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MentorSHPE  
The MentorSHPE program facilitates one-to-one mentoring relationships that support personal 
and professional growth and development. The program is designed to expand professional 
networks, allow participants to gain new knowledge and insights, and build new skills for both 
mentors and mentees. Mentoring matches will work together to define 
expectations, determine goals and a corresponding action plan, and outline milestones to track 
progress. Mentees can select mentors based on alignment of goals, specific needs, or 
characteristics.   
SHPE’s Values   
Research tells us that mentoring is a pivotal piece to increase graduation of Hispanics from 
STEM majors. Mentoring connections help Hispanic students overcome imposter syndrome by 
helping them visualize themselves in professional STEM roles. In addition, mentoring plays an 
important role in providing a firsthand understanding of the unique educational barriers one 
must overcome to achieve academic success.   
The work you do as a mentor aligns with SHPE’s values:   

  
Goals of MentorSHPE  

• Increase a member’s sense of familia by fostering new relationships.    
• Achieve personal and professional development goals that support individual 
growth.   
• Foster higher levels of career vision.  
• Equip participants with the tools necessary to perform to their highest capability 
within their current roles as students and professionals.  
• Create opportunities to meet and partner with others of different job titles, life 
experiences, or cultural boundaries.  

  
Mentoring Best Practices  
Be Yourself   
I challenge you to leave your comfort zone (go beyond generalizations!) and really push 
yourself and your mentee to have deep, meaningful conversations that will help them reflect 
and grow personally and professionally. No one grows in their own comfort zone. Mentoring 



relationships are an opportune time to foster a growth mindset in your mentee, and it is your 
role as mentor to model and reinforce that behavior.   
  
Mentors are not expected to be superheroes. Most of the time, they are people who have 
already been through what their mentees now face. Help your mentee feel empowered to 
embrace challenges by sharing your experiences.   
A successful mentor will a) gently probe mentees to explore topics at depth to share more 
information about their knowledge/experience; b) encourage the mentee to connect those 
conversations to development plans and/or goals; and c) be comfortable with silence as 
mentees contemplate answers. Mentors should avoid threatening, preaching, criticizing, 
teasing, diagnosing, interrogating, and minimizing.   
  
A safe space is necessary for participants to be brave and open in conversation. Mentors will set 
the tone for this by providing feedback in a positive manner and sharing personal stories to 
model behavior and avoid being preachy. Example- talk about a time you failed a chemistry test 
or didn’t meet a work deadline and how you approached the issue. It is also important to 
respect boundaries- make sure and ask before disclosing personal information pertaining 
to sensitive topics.   
  
Set Expectations   
You will work through the mentoring partnership agreement (link in Google Drive) to set 
expectations for the mentoring relationship. I encourage you to fill out a copy for yourself 
before your first meeting with the mindset that you will work together with your mentee 
to determine what is suitable for both of your needs.   
  
Think about what modes of communication you find appropriate for this relationship. The 
mentoring platform, Chronus, can be used on a desktop, or it has a free app for android 
and apple. Chronus has integrated messaging (you can set-up frequency of notification) and 
integrated meeting features that can also be utilized.    
  
When thinking about frequency of communication, I would encourage you to include the mode 
of communication as well. For this program, we encourage you meet at least monthly (virtually 
or in-person) with your mentee and have meaningful communication via messaging/email once 
a month as well. Research shows us that shorter, more frequent meetings are more beneficial 
than meeting less frequently for longer periods of time. For example, meeting for one hour per 
week is better than four hours once a month.   
  
It is also important that mentors ask what kind of guidance and support your mentee needs to 
ensure that their needs align with what you’re able to provide. Don’t hesitate to let your 
mentee know if something is outside of your wheelhouse or skillset. If possible, help 
them identify a resource that may be able to help them.   
Provide Feedback  
Provide meaningful, corrective feedback in an encouraging manner. It is not easy 
to take feedback. However, hearing it in a motivating and encouraging tone can help your 



mentee accept and apply feedback readily. Your tactful guidance may even improve the quality 
of the relationship.  
Communicate  
A successful mentoring relationship begins and continues through conversation; the foundation 
of which is clear, concise communication and active listening. Listening carefully and 
responding with skill can open doors, unlock information below the surface, and encourage 
deeper communication and connection.  
  
