
Page 1 

IRSE Mentoring Scheme 

Issue 1 - May 2015 
 

 

1. SCHEME PURPOSE 

1.1. The IRSE Mentoring Scheme exists to assist IRSE members (“Mentees”) to develop their 

professional competence, achieve their learning objectives and develop their non-

technical skills through mentoring provided by more experienced members (“Mentors”). 

1.2. A mentor is someone who provides guidance, help and support in the learning process for 

a person working towards being “fully competent”.  The mentor is “an experienced and 

trusted advisor” (Oxford English Dictionary definition). 

1.3. Most people benefit from having someone (a Mentor) to help them manage their learning 

in order that they can develop their skills and maximise their potential, particularly in the 

early stages of their career.  The Mentor's role is to help the person being mentored to 

step back from their daily work, reflect on and review their performance, and identify 

areas for improvement. 

Note: In the IRSE Licensing Scheme, the term “mentor” has a different meaning, which is 

described in the IRSE’s Guidance Note on the application of the Licensing Scheme, and 

which is not addressed in this document. 

2. SCHEME PRINCIPLES 

2.1. The Mentoring Scheme is a service provided by the IRSE, and participants (Mentors and 

Mentees) must be members of the IRSE. 

2.2. The Scheme facilitates a managed relationship between the Mentor and the Mentee to 

support the Mentee in: 

 Acquiring knowledge and understanding; 

 Skills development (technical and non-technical); 

 Career progression; 

 Provision of impartial advice and guidance regarding professional conduct; 

 Applications for Engineering Council registration (UK) or equivalent. 

2.3. The intent is not to teach, judge or necessarily to offer solutions but to provide a 

sounding board which will give the Mentee enough information to enable them to make 

the right decisions, and help them develop their own professional and personal skills and 

resources. 

2.4. For each Mentee there will be a pre-agreed commitment between Mentor and Mentee 

defining: 
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 Planned duration of the Mentor-Mentee relationship; 

 Range and scope of the issues that will be the subject of the mentoring relationship; 

 Frequency, times and durations of meetings; 

 Other contact arrangements. 

3. BENEFITS 

3.1. Both the Mentee and the Mentor can derive benefits from participation in the scheme.   

In addition to the direct objectives of the scheme (see section 2), the Mentee derives 

benefits such as: 

 Acquiring greater self-awareness (recognition of strengths and areas for 

development and learning); 

 Learning to build on strengths, and to address areas for development; 

 Attempting new challenges. 

3.2. The Mentor also gains benefits from participation, such as 

 The satisfaction of nurturing talent and growing the capabilities of younger engineers 

or those recently joined the profession; 

 Helping younger people and those new to the profession to shape their careers; 

 Contributing to their own professional development by engaging in the scheme; 

 Gaining knowledge from the Mentee. 

4. COMMITMENTS 

4.1. The Mentor commits to: 

 Give an agreed number of hours of mentoring support within pre-determined periods; 

 Avoid late cancellations or late arrivals for meetings; 

 Participate in mentoring events that the IRSE organises; 

 Respecting the confidentiality of the relationship. 

4.2. The Mentee commits to: 

 Respect the voluntary commitment which the Mentor is making, and not make 

unreasonable demands of the Mentor (eg contacting them for advice too frequently, 

or expecting more support than is reasonable); 

 Avoid late cancellations or late arrivals for meetings; 

 Participate in mentoring events that the IRSE organises; 

 Respecting the confidentiality of the relationship. 

4.3. Both the Mentor and the Mentee are bound by the IRSE’s Code of Professional Conduct, 

and are expected to apply it in the context of the mentoring relationship.  
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5. MENTOR AND MENTEE SELECTION 

5.1. The choice of Mentor is important.  The Mentor should not normally be a line manager of 

the person being mentored.  In some circumstances the most appropriate person for the 

role of Mentor may even be someone who works outside the organisation of which the 

mentored individual is a part. 

5.2. The Mentor must be suitably experienced, trustworthy, accessible, and be genuinely keen 

to undertake the role.  The Mentor should possess the inter-personal skills to establish a 

rapport with the individual, enabling them to discuss openly and objectively issues that are 

relevant to the Mentee.  The Mentor should also possess the knowledge and contacts to 

direct the individual towards sources of information and other people that can assist. 

5.3. Mentors should be suitably qualified for the role: 

 Their experience in the signalling and telecommunications industry should be 

sufficient that they can provide the breadth of advice that may be needed. 

 Their current involvement in the industry should be sufficiently current or recent 

that they can provide appropriate advice which is not misleading or out of date. 

 They should have proven successful experience of managing people, or have 

mentoring, life-coaching or counselling qualifications. 

