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_______________________________________________________
130th Airlift Wing

MENTORING PROGRAM

_______________________________________________________
PURPOSE:
The purpose of the West Virginia National Guard Mentoring Program is to facilitate the implementation of ANGI 36-3401, and to provide guidance for the professional development of all airmen who are interested in improving their leadership skills and potential.

SCOPE:
This Mentoring Program is open to all members of the 130th Airlift Wing who seek the opportunity to foster a professional relationship with a mentor in order to seek advice, improve individual performance and ensure personal and professional development.

PROGRAM PRINCIPLES:

The Mentoring Program is based on four principles that indicate the need for such a program and guide its successful implementation:

· All members are capable of improving

· Professional development and growth should be continuous and systematic

· Development efforts should be consistent with professional military education

· Mentoring is healthy for both the individual and the organization.

DEFINITIONS:
The following definitions are unique to this document:

· Mentoring:
A formal relationship between an experienced airman (Mentor) and a less experienced airman (Associate) with agreed-upon goals of enhancing a skill, developing specific competencies, and improving opportunities for personal and professional development.

· Mentor:
 A Mentor is a volunteer who has a sincere desire to enhance the success of others by acting as a counselor, coach, champion, and a role model.
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· Associate:
An Associate is a Guard Member with the capability and desire to excel and who voluntarily seeks the assistance of a Mentor for assistance.

· Program Proponent:  The 130th MSF/DP, Retention Office will serve as the program proponent for the Mentoring Program.

ROLES AND RESPONSIBILITIES:

The Retention Office’s roles and responsibilities include:

· Serving as the OPR for the Mentoring Program

· Maintaining all Mentor/Associate contracts

· Coordinating all Mentor/Associate training

· Soliciting nominations for the Mentor of the Year Award Program
The Commander’s roles and responsibilities include:

· Publicly supporting the program

· Appointing individuals/requesting volunteers to serve as mentors

· Supporting UCAs and mentors in executing the program

The Unit Career Advisor’s roles and responsibilities include:

· Serving as the unit OPR for the Mentoring Program

· Verifying mentor suitability and availability with the mentor’s supervisor

· Matching mentors with associates

· Scheduling mentors for training

· Scheduling the initial meeting between mentors and associates

· Providing feedback on the effectiveness of the program to the Retention Office

The Mentor’s roles and responsibilities include:

· Offering constructive advise to the associate and observing confidentiality rules

· Acting as a role model and following the chain of command

· Participating as an equal partner in the mentoring relationship
· Breaking down barriers and opening lines of communication
The Associate’s roles and responsibilities include:

· Accepting constructive criticism

· Participating as an equal partner in the mentoring relationship
· Investing time and energy to ensure the success of the relationship 
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SELECTION CRITERIA FOR MENTOR & ASSOCIATE:
Mentor Selection Criteria:

The selection criteria for all mentors is as follows:

· A minimum grade level of E-5 or above

· A minimum of one (1) grade level difference between Mentor and Associate

· Completion of a mandatory one hour training session which will include information on:

· Interpersonal communication skills

· Listening skills

· Goals and objectives of the Mentoring Program

· Mentoring Program requirements and expectations

· Unit vision, mission, values, and command structure

· Mentor and Associate responsibilities

· Diversity

Associate Selection Criteria:

The selection criteria for all associates is as follows:

· Any member of the 130th Airlift Wing may voluntarily request participation in the program

· Any member who respects the confidentiality and privacy of others

· Any member who genuinely seeks personal improvement and development
PROGRAM PROCEDURES:

To ensure the success of the mentoring program, the process shall be formalized and specific elements of the relationship documented and evaluated.  The relationship shall not involve any possibility for reprisals and shall be used only as a management tool to assist both the mentor and the associate in achieving their greatest potential.

These steps are not intended to cover every situation.  They are, however, intended to provide a template for how the Mentoring Program should be conducted at the unit level.  Commanders and UCAs may deviate from these steps, but must remember the purpose of the program is to develop our leaders for the future and to provide an opportunity for individuals to achieve personal and professional development.
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Generally, the Mentoring Program should be conducted at unit level as follows:

· The Unit Commander will appoint individuals or request volunteers to serve as Mentors.
· Commanders must communicate with UCAs (who are generally traditional guardsmen) to ensure they are aware of new unit members.
· UCAs will match a Mentor to an Associate. 

· UCAs will schedule the Mentor for the mandatory 1 hour training session.  Names must be forwarded to the Retention Office no later than 2 weeks prior to the UTA.
· Upon completion of Mentor training, the UCA will schedule time during the UTA for the Mentor and Associate to complete the agreement.
· UCAs will maintain a copy of all mentoring agreements and forward a copy of such agreements to the Retention Office.