Communication Strategies to Create Connections  

1. Paraphrase what you’ve just heard from your mentee:  
“So it sounds like you’re concerned that asking for an extension on your assignment will 
result in your professor thinking that you’re just making an excuse..”  

2. Open a door for your mentee to tell you more:  
“That’s interesting! Tell me more about how it happened!” or “How did you react when 
she said that?”  

3.  Ask open-ended questions that encourage mentees to give you more than a 
“yes” or   “no” answer.  

Instead of “Did it go okay with your professor/boss?” ask “What’s one thing you felt 
good about when you talked with your professor/boss?”  

Open-ended question checklist  
• Your question is not easily answered with a “yes or no” response  
• Your question invites the mentee to share his or her knowledge or 
experiences or feelings  
• Your question leaves open the possibility for many different answers  
• Your question leads to a conversation rather than a lecture or debate  

4. Be present.  
• Keep in frequent contact with your mentee. Even a short email, Chronus 
message, or phone call can make a big difference.  
• Be available and keep your appointments.  
• Hold your mentee accountable for commitments and goals. Follow 
up frequently.  
• Consistently evaluate the effectiveness of your mentoring and adjust 
your style as needed.  

5. Show genuine interest.   
• Demonstrate interest, helpful intent, and involvement  
• Offer your undivided attention  
• Establish rapport by learning or remembering personal information about 
your mentee  
• Remember that active listening is one of the most important skills of a 
good mentor  

Active Listening  
• Make sure that your body language and facial expressions convey 
that you are listening. (video on during virtual meetings, eye contact, 
nodding)  



• Listen for feelings like confusion, disappointment, and 
frustration.  
• Be aware of your own emotional response to what is said.  
• Listen for the basic idea or main point.  
• Listen for the underlying meaning.  
• Do not interrupt unless necessary  
• Check for understanding.  
• Be genuinely curious about the answers to the questions you are 
asking.  
• Show sincere interest in learning about the other person.  

  
Phrases to Avoid  

Directing - “You must …”  
Threatening - “If you don’t, I will …”  
Preaching - “You should …”  
Criticizing - “You are lazy.”  
Teasing - “You look like a wet rat.”  
Diagnosing - “You’re just trying to get attention.”  
Interrogating - “Why did you do that?”  
Minimizing - “Don’t worry, you’ll get over it.”  

  
How Much to Talk About Yourself in Conversations with Mentees  
Mentor’s Field Guide, written by Gail Manza and Susan Patrick, addresses an important 
question: “Will talking about my own life or beliefs help my mentee open up to me? If so, how 
much should I share?” Their response is as follows:  
  

The answer to this question depends on the stage of your mentoring relationship and 
whether your mentee has expressed an interest in knowing more about you …Keep in 
mind, however, that the mentor should be more listener than talker. Talking about 
yourself just to get your mentee to open up may have the opposite effect—you are filling 
the silent spaces so she doesn’t need to try. In general, wait for your mentee 
to initiate conversations in which you talk about yourself.  

  
Remember, you want to keep the relationship focused on your mentee, so continue to 
encourage them to talk about their perspectives. Each mentor must decide how open they 
want to be in sharing information. You have as much of a right to privacy as your mentee, so 
you should not feel obligated to talk about any personal issues if it is not your style or makes 
you uncomfortable.  
  
Be Intentional  
First, be deliberate with how you spend your time together. Keep your meetings! Everyone is 
busy, so make sure that you maximize your time scheduled together by coming prepared. I 
encourage mentors and mentees to preselect topics for subsequent meetings that align with 
mentee goals, to review conversation starters related to the preselected topic, and to review 



mentee work (goal setting guide, resume, etc) as needed to ensure that your meetings go 
smoothly.   
  