5.4. The Mentee should be keen to learn, committed to the signalling and telecommunications 

industry and to the IRSE, and at a stage in their career where they will genuinely benefit 

from mentoring.  Generally this means that mentoring is most relevant to  

 younger people entering the industry; 

 others who have recently entered the signalling and telecommunications profession; 

 people who wish to resume their career within the profession, having taken a break. 

6. SCHEME ORGANISATION 

6.1. The IRSE Mentoring Scheme is overseen by the IRSE’s Education and Professional 

Development Committee, and is supported by the IRSE Mentoring Scheme Administrator 

(a person appointed to undertake this role by the IRSE London office). 

6.2. The Mentoring Scheme Administrator will: 

 Produce and maintain a procedure setting out how the scheme operates. 

 Seek Mentors from the IRSE’s membership. 

 Appoint Mentors who have volunteered for the role and are considered suitable. 

 Receive requests from people that wish to be mentored. 

 Assign Mentees to Mentors on the basis of suitability and accessibility. 

 Maintain records of planned and current (“live”) Mentor/Mentee pairings, and of 

unpaired Mentors and Mentees. 

 Monitor the operation of the scheme and report to the E&PD Committee 

periodically. 
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 Address problems arising from Mentor/Mentee pairing. 

7. PRACTICAL ARRANGEMENTS 

7.1. Before or at their first meeting the Mentor and Mentee should agree: 

 The planned duration of the relationship; 

 What each is seeking from the relationship, including the scope and limits of matters 

that may be covered; 

 The frequency and duration of meetings; 

 Contact arrangements outside of meetings. 

7.2. It is recommended that the relationship should last sufficiently long to address the aims 

agreed between Mentor and Mentee (usually not less than one year), with meetings held 

every three months, although there may be reasons in the early phases of the relationship 

for meeting more frequently. 

7.3. Ideally meetings should take place face-to-face, and where practicable Mentor-Mentee 

pairings will be arranged to facilitate this.  There may, however, be reasons why this is not 

always possible, and phone/video conferencing may have to be used instead. 

7.4. Mentees must make their own decisions and take responsibility for the consequences.  

Neither the Mentor nor the IRSE can be held liable for any actions that the Mentee may 

take (or decide not to take) arising from the advice and information given by the Mentor.  

7.5. When the relationship is terminated, whether by pre-arrangement, mutual agreement, or 

as a consequence of unforeseen circumstances affecting the Mentor or the Mentee, the 

IRSE’s Mentoring Scheme Administrator should be advised. 

7.6. If a Mentee has a complaint about a Mentor or vice versa, both individuals are encouraged 

to seek a satisfactory resolution of the matter between them.  Where this proves not to be 

possible, the matter can be raised with the Mentoring Scheme Administrator, who will 

help find a solution. 

7.7. If any participant considers they have grounds for complaint about the operation of the 

scheme they should raise the issue initially with the Mentoring Scheme Administrator, for 

consideration by the E&PD Committee. 
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Appendix A: Process for establishing and operating Mentor-Mentee pairings 

Note: The forms and other documents referred to below are all available to download on the 

Mentoring Scheme page of the IRSE website. 

1. IRSE HQ (London) advertises for mentors worldwide. 

2. Prospective Mentors complete a Mentor Application Form and send to IRSE Mentoring 

Scheme Administrator. 

3. The IRSE arranges induction for Mentors as appropriate. 

4. The IRSE advertises Mentoring Scheme to IRSE members.  

5. Prospective Mentees who feel they would benefit from participating in the Scheme complete 

the Mentee Application Form and send to the IRSE Mentoring Scheme Administrator. 

6. The IRSE Mentoring Scheme Administrator matches Mentor to Mentee based on 

geographical location, occupational sector, availability, and any special requirements, and 

puts the Mentor in contact with the Mentee. 

7. The Mentee contacts his/her Mentor to set up first meeting. 

8. At the first meeting the Mentoring Agreement Form is signed by both parties and a copy sent 

to IRSE Mentoring Scheme Administrator.  The Mentee also produces a Mentee Action Plan. 

9. Further meetings are arranged for the following 12 months, and the Mentee updates the 

Action Plan after each one. 

10. In between meetings there may be additional mentoring by email, video-conferencing, or 

telephone, by mutual agreement.  

11. The IRSE also recommends the following after each meeting, although it is not mandatory: 

 The Mentee completes a Mentee Reflection Log.  

 Both Mentor and Mentee complete their respective Review Forms. 

12. If either the Mentor or Mentee has concerns about the mentoring arrangements which 

cannot be resolved by discussion between them, they should contact the Mentoring Scheme 

Administrator, initially by completing a Mentor (or Mentee) Review Form and sending it to 

the Administrator. 

