Mentorship Guide Template 
Dear Mentor,
Thank you for volunteering to support our new employees. Your role as a mentor is crucial in helping them feel welcome, supported, and engaged in their work. Below is a structured guide to help you in this important role.
Orientation to the Office (Supervisor/Manager's Role)
· Office Layout: Introduce new employees to the layout of the office, including department locations, communal areas such as break rooms and restrooms, and other relevant facilities.
· Key Personnel: Introduce them to key personnel like department heads, supervisors, and administrative staff. Explain their roles within the organization.
· Office Protocols: Provide an overview of office protocols, including how to use office equipment, where to find important documents or resources, and any specific rules or guidelines to follow.
Job Training (Supervisor/Manager's Role)
· Task Guidance: Offer detailed guidance on the specific tasks and responsibilities associated with the new employee’s role.
· Tool/Software Demonstration: Demonstrate how to use necessary tools or software.
· Hands-on Training: Provide hands-on training opportunities and constructive feedback as they learn new skills.
Navigating the Organizational Structure (Supervisor/Manager's Role)
· Hierarchy Explanation: Explain the hierarchy within the organization, including who reports to whom and how different departments or teams interact. Share the organization’s chart if available.
· Chain of Command: Help new employees understand the chain of command and who to go to for different types of questions or concerns.
Roles and Responsibilities (Supervisor/Manager's Role)
· Team Member Roles: Clearly define the roles and responsibilities of different team members to avoid confusion and ensure effective task delegation.
· Contribution to Goals: Discuss how each team member contributes to the organization’s overall goals and how their roles intersect with others.

Protocol for Assistance
· Seeking Help: Outline the process for seeking help or assistance, including who to contact for different issues and how to escalate urgent matters.
· Common Scenarios: Provide examples of common scenarios where assistance may be needed and how to handle them.
· Example:  Do you have an IT department? Should maintenance be contacted when there’s a problem in the kitchen? You should call a manager when...
Resource Guidance
· Key Resources: Identify key resources within the organization and explain how to access them.
· Example: How to book a space for an event, who to contact? Can employees access the gym, and cafeteria of the organization?
· Contact Information: Provide contact information for relevant departments or individuals who can assist with different needs.
Team Collaboration
· Importance of Teamwork: Emphasize the importance of teamwork and mutual support within the organization.
· Resource: The importance of teamwork 
· Collaboration Tips: Encourage open communication, collaboration on projects, and willingness to help each other out when needed.
Work Management Skills
· Time Management: Teach strategies for effectively managing time and workload, including prioritizing tasks and setting realistic goals.
· Organization Tips: Offer tips for staying organized and maintaining productivity, such as using to-do lists or time management techniques.
· Resource: Time management strategies 
Multicultural Training
· Cultural Awareness: Provide insights into working with diverse populations, including cultural awareness training and strategies for building rapport with clients from different backgrounds.
· Cultural Sensitivity: Discuss the importance of cultural sensitivity and avoiding stereotypes or assumptions.
Resources: 
· Cultural awareness manual 
· Free introduction to cultural awareness and Indigenous Peoples of Canada 
· Example of a cultural sensitivity workshop 
Trauma-Informed Approach
· Principles of Care: Explain the principles of trauma-informed care and how they can be applied in various settings.
· Resource: Principles of trauma-informed care 
· Practical Examples: Provide examples of trauma-informed practices and encourage employees to approach all interactions with empathy and understanding.
· Resource: Trauma informed practice video 
Mental Health Support
· Self-Care Importance: Discuss the importance of self-care and maintaining mental well-being for both employees and clients.
· Resource Information: Provide information on available resources for mental health support within the organization and in the community.
Working with Immigrants
· Immigration Information: Offer information on immigration policies and procedures, including how they may impact clients.
· Support Resources: Provide resources for immigrants, such as connecting them with settlement services, and discuss how employees can support immigrant communities effectively.
Communication Skills
· Effective Techniques: Offer training on effective communication techniques, including active listening, empathy, and clear verbal and nonverbal communication.
· Practice Opportunities: Provide opportunities for practice and feedback to help employees improve their communication skills.
Professional Development
· Training Opportunities: Discuss opportunities for further training, certifications, or continuing education within the field.
· Career Goals: Provide guidance on setting career goals and creating a plan for professional development and advancement.
Helpful Questions for Mentors
1. "How did you feel when you first started working here? Share your insights with your mentee."
2. "What are some challenges you faced initially, and how did you overcome them?"
3. "What advice would you give to someone new to help them integrate smoothly into the team?"
4. "Can you share a story where teamwork made a significant difference in your work experience?"
5. "Can you describe a time when you had to resolve a conflict at work? How did you handle it, and what was the outcome?"
6. "Have you ever dealt with a difficult client? How did you manage the situation, and what did you learn from it?"
Thank you for your dedication and support in making our workplace a welcoming environment for all.

Notes for Customization
· This template can be adjusted to fit the specific needs of different departments within your organization.
· Include any additional sections relevant to specific job roles or organizational practices.

