lions Clubs International website. While this session is not designed to examine that program, it will prepare both the mentors and mentees who participate in it.  In addition, it should benefit all of those Lions who have or anticipate having informal mentoring relationships with other members.  

The materials used for this course were all written in the United States and therefore represent a management style common in that country. Please feel free to adjust the content to better reflect the norms and values of your culture. Please also add any books or articles about mentoring published in your country and your language.  (If you are adding handouts, please print copies for participants before arriving at the training program.)

SESSION MATERIALS 
PowerPoint Slides 

· Slide 1: Evaluating Leaders

· Slide 2: Session Objectives

· Slide 3: A Mentor Is…

· Slide 4: A Mentee Is…

· Slide 5: Myths About Mentoring

· Slide 6: Effective Partnerships

· Slide 7: Session Objectives

· Slide 8: True Success

Handouts

· Lions Basic Mentoring Guide

· Lions Advanced Mentoring Guide

AUDIO VISUAL REQUIREMENTS

· Flipchart with markers

·  LCD projector with screen


	METHOD ICONS
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	Lecture/Explain


	Participant Centered Activity
	Slide
	Flipchart or Poster
	Participant Manual or Handout
	


	SESSION TIMELINE (Suggested)

	SECTION
	TIME

(minutes)
	METHOD
	MATERIALS

	Introduction
	10


	Presentation: Overview 

Presentation/Discussion: Objectives


	Slide 1: Evaluating Leaders

Slide 2: Session Objectives

Slide 3: A Mentor Is…

Slide 4: A Mentee Is… 

Participant Manual



	Module 1: Benefits
	10
	Activity: Recognizing Benefits
	

	Module 2: Effective Mentoring Partnerships
	35
	Activity: My Experiences 

Presentation/Discussion: Foundations

Presentation/Discussion: Traits of Effective Mentors

Presentation/Discussion: Traits of Effective Mentees


	Slide 5: Effective Partnerships

Participant Manual



	Module 3: Planning
	30
	Presentation: Planning Worksheet

Presentation/Discussion: Communication Plan

Presentation/Discussion: Goal Achievement

Activity: Planning a Mentoring Partnership


	Participant Manual



	Conclusion
	5
	Activity:  Mentoring Assignment

Presentation: Review Objectives
	Participant Manual

Slide 6:  Session Objectives

Slide 7: True Success



	TOTAL TIME
	90
	
	


	INTRODUCTION

	APPROX TIME
	METHOD
	CONTENT

	10 minutes

Total
	
	

	3 Minutes [image: image15.wmf]
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Slide 1

	PRESENTATION:  Overview of Mentoring

1. Welcome participants.

2. Display Slide 1:  Evaluating Leaders
3. Explain that we are here today to talk about an important element of leadership, mentoring.  Mentoring refers to the relationship that takes place between a mentor and his or her mentee.  This term goes back to the ancient Greeks.

Leader Note:  You may choose to tell the following story that relates to the origins of the term “mentor.”

The word “Mentor” is taken from The Odyssey, written by the Greek poet Homer.  The story tells that Odysseus (also known as Ulysses in the Latin translation) is planning to go to battle in the Trojan War.

As he makes his preparation, he realizes that his heir, Telemachus, is not trained to act in the role of King during his absence.  Odysseus turns to Mentor, a wise and trusted family friend, who agrees to tutor Telemachus while Odysseus is away.

Selecting Mentor, known to be wise and compassionate, for the job of training Telemachus was an appropriate and well-considered choice.  Odysseus recognized how important the qualities of wisdom and compassion would be in the important task of preparing his heir for the challenges of kingship.  

The term “mentoring” has come down to us through the ages, and refers to the relationship between mentor and mentee.