13.  When the Mentor and Mentee end the mentoring, each completes their respective Exit 

Evaluation Form and returns it to the IRSE Mentoring Scheme Administrator. 

Note: If by mutual agreement between the Mentor and Mentee it is decided to extend the 

mentoring beyond the originally agreed end date, the IRSE Mentoring Scheme Administrator 

should be advised accordingly. 
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Appendix B: Mentoring Scheme Forms  

The following forms form part this handbook and can be downloaded individually from the 

Mentoring page of the IRSE website www.irse.org: 

1. Mentor Application Form (to be completed by persons offering their services as mentors)  

2. Mentee Application Form (to be completed by all mentees who wish to be considered for the 
Mentoring Scheme) 

3. Mentoring Agreement (to be completed at start of mentoring relationship) 

4. Mentee Action Plan 

5. Mentee Reflection Log 

6. Mentor Review Form 

7. Mentee Review Form  

8. Mentor Exit Evaluation Form 

9. Mentee Exit Evaluation Form 

 

http://www.irse.org/


 

IRSE Mentoring Scheme - Mentor Application Form Issue 1 May 15 
 

IRSE Mentoring Scheme 
 

Mentor Application Form 
(to be completed by all mentors and return to the IRSE Mentoring Scheme Administrator mentoring@irse.org) 

Name 
 
…………………………………..    ………………………………………………………………..…….     ……………………… 
(Surname)  (Forenames)   (Mr/Mrs/Miss/Ms) 

DOB 
 

IRSE Membership Grade IRSE Membership No 

Address Tel (Daytime) 
 
Tel (Mobile) 
 
Email 

Employers name & address 
 

Please briefly describe your work 
 

Qualifications / licences held 
 

Please describe any special interests or occupational sector experience which may be helpful in matching you to a mentee: 
 

Outline the reasons why you would like to be a Mentor for the IRSE Scheme and give details of any experience you have in 
coaching and mentoring. 
 

Are you able to give a 3 year commitment? Yes / No 
If No then how long (a minimum of 1 year commitment is required) 
 

Are there specific days and times that you are 
unavailable? 

I, agree to abide by the requirements of the IRSE Mentoring Scheme as a mentor  
I understand that the scheme involves spending a minimum of two hours, 4 times per year with each mentee, either in person or 
through remote video links via the internet such as SKYPE with additional online / virtual mentoring by e-mail or telephone as 
appropriate throughout the year 
Further, I understand that I may be required to participate in a short mentor induction session 
I have read the Mentor Scheme Handbook and agree to work in accordance with its requirements 
. 
Signature………………………………………………………………………………………. Date……………………………… 
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IRSE Mentoring Scheme  
 

Mentee Application Form 
Request to be included in the IRSE Mentoring scheme as a mentee (to be completed by all mentees and return to the IRSE 

Mentoring Scheme Administrator mentoring@irse.org) 

Name 
 
…………………………………..    ………………………………………………………………..…….     ……………………… 
(Surname)  (Forenames)   (Mr/Mrs/Miss/Ms) 

DOB 
 

IRSE Membership grade IRSE Membership No 

Address Tel (Daytime) 
 
Tel (Mobile) 
 
Email 

Employers name and address 
 

Please give brief history of your work in S&T Engineering  with dates 
 

Qualifications / licences held 
 

Please briefly describe how you feel that the IRSE Mentoring Scheme would benefit you 
 

Please provide brief details any interests outside S&T Engineering that you think would help the Mentoring Scheme administrator in 
allocating a mentor to you 
 

Are there specific days and times that you are unavailable? 
 

 

I, agree to abide by the requirements of the IRSE Mentoring scheme as a mentee  
I understand that the scheme involves spending a minimum of two hours, 4 times in one year with a mentor, either in person or 
through remote video links via the internet such as SKYPE with additional online / virtual mentoring by e-mail or telephone as 
appropriate throughout the year 
I have read the IRSE Mentoring Scheme Handbook and agree to work in accordance with its requirements 
 
Signature………………………………………………………………………………………. Date……………………………… 

mailto:mentoring@irse.org
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IRSE Mentoring Scheme  
 

Mentoring Agreement  
(to be completed at start of mentoring relationship) 

This mentoring agreement supports the mentoring relationship/partnership between: 
 
(Mentor): ……………………………………………………….. and (Mentee):………………………………………..……………………. 

