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What is summarized in this directory? How should it be used?

This directory identifies resources provided by the HBA for use in organizing,
planning, implementing and evaluating its regional mentoring programs. It lists forms,
tools, complete slide decks and other materials for Mentoring Program Committees as
well as for program participants —mentors, mentees and circles. These materials have
been organized into 13 sections listed in the Table of Contents (slides 6-11).

Most resource names are followed by (US), (EU) or (US & EU), which indicate the
mentoring program(s) for which they are designed. US = US/group mentoring
programs; EU = HBA Europe 1:1 virtual program; and US & US = may be used by both
the US/group mentoring and EU/I:1 virtual mentoring programs.

Mentoring Directors/Deputy Directors: Please share this directory and the following
documents with all members of your mentoring program committee, so everyone is
aware of resources and procedures needed to accomplish the work:

*  01.01 - Committee Structure & Roles
* 01.03 - Mentoring Program Operations Manual

How can I access copies of the actual resources?

All resources have been uploaded to the library of the “HBA Mentoring Program
Leaders” group on the HBA Online Community, which mentoring directors and
deputy directors can access 24/7. If you are a current mentoring director or deputy
director of an HBA regional mentoring program and cannot access this group, please
contact mentoring@hbanet.org.



mailto:mentoring@hbanet.org

Terms of Free use of several resources in this guide has been granted by
authors/developers who retain the copyright to their material; the
Use copyright to other resources is held by the HBA.

* Do not delete any copyright or credit lines that appear in the
footers or on individual pages or slides.

* All resources in this guide are for use only within HBA
regional mentoring programs and should not be used or
distributed outside the HBA and its mentoring programs.

If you have any questions about individual resources or their
intended use, contact mentoring@hbanet.org.
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Abbreviations 1:1 = mentoring program model where 1 mentor is paired with 1 mentee
COE = Center of Excellence

DD = Deputy Director

EU = Europe

F2F = Face-to-Face

MD = Mentoring Director

MPC = Mentoring Program Committee

OIC = Operations and Internal Communications (committee)

US = United States
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01.01 - MENTORING PROGRAM COMMITTEE - Structure & Roles
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01.02 - MENTORING PROGRAM COMMITTEE - Contact List Template

Section 01

OIC Committee gathers contact information from all Mentoring Program Committee
members using this template.

Commlttee » Emails the completed list to Mentoring Director, Deputy Director & all Mentoring Program Committee members

St art U « Sends a copy to Lori Whitehand at: Iwhitehand@hbanet.org
P « Updates & redistributes list, as necessary

Resources

Preferred Secondary Preferred Secondary Committee Position

Last Name Email Email Phone Phone (See Committee Structure & Roles) (eg, Member, Chair)
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Key Resource
Provide to all

01.03 - Mentoring Program Operations Manual

Mentoring Program

Somple " Committee Chairs &
Geru_:.r.ie Activity Tips, Hints, Reminders | (available in the "HBA Mentoring mem be rs
Timeframes™ Program Leaders™ group) .
1 Month of Match Process Be ready to Always check 00.00 -
O mimil e e March reconfigure groupsif |  Mentoring Program
(~4-6 weeks prior | » Match Committee does final check for any missing Mentee and Mentor business/other conflicts Resource Directory for
to Kickoff) Applications; sends final reminders for immediate completion of any surface. This can instructions/tips on using

Start-Up
Resources

Mentoring Program Operations Manual
Key Program Activities, Actions & Suggested Timeframes*
Novenber 2

Sample Timeline Based on Late April/Early May Kickoff

=Based on a late Apriearly May kickoff date; adjust schedule based on your Kickoff date.

Healthcare
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Association

outstanding applications.

*  Match Committee contacts HBA Central’s Lori Whitehand
(lwhitehand@hbanet.org) to dose Mentee and Mentor Applications on

SurveyMonkey.

s Match Committee reviews mentee and mentor application information. Using
match criteria (05.01), committee:

- Creates co-mentor pairs

— Creates mentee groups of 4-5
— Combines mentor pairs with mentee groups

* Match Chair reviews proposed mentoring group composition with MD prior
to fihalizing.

* Match Committee sends out Mentee and Mentor acceptance emails using the
mentoring program email account. (05.02, 05.03, 05.04, 05.05)
- Per acceptance email, those offered a place in the program are asked to
immediately confirm their participation by return email.