Second, be intentional in your conversations. it is important to connect past surface similarities 
like hobbies, state, college. Utilize the conversation starters provided in Chronus to dig into 
your conversations and ask questions that reveal challenges, obstacles, goals.   
  
Mentors will also find a “check-in” guide on Chronus. Check-ins are an intentional way to start a 
meeting, or even a good topic for a weekly message, that provides deeper information than 
discussing weather etc. They are intended to take five minutes and are selected to help 
strengthen the relationship between mentor and mentee. One example of a check-in is what 
was a win and what was a loss for this week?  
Think to the Future  
You will find that Chronus is structured around goals and milestones. Help your mentee create 
SMART goals, an action plan to achieve them, and milestones to track their progress. Keep their 
development plan in mind as you plan future meetings and activities. Most importantly, at the 
end of every meeting, always schedule your next meeting and select a topic with the mentee’s 
goal in mind.   
  
Rejuvenating Slowed Mentoring Connections   
Life happens. If a meeting is canceled due to unforeseen circumstances, make sure and 
reschedule ASAP. If there is a stall in communication, don’t hesitate to reach out to say “I am 
here for you and I can be reached at…” or “It has been a bit since I have heard from you. Would 
you like to…”  
  
Regularly Reflect on the Mentoring Connection  
Your mentoring connection will be more successful if you both regularly reaffirm goals and 
commitment.  

• Revisit the goals that you have set for your mentoring partnership and for 
yourself. Are you on course?  
• Could you have done something better? Enthusiasm can help you and your 
partner move forward.  
• Do you think you need to extend the mentoring period? Reach out to the 
program administrator in Chronus and let them know the new date you’d like the 
connection to end.   

Familiarize Yourself with Mentor and Mentee Resources  
Review the mentor and mentee resources found in the last section of this handbook.   
Summary of Tips for Effective Mentoring  
1.  Demonstrate interest, helpful intent, and involvement. When you talk with your mentee, 
clear your mind of unnecessary thoughts so that you can offer your undivided attention.  
2.  Establish rapport by learning or remembering personal information about your mentee.  
3.  Begin by focusing on strengths and potentials rather than limitations.  
4.  Keep in frequent contact with your mentee. Even a short email or phone call can make a big 
difference.  



5.  Be available and keep your appointments.  
6.  Hold your mentee accountable for commitments and goals. Follow up frequently.  
8.  Consistently evaluate the effectiveness of your mentoring and adjust your style as needed.  
9.  Be yourself and allow your mentee to do the same.  
10. Remember that active listening is one of the most important skills of a good mentor.  
MentorSHPE Program  
Successful mentoring connections will base meetings and 
communication around mentee goals.  
Meetings  
We encourage that mentoring pairs meet a minimum of once a month. However, you and your 
mentee will work together to determine an appropriate cadence for your meetings based 
on your mutual goals and expectations. Research shows us that shorter, more frequent 
meetings are more beneficial than meeting less frequently for longer periods of time.   
Preparing for Your First Meeting  
We encourage mentees to take initiative and schedule the first meeting. Mentors please reach 
out to your mentee to schedule this first meeting if you don’t hear from them within two 
weeks.   
An important part of getting acquainted is determining compatibility. If time permits, you 
can schedule one or two sessions to informally get to know each other before a more intense 
goal-setting meeting. Otherwise, online messaging is an unintimidating, flexible approach to 
getting acquainted. Many people find it easier to open up to someone new in writing. To break 
the ice, try sharing a little about yourself:  

• Jobs, hobbies, and extracurricular activities  
• Research, projects, or career-related accomplishments  
• Ways of balancing work with your personal life  
• Your favorite class in college, favorite book, favorite movie, etc.  

If you sense poor chemistry and worry that it might get in the way of productive mentoring 
discussions, bring your concern to your mentee and alert an administrator via messaging within 
Chronus. It is better to discover an imperfect match early.  
Steps to Prepare for the First Meeting  

1. Complete the Mentoring Partnership Agreement (link in Google Drive) form in 
preparation for your first meeting. You will finalize this form during your first 
meeting once you discuss and align expectations.  

