2008 Mentor Roles and Responsibilities

· Make an initial contact with his or her assigned new Examiner(s) to establish a convenient time for an in-depth conversation.  

· Allocate about 1-2 hours each week for answering questions from new Examiners.  These questions may come in the form of telephone calls or email messages.  Each mentor should state his or her preferred communication method. Encourage new Examiners to get started early on the prework assignment.  

· Using the Sample Agenda as a guide, determine the specific activities that you will conduct with your assigned new Examiners.  The experience level of our new Examiners varies widely.  Therefore, the level of assistance will likewise vary with some Examiners requiring little while others may need considerably more.  

· Help new Examiners understand their prework assignment (particularly the Independent Review Item Evaluation process).  You can assist the new Examiner in using the Step-by-Step Instructions for Independent Review Scorebook Preparation samples, provided in the electronic prework scorebook and online modules at the Baldrige website  
· Review the first Independent Review Worksheet.  Ask your new Examiner(s) to send you their first IR Worksheet for your feedback.  This could be one Process Item IR Worksheet and/or one Results IR Worksheet.  You can then review the worksheet using the Step by Step and your own personal experience and provide feedback to the new Examiners.  
· Send weekly email/schedule weekly call.  To ensure that the lines of communication stay open, you may wish to send a weekly email or set up a weekly call with your new Examiner(s).  You may also ask the new Examiner(s) to contact you during a set time each week to help you manage your time.
· Verify with new Examiner(s) which week they are coming to training.  This will help you develop a schedule that will provide timely assistance. Again, encourage your new Examiner(s) to begin the prework assignment early and allow ample time for its completion.
· Help with logistics and other general training questions.  Mentors may also be called upon to provide advice related to travel and other logistics issues regarding training.  You are not required to provide logistics assistance, but you may be able to offer Examiner(s) valuable guidance on the “ins” and “outs” of training and how to use the on-line Logistics Booklet to find information.  These tips can assist the new Examiner(s) as they prepare for training.  Such questions can also be redirected to BNQP. 

· Offer support and encouragement.  Keep in mind that some of our new Examiner(s) have never been exposed to the Baldrige process.  They are often looking for validation that they are on the right track or assurances that they can do this work.

· Please keep your new Examiner and the Baldrige Program informed of your status.  If your circumstances change and you are unable to continue the relationship, let your mentee and the program know immediately so we can attempt to provide a replacement mentor to the new Examiner.

2008 Mentor Program Suggestions and Tips

In consulting with your new Examiner(s), please observe the following:

· Be available.  Be sure to honor your time commitments for new Examiners and respond to new Examiners’ requests in a timely fashion.   
· Be an active listener.  Carefully listen to the new Examiners’ needs and identify specific ways that you can best help.

· Be patient and respectful.  Remember that people learn at varying speeds and that new Examiners are often challenged with the pre-work assignment.  

· Be flexible.  Some new Examiners have had state level Award experience and others are being introduced to Baldrige for the first time, so the relationship with each new Examiner will vary.  A mentoring relationship may also entail assisting the experienced State Examiner in making the transition to the national program where the expectations and processes may be different.

· Be confident.  As Senior Examiners or Alumni, you are the knowledge experts.  Trust your expertise in providing the new Examiners’ advice.      

· Be positive and provide constructive feedback.  As the knowledge experts, you will automatically command the new Examiners’ respect.  Accordingly, be sure to use tact and diplomacy in responding to the new Examiners’ requests and be sure to offer advice that will motivate and encourage the new Examiners.