* Match Committee tweaks mentoring group composition, as needed, to deal
with business conflicts, personal issues, decisions not to participate.

* Match Chair prepares final list of mentees and mentors who will not be
participating in the program (ie, nonacceptances AND those who were
accepted into the program but decided not to participate); reviews w/MD.

- Sends out nonacceptance notifications (05.06, 05.07, 05.08, 05.09) to
mentees and mentors those who could not be placed in a group.

- Prepares a list of any Mentee Program Fee refunds needed (ie, mentees
who could not be placed in a group AS WELL AS mentees who decided
not to participate in the program and notified the committee by the
deadline). Sends one list with all refund requests to HBA Central event
administration (events@hbanet.org) for processing. Note: Refunds may
take several weeks to process/post.

* Match Committee ensures mentees and mentors who have been accepted
into the program and decided to participate are current HBA members or
join HBA prior to the Kickoff; follows up with those who aren’t members to
make sure they join.

happen up until the
Kickoff (although by
sharing the names of
group members with
each circle early on,
late surprises can be
minimized).

It can be VERY helpful
to have several
individuals who are
willing to be “on-
call/stand by”
mentors (ie, can jump
in to serve, if needed,
at the last minute).
These individuals may
come from the
Mentoring Program
Committee,
Regional/Chapter
Boards or past Mentor
pool.

resources listed below:

05.01 - Match Process,
Principles, Tips

05.02 - Acceptance
Motice - Mentee (US)

05.032 - Acceptance
Notice - Mentor (US)

05.04 - Acceptance
Notice - Mentee (EU)

05.05 - Acceptance
Notice - Mentor (EU)

05.06 - Nonacceptance
Notice - Mentee (US)

05.07 - Nonacceptance
Notice - Mentor (US)

05.08 - Nonacceptance
Notice - Mentee (EU)

05.09 - Nonacceptance
Notice - Mentor (EU)

21-page guide to activities,
actions & resources for
planning, implementing &
evaluating HBA mentoring
programs.

Organized chronologically

Details specific actions to
be taken by mentoring
program leadership &
committees

Provide recommended
timeframes for each
activity

Highlights key
collaboration points with
regional Centers of
Excellence.

Identifies mentoring
program resources & how
to use them.
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02.01 - SET-UP FORM - Group Mentoring Programs (US)

Group Mentoring Program: « Submit 16_ weeks prlor_to Kickoff date

HFI3 A Set-Up Form (so there is adequate time to promote

o st o et o s At ot program & recruit mentees & mentors
ko i ol e e e St o o ok o s e as well as to complete the match

+  Submit this fully completed form at least 16 weeks prior to the Program Kickoff date to ensure

adequate time for audience recruitment, matching/notification and mentor/ mantes training. p rocess’ i ss u e

Filds,/drop-down menus requiring responzes zre highlighted in “yellow” 2nd appear an every
page of this form.

Information/'directions/tips for filling out this form appear in “red.” acce pta nceSI nonacce pta nces,
Send completed form to events@hbanet.ors train/orient mentors & mentees, etc).

Completed form submitted by (name) | on [date)
Region: Please select one

el o o Commiies cntac for mentrin et et/ appcation srces « Both the Mentee Application Survey &
oo resossppeceed e oreton preided n s o BRSSP Mentor Application Survey must be

Primary competency: 12. Continues to learn, grow and transform

Secomary competency: 5 Detrmind toschievs customized, finalized & tested to open
registration. Links to each required in

Program
Set-Up
Forms

INTERMAL PROGRAM TIMELIME - Must be fully completed as part of this form; will be reviewad by HEA.
Items in-w'lll b= listed in the “Program activities” section. Consult the Mentoring Program Rosdmap to ensure set_u fo rm
you have provided sufficient time for each step. Dates for all VIRTUAL events must have been resenvad/confirmad with p u
HEA Staff (since HEA staff will provide technical support).

+  Registration clases (date]:

" Lot oyt ertes s o e progran and o e 4 e s i + Kickoff date needed to open registration
e copme el (& also for the application surveys).