2. Come prepared by learning whatever you can about the mentee before your first 
meeting. Explore the mentee’s information and on LinkedIn. Come prepared 
with questions selected from the “Conversation Starter- Introduction” (link to 
PDF) to help you get to know your mentee, and make sure to cover the topics in 
the table below.   

  
Important Conversation Topics for First Meeting  
  Mentor’s Role  Mentee’s Role  
Talk about the big picture   Recount your own mentoring 

experience to your mentee. 
 Listen and ask questions.  



Explain what worked and 
what didn’t  

Discuss the mentee’s needs   Ask questions and listen   Explain where you are and 
where you’d like to be.  

Seek mutual agreement on 
goals and expectations  

 Explain what you can and 
cannot do  

 This is what I hope to achieve 
through this mentoring 
relationship.  

Seek agreement on 
responsibilities  

 “I will do ___________”   “And I agree to do 
_____________”.  

Set a timetable   Review timetable & suggest 
changes  

 Propose a timetable and 
regularly review progress  

Agree on meeting times and 
owners  

 “Check my calendar for 
suitable times”  

 “I will take responsibility for 
finding dates and times that fit 
into your schedule”.  

Insist on confidentiality   “Nothing we discuss will leave 
this room unless we both agree 
otherwise  

 Same.  

Agree to be candid   “If this 
relationship isn’t producing the 
results you expect, or if you 
disagree with my advice, say 
so. Neither of us has time to 
waste”  

 “I will tell you if 
this isn’t working for me. 
I won’t waste your time”  

  
Check-ins- A Meaningful Way to Start Every Meeting  
Check-ins are an intentional way to start a meeting, or even a good topic for a weekly message, 
that provides deeper information than discussing weather etc. They are intended to take five 
minutes and are selected to help strengthen the relationship between mentor and mentee. 
One example of a check-in is what was a win and what was a loss for this week?  
  
Conversation Starters  
Mentors will find open-ended conversation starters for mentors (link to PDF) and for mentees 
(link to PDF).  Mentors may find it helpful to preselect topic(s) from the 
conversation starters document for the subsequent meeting to ensure preparation time for 
both mentor and mentee. Mentors are encouraged to also explore the “personal reflection 
moments” included in the mentee conversation starter guide to help you inspire your mentee 
to reflect more deeply on the topics as self-reflection is not always an instinctual behavior.   
  
Preparing for your Final Meeting   
There may be loose ends and some fears about moving on as the mentoring partnership nears 
completion. It’s important to discuss your mentee's transition to post-mentoring 
endeavors. You may be in a position to help your mentee better prepare for what lies ahead 
and thus reduce any anxiety about the changes that await around the corner.   



A successful exit strategy includes five steps:  
1.  Processing conclusions—Process the learning that took place while working towards goals.  
2.  Integrating what was learned—Discuss how to apply and take learning to the next level.  
3.  Celebrating success—Plan a mutually satisfying way to celebrate achievement and new 
beginnings.  
4.  Redefining the relationship—Talk with your mentee about whether the relationship is to 
continue, and what it will look like: will you become a colleague, a friend, or something else?  
5.  Moving on—Both partners let go and identify ways of keeping in touch, if appropriate and 
mutually desired.  
Online Communication  
We encourage mentoring connections to have a minimum of one meaning communication 
monthly outside of the virtual, monthly meeting. This communication should discussion topics 
of importance to your mentee like goal progress, tasks completed, etc. There are various 
ways in which you can communicate with your mentee. These include:  

• Email  
• Discussion boards in Chronus  
• Messaging in Chronus  

Effective Online Communication  
When communicating through writing, the following tips will help prevent miscommunication:  

• Meaningful subject line—A good subject line ensures that the recipient 
recognizes the importance of your message and doesn’t delete it accidentally. The 
subject line should also serve as a summary, providing a clear idea of the topic you 
want to discuss.  
• Clear and concise messages—Take the time to write clear, concise messages. 
Correspondingly, if you receive messages that are not clear and concise, take the 
time to get clarification. Do you clearly understand your mentee’s message? If 
not, provide an opportunity to restate, elaborate or reconsider the intended 
message.  
• Investigating assumptions—What assumptions may have been made, 
whether stated explicitly or not? To uncover assumptions and prevent 
misinterpretations, state your understanding of your mentee’s message or ask for 
clarification.  