Mentor and mentee have agreed that the main aim(s) of the relationship/partnership are: 
 

Mentor: the support that I will offer during the mentoring relationship/partnership will include: 
 

Mentee: from the mentoring relationship/partnership I hope to gain: 
 

 
Signature (mentee)………………………………………………………………………………………. Date……………………………… 
 
Signature (mentor) ………………………………………………………………………………………. Date……………………………… 
 

Please send copy to the IRSE Mentoring Scheme Administrator mentoring@irse.org 

mailto:mentoring@irse.org
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IRSE Mentoring Scheme  
 

Mentee Action Plan 
Use this action plan for: 

 Reflection and analysis – concentrate on key learning points 

 Support and development needs – be specific 

 Difficulties that were encountered and how they were resolved 

 Identified strengths 

 Achievements and successes 

 
Mentee: …………………………………………………………..…… Mentor:…………………..……………………………..…………… 
 
Action plan No ……………………………………………….Date…………………. 

Agreed Target  Action required to achieve target Date 
achieved 
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IRSE Mentoring Scheme  
 

Mentee Reflection Log 
A Reflection Log allows the mentee to self-review and it is through this process you learn, develop and more importantly take 
ownership of the process. You can then, reflect, recognise achievements, analyse practices and identify areas for development and 
action planning. (It is recommended that this is completed by the mentee following each session with the mentor) 

 
Mentor: …………………………………………………………….. Mentee:………………………………………..……………………. 
 
Date:…………………………………………….…………. 

What have I achieved? 

What have been difficult areas? 

What have I learned? 

What do I need to change? 

What do I need to develop? 

What additional support do I need? 
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IRSE Mentoring Scheme  
 

Mentor Review Form  
This review looks at the professional, personal development and the relationship between the mentor and mentee. It provides an 
easy way to record what the mentor / mentee relationship is hoping to achieve, the actions needed, outcomes and support 
required.   

 
Mentor: ………………………………………………….. Mentee:…………………………………….……… Review Date..……………. 

How is the partnership working? 

What is working well? 

Is anything not working well? If yes, how can this be resolved? 

Is there any additional support needed for mentor/mentee? 

General comments on progress and achievements since the last review 

Specific competencies and achievements which have been identified? 

Areas which need to be developed? 

Agreed actions for the future. 

Any support required for development and actions. 

 

If the mentor sends this form  to the IRSE Mentoring Scheme Administrator (mentoring@irse.org), then the Administrator’s 
comments /actions should be recorded here 

mailto:mentoring@irse.org
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IRSE Mentoring Scheme  
 

Mentee Review Form  
This review looks at the professional, personal development and the relationship between the mentor and mentee. It provides an 
easy way to record what the mentor / mentee relationship is hoping to achieve, the actions needed, outcomes and support 
required.   

 
Mentor: ………………………………………………….. Mentee:…………………………………….……… Review Date..……………. 

How is the partnership working? 

What is working well? 

Is anything not working well? If yes, how can this be resolved? 

Is there any additional support needed for mentor/mentee? 

General comments on progress and achievements since the last review 

Specific competencies and achievements which have been identified? 

Areas which need to be developed? 

Agreed actions for the future. 

Any support required for development and actions. 

 

If the mentee sends this form to the IRSE Mentoring Scheme Administrator (mentoring@irse.org), then the Administrator’s 
comments /actions should be recorded here 
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IRSE Mentoring Scheme  
 

Mentor Exit Evaluation Form 
(To be completed by the mentor at the end of each mentee relationship and send to the IRSE Mentoring Scheme Administrator 

mentoring@irse.org   

 
Mentor: ………………………………………… Mentee:…………………….………………Period of Mentoring…………..…………… 

Did the mentee complete your programme?   
Comments 

Yes / No 

Did the programme meet your expectations as a mentor? 
Comments 

 

Do you feel that the mentee wanted more time from you than you expected 
Comments 

 

Were there any areas where you felt you were unable to help the mentee  
Comments 

 

Are there any areas where you feel improvements could be made to the IRSE Mentoring Scheme? 

Final Mentors Comments 

 
Mentor Signature:………………………………………………………………………..……… Date:……………………………….  

 

Comments from IRSE Mentoring Scheme Administrator 
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IRSE Mentoring Scheme  
 

Mentee Exit Evaluation Form 
(To be completed by the mentee at the end of each mentor relationship and send to the IRSE Mentoring Scheme Administrator 

mentoring@irse.org   

 
Mentor: ………………………………………… Mentee:…………………….………………Period of Mentoring…………..…………… 

Did you complete your programme?   
Comments 

Yes / No 

Did your programme meet your expectations? 
Comments 

 

Were you satisfied by the service provided the IRSE Mentoring Scheme 
Comments 

 

Were you satisfied by the service provided by your mentor? 
Comments 

 

What are you now planning to do? 

Further Qualifications/Study. 

Do you need any further help or guidance for either of these areas? 

Final Mentees Comments 

 
Mentee Signature:………………………………………………………………………..……… Date:……………………………….  

 

Comments from IRSE Mentoring Scheme Administrator 
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