#  Program acceptances sent [datg):

#  Program nonacceptances sent (dats):

*  Co-mentor/Mentoring Group notificstions/instructions sant (datz): ° AI Iow 5 fu II busi ness days from

- _ [one session reguired; additional blank provided for programs that will conduct twa)

Moo Tl .- e e SRR r s e submission of fully completed form to

—Mentor Training #2 - will be held Please selectone on this date:

: _[onesessiunl‘;q;:'ier:?;:?:aluankprw'ldedfurpmyamsﬂlatwillmnducttwu:l opening Of regiStration (for program
et 2 vt e vt R ot e N o o e B o o set-up, creation/testing of workflow
o117 emails, etc).
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02.02 - SET-UP FORM - HBA Europe Mentoring Program (EU)

HBA Europe Mentoring Program: « Submit 16 weeks prior to Kickoff date
H3A Set-Up Form (so there is adequate time to promote

WI16201E

i s et e e e et/ apictin rocesfor the romram el program & recruit mentees & mentors
To =2t wp registration for specific mentoring program events (eg, Mentor Training, Mentes Orientation, Program

Kickef, Closing Celebration, etc), sz the snort form for Mentor ng Frogram-Feisted Events as well as to complete the match

#  Submit this fully completed form at least 16 weeks prior to the Program Kickoff date to ensure
adequate time for audience recruitment, matching/notification and mentor/mentes training. H

*  Figlds,/drop-down menus requiring responses are highlighted in “yellow” a2nd appear on every p rocess, I SS u e
page of thiz form.

*  Information/directions/tips for filling out this form appear in “red.” acce pta ncesl nonacce pta nceS,
Sendcompleregform 1o susnts@hbansor: train/orient mentors & mentees, etc).

Program
Set-Up
Forms

Completed form submitted by Name:| | Email: Phone: on (dat=):
Region: Europe

ing rogtam Commites contact for mentring progam regiraton/application process - Both the Mentee Application Survey &

Name: Email: Fhone:

Whoreviewed/approved th nformaton provided n i form? lesse slect ane Mentor Application Survey must be

Primary competency: 12. Continues to learn, grow and transform

Secondry competency: 5. Detarmied t schire customized, finalized & tested to open
INTERMAL PROGRANM TIMELIME - Must be fully completed as part of this form; will be reviewed by HBA. regiStration' Links to eaCh reqUired in

1tzms in SBIueR will b listed in the “Program activitiss® section. Consult the Regional Mentaring Program Roadmap

to ensure that you have provided sufficient time for each step. Dates for all VIRTUAL events must have been Set- u p fo rm n
reserved,/confirmed with HBA 5taff (since HEA staff will provide technical support).

*  Registration closes [dats):

e i e e 1 e DA i s o « Kickoff date needed to open registration

#  Matching begins (date):

- tcing compet gt (& also for the application surveys).

*  Program acceptances sant [date):
#  Program nonacceptances sent [date):

: W?::::::;:T:ﬁ:::::::}:ﬁ::;kpmmﬁmm than one session will be conductad) ° AIIOW 5 fu" bUSiness days from

— Mentor Training #1 - will be held Pleass select one on this dats:

vt —— bl submission of fully completed form to
. DR opening of registration (for program
" K set-up, creation/testing of workflow

emails, etc).

Healthcare
Businesswomen's
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02.03 - SET-UP FORM - Mentoring Program-Related Events (US & EU)

 Examples: Mentor

H3A1

Program

Mentoring Program-Related Events: =t
g Frog Training, Mentee
Set-Up Form - -
V.11162018 Orlentatlon
4
o by :
p This form is used to set-up registration for mentoring program events (eg, Mentor Training, Mentee Orientation, Kickoff, Closing Celebration). It N etwo rkl n g
is assumed that there is “no charge” for all events set up using this form. = =
For all VIRTUAL events (webinars) - The event date must be reserved/confirmed in advance with HBA Staff before the event can be listed on SOCIa IS[ KICkOff,
F the Mentoring Program registration page. Webinars will be conducted on the GoToWebinar platform with HBA Staff providing technical support for = -
O rm S educational program components conducted virtually. CIOSI ng Celebratlon
For IN-PERSON/F2F events for which you are requesting an additional registration be set up in ProTech - Not required; some Committees
prefer to collect registration RSVPs via email /Survey Monkey OR plan to use their mentoring program group in the HBA Online Community.
Submit this fully completed form at least 8 weeks prior to the event date. °
Fields/drop-down menus requiring responses are highlighted in “yellow.” Reco m m e n d
Information/directions/tips for filling out this form appear in “red.” Setti n g u p
Send completed form to events@hbanet.org m e nto ri n g
Completed form submitted to HBA by Name: Email: Phone: on (date): prog ra m = related
Region: Please select cne
Who reviewed/approved the information provided in this form? Please select cne eve n ts at Iea St 8
weeks prior to

event date.