Being able to effectively communication online is a skill. Don’t hesitate to help your mentee 
improve in this area by coaching them on useful skills if you feel that they need assistance in 
this area.  
Goals  
It is important to set concrete goals with your mentee. Creating goals early in the mentoring 
connection is important to maximize the mentee’s results. We recommend that mentees 
develop 2-5 SMART goals to work on during their mentoring connection.   
We encourage mentees to take charge of setting pace and direction, and to explore with you 
how you can help them attain goals. One way you can help is by holding your mentee 
accountable for developing and recording goals. After each meeting, you and your mentee 
should record a summary in order to form new action items and goals.  
Mentee Goal Setting Resources  



Mentees are provided with a Goal Setting Handbook that provides them with information on 
SMART goals and a variety of worksheets to help them through the goal setting process:  
Self-Assessment Tool (link to PDF):  

• Prompts self-reflection about career aspirations, strengths, gaps and 
opportunities, and prioritization  
• Assessment of communication, time management, and stress  
• Mentee has been instructed to share their responses with you. Review during 
goal setting meeting one.   

Developing Initial Goals (link to PDF):  
• This worksheet prompts mentees to consider skills on which they want to 
improve, resources/support they’ll need, and challenges they anticipate.   
• Mentee has been instructed to share their responses with you. Review during 
goal setting meeting one.   

Initial Draft- Short- and Long-Term Goals (link to PDF):  
• This worksheet prompts mentees to create a draft of three short-term and three 
long-term goals. These goals do not need to be in SMART format as they serve as the 
starting point for the brainstorming process.  
• Mentees will also think specifically about skills, resources, and challenges for 
each of their goals.   
• Mentees have been instructed to share their responses with you. Work with your 
mentee to identify 2-5 of the goals they drafted to expand upon based on your 
strengths and areas which you’re comfortable helping. Do this in another 
goal setting meeting or via email/messaging.   

SMART Goal Worksheet (link to PDF):  
• This worksheet prompts mentees to think about and structure each of their 
goals in the SMART format. We’ve provided space for them to create up to five 
SMART goals.   
• Mentees have been instructed to share their responses with you. Review their 
goals and ensure that they are specific, realistic, and relevant. Do this in another 
goal setting meeting or via email/messaging.   

Tips for Ensuring that Mentee Creates SMART Goals  
Specific Targets  
It’s challenging to measure completion of a goal unless the specifics are laid out from the very 
beginning. Help your mentee avoid goals that are too vague such as, “I hope to become a 
respected leader in the field”.  
Realistic Expectations  
Mentors should encourage mentees to set smaller, time-bound goals as they progress, 
eventually leading to big results. Remove unhealthy comparisons from the picture with 
reminders that the mentor spent years of effort and training to reach his or her level. Set 
expectations realistically based upon existing skills and abilities. Break down goals into 
incremental steps, providing the opportunity for many mini-successes along the way. Celebrate 
small victories to help keep the end goal in sight.  
Relevant Focus  