	7 minutes
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Slide 2
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	PRESENTATION/DISCUSSION:  Session Objectives

1. Display Slide 2: Session Objectives
2. Refer participants to the objectives on page 1 of the Participant Manual.

3. State that at the end of this session you will be able to:

· Explain the concept of mentoring

· Recognize the benefits of mentoring to the mentee, the mentor, and the association

· Identify the characteristics of effective mentors and mentees

· Plan a mentoring relationship with a mentor/mentee 

4. State:  It is important, as we begin this session, to define the terms “mentor” and “mentee.”

5. Display Slide 3: A Mentor Is…. 
“A mentor is a trusted counselor and guide.”

6. Refer participants to page 2 of the Participant Manual.
7. Explain that the keywords in this definition are:

· Trusted

· Counselor
· Guide

8. Ask participants for other words you could use to describe a mentor.

9. Capture responses on a flipchart.  Responses may include:
· Teacher

· Coach

· Friend

10. Display Slide 4: A Mentee Is…
“ A mentee is one who seeks to learn and grow with the guidance of a more experienced or knowledgeable person.”
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	11. Explain that the keywords in this definition are:
· Seeks
· Learns
· Grows
12. Ask participants for other words that describe a mentee?

13. Capture responses on a flipchart.  Responses may include:
· Listens

· Develops

· Student

14. State that research shows that mentoring can have a significant impact on people and organizations.  For example:

· A survey of CEOs states that one of the top three key factors in their career was mentoring. (Source:  AcountTemps survey of Fortune 500)

· In a 1997 survey of U.S. companies which had implemented formal internal mentoring programs, the Center for Creative Leadership found that 77 percent of respondents indicated mentoring was effective in the retention and improved performance of employees

· In 1996, the American Society for Training and Development asked Fortune 500 and private companies what methods they used to make learning occur in their organizations.  71% said they used mentoring

Instructor Note:  Please share your own positive experiences with mentoring.




	MODULE 1: Benefits

	APPROX TIME
	METHOD
	CONTENT

	10 minutes total
	
	

	10 minutes
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	ACTIVITY: Recognizing Benefits

1. State that we know that the mentee should benefit in some way from the knowledge and experience of the mentor.  We have also said that the mentor should be able to perceive some benefit from the relationship.  We should also consider another party to the relationship – Lions clubs and the association as a whole also benefit when we partner with other Lions in a mentoring relationship. 

2. Ask participants to form three groups.

3. Assign each group one of the three partners in a Lions mentoring relationship: mentor, mentee, and Lions clubs (and the association).

4. Direct each group to:

· Take five minutes to brainstorm all of the ways they feel their assigned partner can benefit from mentoring

· Record their ideas on a flipchart paper

· Be prepared to share their ideas with the entire group

5. Debrief: 
· Discuss each group’s comments

· Allow the rest of the group to contribute their ideas

6. Transition to the next module by stating that some mentoring relationships are more effective and provide greater benefits than others.  We will look at some things that contribute to an effective mentoring relationship now.




	MODULE 2: Effective Mentoring Partnerships

	TIME
	METHOD
	CONTENT

	Total Time:

35 minutes
	
	

	15 minutes
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	ACTIVITY: My Experiences As a Mentor/Mentee 

1. Display Slide 5: Effective Partnerships
2. Explain that mentoring partnerships are just like any other relationships.  Some are better than others.  As in a marriage or at work, the people involved must work hard and bring certain characteristics to the relationship to make it work.

3. Ask participants to remember times when they served as a mentor in Lions or other organizations, and to write some brief notes on page 3 of their Participant Manual about: 

· Two things they did successfully

· Two things they would do differently next time

4. Ask participants to remember times when they were mentees in Lions or other organizations, and to write some brief notes in their Participant Manual about:

· Two things they did successfully

· Two things they would do differently next time

5. Ask participants to form groups of two or three and share those experiences. Allow the conversation to continue for a few minutes.

6. Debrief the activity with a few questions such as:

· Were the experiences similar or was there quite a bit of variation?
· What made those relationships particularly meaningful experiences?
· Show me by raising your hands, “How many of you still maintain contact with your mentors or mentees?”
7. Explain that there are some fundamental characteristics that need to exist if the partnership is to be effective. 