Pagelof 6
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03.01 - Social Media Slides

HBA Europe Region @hbanet_eur - Sep 27 v
LAST CHANCE to be part of the HBA Europe Mentoring Program 2018-19! Tell us
your career goals for the next year and get matched with a personal mentor from

the #healthcare industry for 9 months. Sign up at: bit.ly/18REGEMENT
#MentorlRL #Youngprofessionals #career

Marketing &
Promotion

Reach out to your
region’s Marketing
Center of Excellence
(COE) President to
have social media
slides developed for
your program.

Healthcare
Businesswomen's
Association
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03.02 - Chapter Event Slides

Section 03
Marketing &

Reach out to your region’s Marketing Center of Excellence (COE)
. President to develop one or more slides that can be shown at
PI‘OInOthIl chapter/regional events to promote the mentoring program.

- Start this process early: It takes time for your fellow volunteers to prepare
these materials.

« Again, work ahead: Ensure these slides reach the right individuals at the
local/regional level so they can be incorporated into the Opening Remarks (&
the presenter’s slides) at these events.

* Make sure these slides are available in advance of when registration opens
for the mentoring program. Ask that these slides be displayed at all
chapter/regional events before & throughout the open registration period.

Healthcare
Businesswomen's
Association
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03.03 - Promotional Email to Past Participants (US)

P3.03- rome Email o Past Paricpants (U5 programs) Promotional email draft to past participants
of an HBA Group Mentoring Program.

Marketing &
Promotion

Recommended Subject Line:
Invitation to re-znroll in this year's mentoring program - Registration closes [data]

« Customize areas highlighted in “yellow” with your
program’s information & registration deadline.

Dear Mentoring Colleague,

“vou know, first hand, how group mentoring can enrich professionzl development, accelerate carser
advancement and expand your leadership network. As & past participant in 2n HBA mentoring pragram,
we are pleased to provide this specizl snnouncement and invitation to re-enrodl in this year's program.

 Pull the list of last year’s mentoring program
o k. th e e age] s the allowsng s ofocales for i person participants from ProTech (include mentees &

meetings of mentoring groups:

[y, sate or thardescrption] mentors; delete cancellations). Note: Mentoring

®  [City, State or other :Iescr:pt?nn] . -
. RiEeasne Director & Deputy Director have 24/7 access to
: L‘::‘;ns:: E;‘i’r‘:::fgs;:ﬂ:lllnlllumberof wirtuzl groups may be created P rOTeCh re pO rts .

Thiz program iz enly offered once a year, and registration will close on [registration close date] to

sccommodste Mentor Training {date), Mentes Orientation (date) and the Kickoff event (date). ° Send the I|St & the CUStomlzed ema|l to your

Dion't miss this opportunity to re-engage with  new cirde of HBA members in this results-oriented

progr Beste o vk ucrine opy 3 ko e pogra e o] region’s Marketing Center of Excellence (COE)

F.5. Please fzel free to share this with others in your professional cinde who you think could benefit

Fom s arence President, so they can work with HBA's Marketing
Warm uishes Staff to send out from Informz.

HE [region] Regional Mentering Program Committes

P.5. If you have questions about this program, please contact [Mame] 3t [phone number] or email
[mentoring program email address].

Healthcare
Businesswomen's
Association
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03.04 - Promotional Email to Past Participants (EU)

Promotional email draft to past participants
of the HBA Europe 1:1 Mentoring Program.

Marketing &
Promotion

Recommended Subject Line:
Invitation to re-nroll in this year's mentoring program - Registration closes [data]

« Customize areas highlighted in “yellow” with your
program’s information & registration deadline.

Dear Mentoring Colleague,

A5 @ past participant in the HEA Europs Mentoring Program, you know how mentoring can enrich
professional development, accelerate career sdvancement, and expand your lezdership network. That's
why we are plezsed to provide this special invitation for you to re-engage in this year's program.

