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Purpose



The purpose of the Pikes Peak Chapter Mentor Program is to enrich the transition period of new members into the Pikes Peak Chapter by providing our new members with their own personal mentors to help orient them to the IAAP organizational structure, educational and leadership opportunities, to allow established members to share their knowledge and experiences, to cultivate chapter leaders, and to provide an understanding of our commitment and dedication to the administrative profession.


This program is designed to reach out and embrace new members, not only to make them feel welcome, but also to provide a firm foundation on which to begin their membership. The mentoring relationship cannot be forced.  If a matched relationship is not working, the Mentorship Committee Chair is to be involved to resolve the situation.

Goals
1. To provide a mutually beneficial relationship between an individual joining the Pikes Peak Chapter and an established professional member.
2. To orient and acquaint a new member to the procedures of the Pikes Peak Chapter, its rules and bylaws, organizational structure, and activities of its respective committees.

3. To cultivate chapter leaders.

4. To recruit and retain members.

General Procedures
1. The Pikes Peak Chapter Membership Chair receives notification of new member(s).

2. The Membership Chair notifies Mentorship Chair with contact information.

3. The Mentorship Chair sends “Protégé Information” form to the new member prior to the installation of the new member and follows up to ensure that the form is returned to the Mentorship Chair.

4. The Mentorship Committee Chair reviews the form and assigns a member based on the information provided. The mentor should be a knowledgeable, two- or three-year member with a positive attitude and the protégé can be a member of any length of membership.

5. At the installation ceremony, the protégé is introduced to his or her mentor and presented with welcome packets from International and the Pikes Peak Chapter.

Benefits
1. Mentoring can provide exceptional learning experiences, highlighting key ideas and information that will make organization activities and functions memorable and meaningful.

2. Mentoring fosters teamwork and participation of all members.

	Mentor and Protégé Gain:
	Pikes Peak Chapter Gains:

	
	1. Mutual respect
	
	1. Better informed members

	
	2. Empowerment
	
	2. High morale and enthusiasm

	
	3. Friendship
	
	3. More involved members

	
	4. Career enrichment
	
	4. Better recruitment and retention 

	
	5. Productivity
	
	5. Stronger chapter


Attributes of a Mentor
1. Is a role model

2. Has organizational knowledge

3. Has matching interpersonal attributes

4. Possesses the ability to provide encouragement
5. Is willing to allot the dedicated time

The Mentor:
1. Listens

2. Tries to understand

3. Supports the protégé’s efforts

4. Respects the protégé’s individuality

The Mentor develops trust by:
1. Demonstrating an honest interest in the protégé.

2. Fostering open and candid two-way communication.

3. Supporting and encouraging the protégé.
The role of the protégé is to verbalize his/her expectations throughout the relationship.
“If you would thoroughly know anything, teach it to others.”

~Tryon Edwards

The Mentor Program

Mentoring involves going above and beyond. It is a relationship in which a person with greater experience and expertise within the realm of IAAP counsels, teaches, guides, and helps another person develop personally and professionally. The Pikes Peak Chapter Mentor Program has three levels with defined objectives so that mentors and protégés fully understand their responsibility and expected time commitment. The length of the formal mentor/protégé relationship is expected to be approximately six to nine months, including an opportunity for informal review. 


We are dealing with very special people—our members—and we sincerely want them to benefit from this experience. If, for any reason, you do not feel comfortable with your assigned mentor or protégé, please contact the Mentorship Committee Chair, and a new assignment will be made, no questions asked, no judgments made.
Level 1:
ORIENTATION - within 3 months of installation of new member:

1. Mentor makes initial contact to discern a time for (s)he and the protégé to attend a scheduled new member orientation session together.  Note:  The New Member Orientations are organized and scheduled by the Membership Committee on a regular basis and publicized within the chapter.
2. At first meeting outside of a regular meeting, mentor and protégé meet to discuss materials provided at installation regarding IAAP hierarchy, benefits of membership, and the Pikes Peak Chapter Mentor Program.
3. At second meeting, mentor and protégé review the hierarchy, mission, goals, and strategic plan of the Pikes Peak Chapter.

4. At third meeting, mentor and protégé review the bylaws and standing rules of International, the Colorado-Wyoming-Montana Division, and the Pikes Peak Chapter.

5. Mentor and protégé attend meetings and any chapter events regularly.
6. Mentor will listen and answer any questions or concerns Protégé has.

Level 2:
APPLICATION – within 3-6 months after installation of new member:
1. Mentor will attend a chapter Board meeting with protégé.
2. Protégé will serve on a committee the mentor is already on and be actively involved in that committee’s activities.
3. Mentor and protégé attend meetings and any chapter events regularly.

4. Mentor will listen and answer any questions or concerns protégé has.
Level 3:
COLLABORATION AND CELEBRATION: within 6-12 months of installation of new member:
1.
Attend a collaboration and celebration meeting with other mentors and protégés to celebrate completion of the Mentor Program and obtain feedback and answer any questions about IAAP, the chapter, the Pikes Peak Chapter Mentor Program, etc. 

2.
Volunteer to become a committee Chair.

3.
Mentor and protégé will make plans to attend a Division or International event.

4. 
Mentor and protégé attend meetings and any chapter events regularly.

5.
Mentor will listen and answer any questions or concerns protégé has.

6.
Continue the on-going relationship with the protégé in a manner productive and enriching to both of you.











