Guidelines for the Employee Mentorship
Program

Dear [Name],

Welcome to our Employee Mentorship Program! This program aims to foster professional
growth and personal development through structured mentorship. Below are essential guidelines
to ensure a successful mentoring experience:

1. Roles and Responsibilities

Both mentors and mentees should understand their roles:

« Mentors: Support, guide, and provide feedback to mentees.
o Mentees: Take initiative, seek advice, and act on feedback.

2. Set Clear Objectives

Mentors and mentees should establish clear goals for the mentorship period. Goals should be
SMART: Specific, Measurable, Achievable, Relevant, Time-bound.

3. Regular Meetings

Schedule regular meetings (at least once a month) to discuss progress, challenges, and goals.
Consistency is key to building a strong mentoring relationship.

4. Provide Constructive Feedback

Both parties should engage in open and honest communication. Feedback should be specific,
actionable, and geared towards improvement.

5. Respect Confidentiality

All discussions between mentors and mentees should remain confidential to build trust and
encourage openness.

6. Evaluate the Experience

At the end of the mentorship period, both mentors and mentees should evaluate the experience to
identify areas for improvement and celebrate successes.



Thank you for your commitment to this program. Your participation is vital in nurturing the next
generation of leaders in our organization.

Sincerely,
[Your Name]
[Your Position]