« Pull the list of last year’s mentoring program

[Registration is now open for the [year-year] HBA Europe Mentoring Program, [make underfined copy 3

BT Sl el T AT o ke it b ik participants from ProTech (include mentees &
S e e e e A e mentors; delete cancellations). Note: Mentoring
St T ot 4 e e it 00 Director & Deputy Director have 24/7 access to
Don't miss this opportunity to reap the many benefits that a mentoring relationship can provide. PrOTeCh reports -

Register now! [make underfined copy a link to the program registration pags]

fl:;.l:slLI-I1I:'t|+I.zi:su:,‘:‘e:l_Ii:r:;el:,nsharethis\.nriliu:,thersinyuurpr\:lFBsional retwork wha you think could banefit ° Send the Iist & the Customlzed ema” to your
e region’s Marketing Center of Excellence (COE)

F.5. i you have questions about this program, please contact [Mame] t [phone number] or email PreSIdentl so they Can Work Wlth HBA,S Marketlng

[mentoring program email addrass].

Staff to send out from Informz.

Healthcare
Businesswomen's
Association
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Marketing &
Promotion

F3/

Healthcare
Businesswomen's
Association

Nate: This virtual session is conductad by the ing Program C:
on the GoToMeeting platform designated for Regions’ use,

Learn more about the [year] HBA [Region] Group Mentoring Program:
Free Informational Session

Date and time
[Day, Date]
[Time] - [ Time & Time Zone]

Event contact
[Name and Phone and/er mentoring program email address]

Is [year] the year for you to hamess the power of mentoring relationships: to accomplish a caresr or
leadership goal? Have you wonderad how the HBA group mentoring program works and if there will be
3 mentoring circle forming in your local arez? This free informational session will help answer key
‘questions about this highly valuad program and what it can do for you. Topics include:

* Why mentoring?

& Program structurs and timelineg

» ‘What are mentoring circles and how do they work?
*  Mentes/Mentor benefits

& Howcan | join?

*  Registration/application deadline

Following the presentation, there will be a live GB.A session with members of the Mentoring Frogram
Committes.

Registration information
Thiz informational session iz free; both HBA members and nenmembers may register.

Featured speaker

[Name]

[HEBA Mentaring Titis]
[Professional Title/affiliaticn]

03.05 - INFORMATIONAL SESSION - Description (US)

Description of an informational session on

the HBA Group Mentoring Program.

« Customize areas highlighted in “yellow” with your

program’s information.

« This virtual session is conducted by the
Mentoring Program Committee itself on the
GoToMeeting platform designated for
Regional/Chapter use.

©2018, Healthcare Businesswomen’s Association. All rights reserved.



03.06 - INFORMATIONAL SESSION - Email with Link (US)

Mote: This copy assumes the informational session will be conducted by the Mentoring

Email with link to an informational session

Marketing &

e o o resson i b condct s et on s ottt conducted on the GoToMeeting platform
jplatform {and thus require technical support by HBA 5taff), registration instructions are -
. diferen.. managed by the Mentoring Program
Promotion Committee.

Lk o oot e -84 Gru Wertaig rogra « Customize areas highlighted in “yellow” with your

pesr___ program’s information & link/dial-in number from

gt s g sk e oot o o, e o ] v i o] GoToMeeting.

tere’s how to join] . . . . .

T « This copy assumes the informational session will
e e e ot e T oo be conducted by the Mentoring Program

Ret.ainthisernail[nroopyirsconterrsinhoyuurl:alavdar},suwl.rll have this access information committee it-self uSing the GOToMeetin

s platform designated for regional/chapter

If you have any questions sbout this s=ssion, please contact [Mame] st [phone] or email [mentoring . .

program e accoun. use. If, for some reason, this will be conducted as

sicerey a true webinar on the GoToWebinar platform (&

s sl e rogrm Cemmies thus require technical support by HBA Central

Staff), registration instructions are different...

Healthcare
Businesswomen's
Association

©2018, Healthcare Businesswomen’s Association. All rights reserved.