Are the goals relevant to the relationship? If the mentee expresses goals outside the realm of 
what the mentor can assist with, then leave these goals outside the relationship. Focus instead 
on goals where the mentor can be of strong, related assistance. We encourage mentees to lay 
ideas out like cards on a table, so that you can collaborate to pick and choose the ones that 
make the most sense for the partnership.  
Stretch Difficulty  
Though it’s not a bad idea to set some goals that are somewhat easily attainable for the mentee 
to get their feet wet, remember that the purpose of the mentorship is to expand skills and 
abilities and to challenge the mentee. Work together to set goals that require legitimate effort 
and help train the mentee for future, similar situations.  
Clear Timelines  
Help your mentee outline specific steps and decide on deadlines for those steps. Consider the 
duration of the mentorship in planning timelines. If the mentee expresses many goals which 
could span years, the mentor may not be able to see these goals through completion.  
Feedback Opportunities  
Appropriate goal setting should include plenty of opportunity for feedback and evaluation along 
the way. Simply setting a goal and saying, “Get to it!” will not take a mentee very far in the long 
run. Checking in along the way to give advice and encouragement, or to even re-evaluate, will 
make all the difference in the mentee’s efforts and attitude. Schedule planned checkpoints.  
Goal Setting Process  
Mentees will have a variety of experience with goal setting. You may find that your mentee 
needs additional help at the beginning of this process as they gain comfort. I’ve provided two 
recommended pathways for mentees based on their experience with goal setting. The primary 
difference between the pathways is when you’ll complete the Goal Setting Exercise (link to PDF) 
with them. You’ll find the pathways in the Mentee Goal Setting Workbook (link to PDF).  
Goal Setting Exercise  
We recommend that mentees complete steps 1-3  of the goal setting exercise prior to meeting 
with you. However, they may have some difficulty with the task depending on their comfort 
level. I encourage you to converse with them prior to your first goal-setting meeting 
to determine if they will be able to come with their pre-work completed.   
You will also find prompts to “deepen the conversation” at the end of the exercise. Use your 
judgement to determine which, if any, may be appropriate for the experience level of your 
mentee.   
Instructions  
1. Have your mentee create three-columns and ask them to write “one week” at the top of the 
first column. At the top of the second column have them write “one month,” and at the top of 
the third column write “graduation.” Do the same with your own paper, perhaps writing “one 
year” or “one decade” in the third column instead of “graduation.”  
2. Ask your mentee to think about this question: What would you like to accomplish between 
now and each of these times?  
3. Invite them to draw pictures, sketch some symbols, or write words that represent answers to 
the question.   



4. When your mentee has finished drawing or writing, use the questions below to guide a 
conversation about the goals represented by their symbols or words. In this exercise, you might 
want to invite your mentee to speak first, each time, so that you don’t  
overshadow his or her goals. You can offer what you’ve written, but with a light touch, keeping 
the focus on the mentee.   

• Describe what you would like to accomplish:  
o In the next week  
o In the next month  
o In the time before you complete your degree  

• Why are these goals important to you?   
• Do these goals seem like ones you can reach in these timeframes? Why or why 
not?  

o If these goals feel realistic to you, what do you think your next step 
should be toward getting closer to accomplishing the goal?  
o If one or more of the goals feels less realistic to you, what can you do to 
make the goal more realistic?  

5. Ask your mentee to:  
• In the first column: Write one action you can take today to move toward your 
“one week” goal.  
• In the second column: Write one action step you can take in the next two weeks, 
to move toward your “one month” goal.  
• In the third column: Write one action step you can take in the next month, to 
move toward your “graduation” goal.  

6. Ask you mentee “What support do you need or want from me, or others, to commit to taking 
the steps you just wrote?”  
  
Deepening the Conversation  
Following are examples of questions that can help you have a deeper conversation with your 
mentee:  

• How often do you imagine what you would like to be doing a year from now? A 
decade from now? What are some of the things you hope you will be doing?  
• What gets in the way of you working toward either long-term or short-term 
goals?  
• What, or who, helps you to believe in yourself as someone who can both set and 
achieve goals? If no one, then imagine, for a moment, that you had someone in your 
life who always told you that they believed in you. What do you think would be 
different about your ability to believe in yourself, at this point in your life?  
• What additional support would help you in taking steps toward both your short-
term and long-term goals?  
• How can you best deal with setbacks, given that reaching a goal is rarely an easy 
or linear process?  
• How will you celebrate achieving each of your goals?  

 