8. State that the Lions Mentoring Program provides some characteristics of effective partnerships and some traits of effective Mentor Lions and Mentee Lions.

	5 minutes
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	PRESENTATION/DISCUSSION: Foundations of Effective Lions Partnerships

1. Distribute one copy of the Basic Lions Mentoring Guide to each participant and inform them that this guide is theirs to use as a reference now and after they leave the institute.

2. Explain that the characteristics and traits that we will discuss now are all included in the Basic Lions Mentoring Guide, and that the concepts apply whether the mentoring relationship is part of the program or whether it is an informal mentoring relationship between two Lions.

3. Refer participants to page 4 in the Participant Manual.

4. Ask participants to quickly review the elements that make up the foundations of the mentoring partnership as taken from the Mentorship Guide of the Lions Mentoring Program.

5. Ask if there are any other things that should be in place to ensure the success of the relationship.

6. Record responses on a flipchart and encourage participants to include them in the space provided in the Participant Manual.



	5 minutes
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	PRESENTATION/DISCUSSION: Traits of Effective Lions Mentors

1. Refer participants to page 5 in the Participant Manual.

2. Review the traits mentioned.  Mention that one of these traits, communication, is vital to the relationship and that an in-depth session on communication is included in this institute.

3. Ask if there are any other traits that effective mentors display.

4. Record any responses on a flipchart and encourage participants to include them in the space provided in the Participant Manual.

	5 minutes
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	PRESENTATION/DISCUSSION: Traits of Effective Lions Mentees 

7. Refer participants to page 6 in the Participant Manual.

8. Review the traits mentioned in the Participant Manual.  Mention that communication and the willingness to try new things and take risks are essential.

9. Ask if there are any other traits that effective mentees display.

10. Record any responses on a flipchart and encourage participants to include them in the space provided in the Participant Manual.

11. State that the last aspect to consider in this session is the importance of planning the details of the partnership.  We will do that now. 




	MODULE 3: Planning

	TIME
	METHOD
	CONTENT

	Total Time:

35 minutes
	
	

	5 minutes
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	PRESENTATION: Planning Worksheet

1. Refer participants to the planning worksheet on page 7 of the Participant Manual.

2. Explain that this worksheet mirrors what is included on the Planning Form in the Basic Lions Mentoring Program.  It includes the following components:

· Communication Plan

· Goal(s)

· Steps to Achieve 

· Mentor Suggestions/Recommendations

· Resources

· Measurement

· Time

3. State: Let’s consider the situation of a new member who wishes to know more about the background and history of Lions and of her Lions club.  She may be beginning her participation in Part 1 of the Basic Lions Mentoring Program, where her sponsor would likely be her mentor, or she may just be contacting a more senior member to seek assistance in learning this aspect of Lionism.  We’ll go through each of the components as she and her mentor might consider them.



	5 minutes
	[image: image49.wmf]

	PRESENTATION/DISCUSSION: Communication Plan

1. State that one of the important elements of this section are:

· How will you communicate?

· When and how often will you communicate?

· Where will you meet?

2. State:  Although face-to-face, one-on-one discussion is probably the most common form of communication between a mentor and mentee, there may be many factors that make other methods more desirable.  

3. Ask: What are some other possible methods?  Responses may include:

· Phone

· E-mail

· Mail 

· Small group with other mentees 

4. State that you may wish to alter the method of communication for different goals or at different periods of time.

5. Explain that, although the frequency, time, and place of your communication may vary, it is important that you initially set up a plan.  Change it when necessary, but do not abandon having a regular time and place to share information.



	5 minutes
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	PRESENTATION/DISCUSSION: Goal Achievement

1. Explain that there will always be one or more goals to achieve in a mentoring relationship.  In long-term partnerships goals may arise from time to time in addition to the initial ones that brought the mentor and mentee together.  In this case, the plans for goal achievement must be updated regularly.