03.07 - INFORMATIONAL SESSION - Slides (US)

. Complete slide deck (19 slides) for an informational session on HBA’'s Group Mentoring Program
Section 03 o . o . . .
» Customize highlighted areas with your program’s information & registration deadline.

o « Set-up & run a virtual informational session yourself using the GoToMeeting platform designated for
Mal‘ketlng & regional/chapter use.

« Slide deck may also be used for Lunch & Learn meetings.

Promotion

Healthcare
Businesswomen's
Association
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04.01 - Mentee Application Survey (US)
04.02 - Mentor Application Survey (US)

Application

Surveys

Survey Monkey has imposed limitations on account access -

HBA is exploring how to manage these new restrictions. In the interim,
contact HBA Central’s Lori Whitehand (lwhitehand@hbanet.org) for
assistance/support.

Healthcare
Businesswomen's
Association
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04.03 - Mentee Application Survey (EU)
04.04 - Mentor Application Survey (EU)

Application

Surveys

Survey Monkey has imposed limitations on account access -

HBA is exploring how to manage these new restrictions. In the interim,
contact HBA Central’s Lori Whitehand (lwhitehand@hbanet.org) for
assistance/support.

Healthcare
Businesswomen's
Association
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04.05 - Email Reminder to Complete Mentee Application (US & EU)
04.06 - Email Reminder to Complete Mentor Application (US & EU)

Application

Surveys

Recommended Subject Line:
Remindar - Complete your mentes spplication by [date] to be considerad for the program

Dear Mentes Candidate,

To be considered for the HBA [Region] Mentoring Program, you must complete the Mentee Application
by [date]. The information you provids inthe sureey will be ussd by the Mentoring Program Commithes
inthe match process. Please complete this survey even if you wers a Mentee in last year's program.

Click on this link to go to the application: [enter Mentze Application Survey link].

If you have questions 2bout the application or the program, pleass contact [Mame] at [phone number]
or ernail [mantoring program email address].

‘Warm wishes,
HEA [Region] Mentoring Program Committee

Recommended Subject Line:
Reminder - Complete your mentor application by [date] to be considered for the program

Diar Prospective kentor,

To be conzidered for the HBA [Region] Mentoring Program, you must complete the Mentor Application
by [date]. The infermation you provids in the survey will be us=d by the Mentoring Program Committes
in the match process. Flease complete this survey even if you served a3 3 Mantor lzst year,

Click on thiz link to go to the application: [enter Mentor Applicstion Survey link].

If you have questions 2bout the application or the pragram, pleass contact [Name] at [phone number]
or emnail [mentoring program email address].

Warm wishes,
HEA [Region] Mentoring Program Committes

Healthcare
Businesswomen's
Association
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Application

Review &
otifications

Healthcare
Businesswomen's
Association

05.01 - Match Process, Principles, Tips (US)

Healthcare
Businesswomen's
| Association

Match Process, Principles, Tips
Prepared by Liz Stueck

Us programs (in-person, group model)

1. Getting Started

Download data (in Excel format) from both the mentor and mentee application surveys,
50 information can be sorted and resorted on different variables.

Most programs create mentes groups and mentor pairs separately; sometimes
different individuals frem the Match Committee are assigned to each task. Once that's
done, mentee groups are matched with mentor pairs.

Ideal group compaosition: 2 mentors paired with 4-5 mentees

. Any Immediate Disgualifiers?

Can't make an in-person kickoff (if waived, Committee/Connector must be willing to
help this individual make a quick connection to their group)

Can’t commit to program expectations, time requirements, etc.

Mentor applicants without requisite experience [can you suggest they participate as a
mentee first?)

3. Criteria

Since the HBA US mentoring model is based on in-person groups, the first or primary
sort is geography (jg, mentoring locales) to help facilitate in-person meetings.

— While a small number of virtual groups may be offered, this is not the primary
focus of the US regional program. Proposed virtual group members should be
those wha, for whatever reason, prefer/need a virtual setting (as vs those who
accept this as much less preferred option).

Mentoring area of focus (mentees) with mentoring area of expertise [mentors)

What mentees want to learn {£g, entrepreneurship) with reported mentor experiences
(gg, have started a company)

For co-mentors

- Diversity of organizational setting (ig, pair a professional coach or © it with
an industry leader; don’t pair two ceaches—or two consultants—together)

Level of experience - Pair a mentor who is new to the HBA program with one who
has served before.