· Mentors and Associates will be required to meet at least 1 hour per drill (max of 2 hours per drill unless supervisors approve).  Minimum mentoring period will be 6 months.  Maximum mentoring period will be 12 months unless both Mentor and Associate agree to continue.
· UCAs will periodically contact associates to determine effectiveness of the program.
· The Retention Office will contact Associates during the 6th month of the program and at the end of the mentoring period to determine program effectiveness.
· During November of each year, the Retention Office will solicit feedback and nominations from Associates for award of the Mentor of the Year Award.
Again, this guide is only intended to provide one method of executing this program.  The important thing to remember is the reason for the program, and that development of our airmen should be a priority for all individuals in leadership positions.
THE MENTORING AGREEMENT:

The mentoring agreement is an integral component of the Mentoring Program.  This document provides all the necessary information about the relationship.  The information contained in a typical contract may include:
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· The reason for the relationship
· The length of the relationship 
· The roles each party will have in the relationship
· Agreement that the contract is re-negotiable or cancellable at any time by either party
NOTE:
A typical mentoring agreement is included in Appendix A of this guide.

PROGRAM BENEFITS:

Mentors may realize some of these benefits:

· Pride and satisfaction in the success of the associate
· Development of a reputation for developing others
· Be recognized as an example of professional leadership
· Assisting the organization in recognizing personnel with leadership potential, and providing them a chance to develop their potential
Associates may realize some of these benefits:

· Confidence in his/her abilities
· Preparation for leadership opportunities
· Establishment of long-range career plans
TRAINING REQUIREMENTS:

Unit Career Advisors are required to attend a 1 hour block of training that will provide a general overview of program requirements.

Mentors are required to attend a 1 hour block of training that will provide specific guidance on effective mentoring techniques.

Classes will be coordinated by the Retention Office and scheduled on the UTAs and during the week.   One-on-one training will be offered on an as-needed basis.

PROGRAM EFFECTIVENESS ASSESSMENTS:

Throughout the life of the mentoring program, assessments are conducted to monitor the effectiveness of the program.  Assessments will be distributed in the form of participant surveys conducted at any time during the mentoring period, but at a minimum, at the 6 month and 12 month mark of the mentoring period.
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APPENDIX A

(UNIT/ORGANIZATION) MENTORING AGREEMENT

This voluntary agreement by and between ____________________  (Mentor) and ___________________ (Associate) on this ____ day of _________________ 19__ is an official agreement that can be rendered null and void by either party at any time.

The primary goals of this contract are:

The associate (__________________):
· Seeks advice and guidance in the following area(s):
· Career Planning and development

· Technical skill refinement

· Improvement in interpersonal/leadership skills

· Wishes to gain insight into the way my unit conducts business on a day-to- day basis
· Needs a sounding board for my ideas for the improvement of my unit
The Mentor (_________________):
· Wishes to make additional contributions to the unit as a role model
· Wants to return the help once received
· Wishes to pass on the benefits of years of experience
Role Expectations and Boundaries

The associate will take an active role in the relationship by:

· Helping to set meeting agendas 
· Preparing for each meeting
· Raising issues of concern without fear of retribution and reprisals
· Respecting confidentiality
· Sharing career goals, needs, and expectations
· Listening to and learning from advice offered by mentor
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The mentor will take an active role in the relationship by:

· Offering constructive advice to the associate
· Sharing personal goals, expectations and experiences with associate
· Assisting the associate in the preparation of a career development plan

Information Sharing and Boundaries
We are both willing to discuss career development issues and will respect each other’s privacy, and as a result, will hold all information confidential.  I will only release information that is mutually agreed upon.

Frequency and Duration of Meetings
Meetings will be limited to a minimum of 1 hour and a maximum of 2 hours per Unit Training Assembly (UTA), unless special permission is received from both supervisors of the parties participating in the meeting.

Feedback
We will evaluate the effectiveness of each meeting at its conclusion.  We will strive to ensure that any concerns that exist during our relationship will be expressed and steps taken to resolve them.  We will review our contract periodically to determine if any items require redefinition, deletion or to make additions.

Concerns with Match

If either of us is not pleased with the match at anytime during the relationship, either party has the option to terminate the relationship by notifying our UCA and the Retention Office.

Program Assessments

We understand the program will be evaluated through the accomplishment of program assessments distributed by the Retention Office at the 6 month mark and at the end of the mentoring period.
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Extension

We understand the agreement may be extended past the 12 month mandatory mentoring period upon agreement by both parties.  We agree to notify the UCA if such agreement has been made.

Approval

The signatures that appear below indicate our acceptance of the provisions of this agreement and our commitment to the success of this relationship.

_____________________________________________________

Associate






                   Date

_____________________________________________________

Mentor






                         Date

_______________________________________________________________________

Unit Career Advisor






      Date 
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