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The purpose of this manual is to provide information and ideas for both mentors and mentees 

of the WOTA Mentoring Program. 
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WELCOME TO THE WOTA MENTORING PROGRAM! 

Introduction 
The purpose of the WOTA Mentoring Program is to provide a 

structured approach to mentoring that brings two people together 

based on professional goals and interests. The "mentor" is an 

experienced occupational therapist who shares knowledge, 

experience and advice with a less experienced occupational 

therapist or occupational therapist assistant, or "mentee." 

Mentors become trusted advisers and role models – people who 

have proven technical experience in a particular specialty of 

occupational therapy. They support and encourage their mentees 

by offering suggestions and knowledge, both general and specific. 

The objectives of the program are to help mentees (either those new 

to the field or experienced) improve their skills and gain an 

understanding of current or potential new areas of occupational 

therapy practices. Mentors can develop leadership skills and gain a 

personal sense of satisfaction from knowing they have advanced a 

practitioner in the field of occupational therapy.
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WHAT IS MENTORING? 
You are about to enter into a unique professional relationship.  The following are several 

elements of mentoring: 

• Developing human resources

• Guiding others in their personal quest for growth through learning

• Stimulating a journey of self-discovery and development which provides opportunities for

personal fulfilment and achievement

• Forming of human development where one person invests time, energy, and personal know-

how assisting the growth and ability of another person

• Encouraging individual growth

WHAT IS A MENTEE 
A mentee is the recipient of the Mentor’s guidance and must be committed to expanding 

his/her capabilities by being open and receptive to new ways of learning, have a sense of 

personal responsibility about the mentoring relationship and his/her own growth and 

development. 

WHAT IS THE MENTOR’S ROLE 
A mentor’s role is to provide knowledge and support by offering the following: 

• Professional and technical support by encouraging challenging and growth opportunities

• Emotional support: encouragement, recognition, feedback, coaching

• Acts as a role model

• Access to learning opportunities, resources and networking

• Keep the mentee on the right track to avoid aimless detours

WHAT IS THE MENTEE’S ROLE 
A mentees role is to be an active, engaged learner. Qualities of a successful mentee include: 

• Being committed to expanding his/her capabilities

• Being open and receptive to new ways of learning

• Being open to feedback

• Having a sense of personal responsibility about the mentoring relationship: take ownership

• Following through on development plan and coaching for his/her own growth and

development
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MENTOR AND MENTEE RESPONSIBILITIES WITHIN THE MENTORING PROCESS 

Mentee Mentor 
• Identify initial learning goals and

measures of success for the mentoring

relationship

• Be open to and seek feedback

• Take an active role in their own learning

and drive the process

• Schedule and attend mentor

conversations

• Prepare meeting agenda

• Follow through on commitments and take

informed risks as they try new options and

behaviors in support of professional and

development goals

• Recognize the importance of the

mentor’s time

• Maintain confidentiality

• Advisor and coach: provide advice,

guidance, and feedback; share their

experience and expertise as appropriate;

act as a sounding board for ideas and

action plans

• Champion and cheerleader: offer

encouragement and support to try new

things; help mentees move out their

comfort zones; celebrate successes; help

mentees understand when things do not

go as planned

• Resource and recommendations: identify

resources that will help mentees with

personal development and growth

• Devil's advocate and “truth-sayer”:

provide the candid feedback that

mentees need to hear in order to move

forward

• Maintain confidentiality

RESPONSIBILITIES OF THE MENTOR AND MENTEE WITHIN THE MENTORING 

PROCESS 

• Development of trust

• Commitment to regular meetings

• Commitment to preparation

• Development of the Mentoring Agreement

• Development of Mentee Goals

• Establishment of boundaries

• Willingness of both to receive feedback

• Open communication

• Confidentiality

• Accountability to the process

‘If you cannot see where you are going, ask someone who has 
been there before.’ 

-J Loren Norris
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MAKING THE MOST OF YOUR MENTOR’S TIME 
It is important that you come prepared for each meeting with your mentor. Starting off well at 

your first meeting with your mentor will set the stage for the effectiveness of future meetings. 

Have a plan for the relationship. You should have already established your goals and needs 

using the WOTA Mentee Goals document to discuss with your mentor. Plan to convey 

characteristics about yourself including your background and learning style. Be prepared to 

explain what you are looking for in a mentoring relationship regarding your goals, skill acquisition 

and work-life balance.  

Be accountable for each meeting – you drive the relationship. You should not expect the 

mentor to simply tell you what to do.  If you disagree with comments or recommendations of the 

mentor, ask questions or seek clarification.  Set each meeting’s agenda using the WOTA 

Meeting Agenda document and email the agenda to your mentor in advance of each 

meeting. Be on time for meetings and show interest.  Be flexible if your mentor needs to 

reschedule.  

WHAT TO DO IF THINGS DON’T WORK OUT 
Establishing ground rules and boundaries including the development of the Mentoring 

Agreement that you and your mentor both sign can often prevent problems. Throughout the 

relationship, it’s important that you and your mentor are willing to bring forth concerns for 

discussion before they get out of hand.  

If you have concerns about how well the relationship with your mentor is going, start by 

reviewing what you have gained from your mentor, assess what you think may be missing from 

the relationship and evaluate how your needs correlate with the skill set of your mentor. You 

might find that the mentor has the needed background and that you should speak up more 

strongly regarding your needs and what you require from the relationship to keep it moving 

forward.  

The same process applies to mentors as well. 

But if the mentoring relationship isn’t working, you should move forward with terminating the 

relationship. In general, it is best done face-to-face or via phone or Zoom meeting.  Be gracious 

while being honest with your mentor about why you think is it time to move on. A final discussion 

of the positive aspects of the relationship may offset any lingering discomfort for both of you.  

Please contact a WOTA board member to confirm that the mentoring relationship has ended. 
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COMING TO CLOSURE 
The WOTA Mentor Program ends after six months. Plan to have a final meeting to discuss your 

goals and accomplishments. Be sure to celebrate your success and thank each other for the 

time and effort that you both put into the program!  Be sure to report your CEUs to the WOTA 

administrator.  

EVALUATION 
WOTA will send both mentor and mentee a midpoint and conclusion evaluation to help us 

determine the success of the program and make changes as needed. Your participation in 

the survey is greatly appreciated.  

RESOURCES 
Please refer to the Resources Section in Canvas for forms and ideas to assist you as you navigate 

your mentoring relationship. 

Source Material: University of Nebraska Medical Center Academic Affairs Faculty Mentoring Program; NOBCOT Guidelines for 

Mentoring; ATD Association for Talent Development; SNS Mentor Program Framework Linked In Slide Share. 