2. Ask:  If the goal in our sample situation is for the new member to learn more about the history of Lionism, what are some steps that she might need to achieve to reach this goal?  Responses may include:

· Review the history of Lionism

· Research the history of the club

· Study the objects and ethics

3. Ask:  As a mentor, what suggestions might you give your mentee to complete these steps and reach the goal?  Responses may include:

· Read through the literature available from LCI and on the website

· Seek out the club secretary to see what documents exist concerning club history

· Seek out an experienced member who can tell you about the club

4. Ask:  What resources do you think the mentee will need to reach the goal?  Responses may include:

· Orientation Guide (ME-13)

· We Serve (PR-754)

· Lions Information (ME-35)

· Lions Learning Center 

· Past Club President 

5. Ask:  In what ways could the mentor and mentee agree to measure the achievement of the goal?  Responses may include:

· Discuss each step with the mentor during regular meetings

· Deliver a presentation to other new members

· Write a paper that could be used for new members and recruits

6. Ask:  Finally, how long do you think these steps might take to complete?  Responses will vary.

7. Encourage participants to use this form or one like it whenever they are a part of a mentoring partnership.  It will add structure to the relationship and prevent any number of potential problems.

8. Ask if there are any questions before we move on to an activity?



	20 minutes
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	ACTIVITY:  Planning a Mentoring Partnership

1. Direct participants to pair up with a partner.

2. Refer participants to page 8 in the Participant Manual.

3. Explain the directions:

· Decide which of you will be the mentor and which the mentee
· Review the suggested scenarios on page 8.  (These consist of the Part 1 and Part 2 responsibilities in the Basic Lions Mentoring Program as well as several informal mentoring scenarios.)

· Choose one of the goals in the scenarios or make up a goal of your own as a basis for your planning

· Take 5 minutes to discuss a plan for your mentoring partnership

· Use the worksheet on page 7 to record all of the components of your planning session

· Be prepared to discuss your plan with the rest of the group


	CONCLUSION

	TIME
	METHOD
	CONTENT

	Total Time:

5 minutes
	
	

	5 minutes
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Slide 6

Slide 7

	PRESENTATION: Mentoring Assignment

1. State that before we conclude any session we should try to ask ourselves how we will use the information as Lions leaders.  In this session, we have designed an assignment for you to complete after you leave the training and return home that involves mentoring.

2. Explain that each participant is asked to establish a mentoring partnership with another Lion when they return to their clubs.  The purpose of the assignment is to challenge each participant to begin the process of self-development.  This partnership:

· May involve the participant serving as either the mentor or the mentee
· May be as part of the formal Lions Mentoring Program, or it may be an informal mentoring partnership to achieve some specific goal

3. Refer participants to page 9 in the Participant Manual for specific directions.

4. Explain that after they have determined whether they wish to be mentored or wish to help another Lion increase his or her Lions skills they should:

· Approach a more experienced Lion to serve as their mentor, or seek out a less experienced Lion who wishes to partner with them

· Determine a short-term or long-term goal together

· Work together to create a plan including:

· A Communication Plan

· A Goal Statement

· Steps to achieve the goal(s)

· Mentor suggestions

· Resources used

· How to measure success

· Timeframe to achieve the goal(s)

Leader Note: Encourage participants to make extra copies of the Planning Worksheet for use in the assignment and afterward.

5. Distribute copies of the Advanced Lions Mentoring Guide to each participant and encourage them to review it when they return home from the institute.

6. Remind participants that they are not required to complete the assignment, but we hope they are motivated to begin the process.
7. Ask if there are any questions.

8. Display Slide 6: Session Objectives
9. Ask if we have met our objectives.  Allow for comments.

10. Display Slide 7: True Success



	SLIDES


· Slide 1:  Evaluating Leadership

· Slide 2: Session Objectives

· Slide 3: A Mentor Is…

· Slide 4: A Mentee Is…

· Slide 5:  Effective Partnerships

· Slide 6: Session Objectives

· Slide 7: True Success
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