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Shanghai Leadership Toastmasters Club

Mentoring Guideline

When you are the Mentor…
Mentor-mentee is a valuable relationship.

Coaching your mentee improves your speaking and evaluating ability by reinforcing the skills you learned since becoming a TM. 
	EVENT
	DETAILS

	Induction Ceremony
	· Exchange contact information (email, mobile phone) with your mentee

· Breaking the ICE!

	Orientation Dinner 
	· Expectations coaching (some new members have overly ambitious goals such as completing CTM in 3 months)

· Talk a bit about how you have gone through the Toastmaster program

	Meeting Roles
	· Sit next to your mentee on the meeting when they are taking meeting roles (Timer, Ah Counter, Grammarian, Table Topic Master, Table Topic Evaluator, etc.) for the first time to make sure they understand the role and provide on-the-spot guidance if necessary

	Prepared Speeches
	· For C1-C3, proactively approaches your mentee to see if they need help

· For C4 above speeches, provide guidance when the mentee has problem in preparation, e.g., selecting a topic, understanding key points of a project, etc.

· Help the mentee revise their speech scripts by providing constructive feedback

· Provide instant and constructive feedback after their every speech in the form of a note, a short message, an email, a phone call or a face-to-face talk.  Point out their strong points and areas for future improvement

· Rehearse speech with your mentee if they ask you to do so

	Twice Yearly Formal Personal Goals Discussion
	· Meet your mentee outside of Toastmasters environment for half an hour or whatever necessary to discuss their personal goals in Toastmasters


When you are the Mentee…
Trust your mentor.  They want to help you develop.

You can increase your learning curve by proactively using your mentor's skills and experience.

	EVENT
	DETAILS

	Induction Ceremony
	· Exchange contact information (email, mobile phone) with your mentor

· Breaking the ICE!

	Orientation Dinner 
	· Expectations coaching: consult your mentor about your personal development goal in Toastmasters

	Meeting Roles
	· Clarify with your mentor any uncertainties about Toastmaster roles you are going to take before the meeting

· Sit next to your mentor on the meeting when you are taking meeting roles (Timer, Ah Counter, Grammarian, Table Topic Master, Table Topic Evaluator, etc.) for the first time so that you can have access to help

	Prepared Speeches
	· Proactively approaches your mentor to ask for help during preparation period

· For C1-C3 speeches, email speech script to your mentor at least three day before the actual presentation day so that the mentor will have enough time to review it 

· For C4 above speeches, reach your mentor for guidance when you have difficulty in preparation, e.g., selecting a topic, understanding key points of a project, etc. 

· Reach your mentor for his/her feedback on your speech after the meeting

	Twice Yearly Formal Personal Goals Discussion
	· Meet your mentor outside of Toastmasters environment for half an hour or whatever necessary to discuss your personal goals in Toastmasters


