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Guidelines for mentors and mentees 

This guide will help you to get the most out of your 

mentoring relationship. 

Why are we running a mentoring programme? 

We want to create a supportive and valuable community of Conferencing, 
exhibition and trade fair professionals.  One that’s accessible for all members 
and one that shares its collective knowledge and experience. 

This is why we’ve launched a pilot mentoring programme. We’d like members 
to support one another in developing their competencies. 

It’s an informal structure.  A mentor-mentee pair could involve an experienced 
AAXO member supporting someone at an early stage of their career.  An 
equally valuable pairing might also occur between individuals across vastly 
different sectors; sharing mutual challenges, understanding alternative points 
of view, or learning new technical skills.  There are numerous opportunities to 
learn from one another, and we hope you enjoy it! 

We’ll use the experiences of this pilot to refine the mentoring programme in 
the years ahead, so if you have any comments, advice or ideas we’d like to 
hear them. 

 

What is mentoring? 

Mentoring is a well-established technique that helps talented individuals 
achieve their potential.  Mentors provide their mentees with support, 
encouragement, friendship reinforcement and a constructive example. 

But mentoring isn’t one-size-fits-all.  Mentees have individual needs so 
mentoring relationships should offer enough flexibility to suit each 
circumstance, while allowing the relationships to flourish within a defined 
structure. 
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What makes a successful mentoring relationship? 

A successful mentoring relationship allows individuals to access a pool of 
experience that is larger, or at least different, from their own.  It is a trusting 
relationship where mentees can discuss issues and concerns in confidence, 
benefitting from their mentor’s advice and experience. 

 

What are the benefits for mentees? 

• Improving self-confidence and self esteem 

• Broadening horizons and accessing new experience 

• Recognising achievements and raising aspirations 

• Motivation 

• Improved performance 

• Job satisfaction 

• Networking opportunities 

• Self-directed learning 

• Career opportunities and career mobility 

• Opportunities to give and receive feedback 

• Opportunities to demonstrate strengths and explore potential 

• Develop visibility within or outside an organisation 

• Being challenged to use talents and share expertise 

What are the benefits for mentors? 

• Enhanced coaching and listening skills 

• Opportunities to develop and practice your personal style of 

leadership 

• Learn new perspectives and approaches 

• Opportunities to put something back into the industry 

• Gain additional recognition and respect 

• Personal satisfaction 

• Opportunity to exercise your creativity 

• Extended professional/community networks 

• Experience of dealing with challenging situations 

• Demonstrate expertise and share knowledge and skills 

• Be aware of new opportunities 
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Preparing for mentoring (as a mentor and mentee) 

Some things to consider: 

• What am I hoping to get out of this mentoring relationship? 

• How much time am I prepared, and able, to give to this? 

• What ground rules do we need to discuss? 

What are the practicalities and who will take primary responsibility for: 

• Deciding how often to meet, where and for how long? 

• Setting the agenda of each meeting? 

• Defining the goals of your mentoring relationship? 

• Reviewing progress throughout the programme? 

What about ground rules for the partnership? 

• What sort of confidentiality limits do you want to/need to work with? 

• Should you be in touch in between meetings or not? 

• Will any written records be kept of your meetings and if so by whom? 

• How will you review the relationship and deal with any problems? 

• Inform your line manager you are in a mentoring relationship (not to 

seek permission, but alerting them to the time commitment involved). 

• Although things will change over time, at the first meeting set up 

some initial ways of working to begin the process. 

• Get a better understanding of each other’s background, experience 

and current situation. 

• Discuss any previous mentoring that either of you has been involved 

with.  Use this learning to work out what worked well and what didn’t. 

To get you started you should probably agree and/or commit to the following: 

Frequency of your meetings 

You may wish to meet once one a month for the first couple of sessions – or 
whatever is appropriate for you both.  Agree the preferred mode of contact if 
anything needs to be discussed between meetings. 

  

Meeting locations 
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Getting away from emails and phone calls will help you both focus on the 
meeting and give it your full attention. 

  

Take stock regularly 

Agree to regularly review how things are going. 

  

Mentors could have been through dedicated training already.  Whether this is 
the case or not, if a mentor remembers the following elements it will 
encourage a healthy mentoring relationship: 

• Listen actively and show empathy 

• Use different questioning techniques 

• Give constructive feedback that can be acted upon 

• Have the ability to suspend your judgment and prejudices 

• Help to define the mentee’s objectives 

• Encourage the mentee to take responsibility for their own learning 

and development 

• Be willing, when appropriate, to share your own work experiences, 

skills and networks 

• Have the ability to discern when boundaries are being 

approached/crossed e.g. personal issues, departmental politics, 

conflict of interest regarding job applications etc. 

• Make time for the meetings and any preparation 

beforehand.  Commit to the full year of the programme 

• Use the opportunity to develop yourself 

• Absolute confidentiality 

 

The first meeting: setting goals and objectives 

As a mentor you may wish to ask the following questions of your mentee 
during the first meeting so that you can plan how to progress, how you will 
track your success, and what steps you both need to take.  This will be an 
ongoing process, as your goals and objectives are likely to evolve over a few 
conversations. 

• What would you ideally like from this mentoring relationship? 
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• In six months’ time what would you like to have achieved, which I 

might be able to help you with? 

• How will you know if you’ve made progress? 

• What specific help from me would be most useful? 

Here is an example of an agenda that you could use for your first session. 

Introduction 

• Mentor outlines what s/he has planned for the session 

• Mentor asks mentee what s/he has planned 

• Agree agenda and clarify how long the meeting will last 

Get to know mentee 

• What the mentee currently does in relation to work activities 

• Explore education and career history and career aspirations 

• Discuss motivation 

• What does s/he want to get out of the mentoring relationship? 

Let mentee know about you 

• Your current job and your career history 

• What has motivated you? Have you always been clear about your 

chosen career path? 

• Why you want to be a mentor and what you want to get out of the 

experience 

• Your preferred working style – how s/he can get the best from you 

Draw up a learning objectives 

• Discuss the objectives of the mentoring relationship 

Next steps 

• Decide what will be covered in the next session 

• Set a date and time for next meeting and how long the session will 

last 

• Agree any pre-meeting work either of you needs to do 

• Confidentiality – explain what it involves and make an agreement 
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