Gender diversity - If you have male mentors in your program, do not pair them
together.

Pagelof2

B.

For mentee groups

— Diversity in mentee functional areas can provide new//different perspectives (as
wversus having all mentees come from one functional area) although sometimes
mentees who have a similar area of focus (gg, scientists who want to learn more
about the commercial side) can benefit from being in the same group.

Other Considerations

Tothe extent possible, avoid having individuals from the same company in a group
together. If that's not possitle, try to ensure that the individuals come from different
parts of the organization. Always check the acceptability of this with both individuals.
Check for {or &) with having 2 male mentor. If 2 mentes
answers “no” or “not sure” in the survey, do not place her in a group with a male
mentor. Likewise, is the mentee comfortable with having a male mentee in the circle?

Input & Review

Match Committee should review proposed circle make-up with other Mentoring
Program Committee members who may have ge of the i

another reason why it's advantageous to have velunteers from across the region serve
on the committee.

IMatch results should be reviewed with the Mentoring Program Leadership {Mentoring
Director or Deputy Director) before being finalized.
When timing permits, it can be helpful to have co- iew the list of p
mentees in their group for any issues/conflicts, etc.

Issues & Adjustments

Be prep to make - A mentor or mentee may decide NOT to
participate or an issue unknown to the Committee may surface.

Personal issues or potential conflicts of interest (gg, past manager/employee
relationships that were problematic, industry/vender relationships, etg) may prempt a
request for reassignment to another group. If this occurs, a Committee member should
speak with the individual to ascertain the nature of the situation and determineg if there
is another group to which the individual can be switched. Having adeguate time
between notifications and the date of the kickeff can help get adjustments made early,
ideally before group members first meet each other.

Tips & Best Practices

If possible, have a "spare” Mentor (or 2!) on tap; perhaps a "spare” Mentee, too.
These individuals could be members of the Mentoring Program Committee...

Don’t start out with less than 4 Mentees in a circle. (If there are only 3 mentees to
start and one drops, the “group” format rapidly deteriorates.)

Resources

F y 2018 ing F 1 Call recording available at:
https://attendee gotowebinar.com/recording/4625974561617643522

Page20f2
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05.02 - ACCEPTANCE NOTICE - Mentee (US)
05.03 - ACCEPTANCE NOTICE - Mentor (US)

Acceptance Notices for Group
Mentoring Programs (US)

Nate: To be sent from the mentoring program's email account;
review, customize with yol

i e o o o « Send from your mentoring
program’s email account.

Application

Recommended Subject Line:
Motification

Review &

ote To be sent ram the mentoring progrants sl ccourt;
review, customize with your program’si
znd make any necessary modifications mmprmm

Dear [Name]

» Review & customize with your
program’s information.

Congratulztions! We ar pleased to Izt you know that we have been able to place you into 3 mentoring
circie. Here are seversl important next steps:

To hold your place in the program, type
e into the subjectlne of this emailand Pt reply

Notifications

hammmum subject Line:

bmidcanmll loeplacem[l}av =
D an

» Mentee notice includes invitation
S — & link to register for the Mentee

icie. Here e seversl imparsans nest steps:

S — P — Orientation webinar.

¥ scceot” s yous name inta th subjec Ina of this s nMreuIv

the recording.

3. add the Kickoff event to your calendar - [Day, Date, Time & Time Zone]. Mor informatian will

B S e « Mentor notice includes invitation

remindss s5out the sven:. Register sven if you can't mnd 50 we may send you a link to the
recording,

. e oy g 1 T ] e & link to register for the Mentor
o e N Training webinar. If your

Ilm
e email accounts to accept messages from [mentoring program email address]. Program
Coreminicasans il b st o i

W laok forward to virtually meeting you on the upcoming Mntes Orientation webinar!

warm wishes,

o participate in
membership, click here. [Note: i have HBA

R S B S program’s Mentor Training session

Dot miss program-related communications
Please 52t your email accounts to frem

e will be held as a Face-to-Face
T — Meeting, please amend this
language accordingly & include
your meeting registration/RSVP
link.

Wentoring Frogram Committee
HBA [Region]

» Both notices ask participants to
confirm their participation by
return email.

Healthcare
Businesswomen's
Association
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05.04 - ACCEPTANCE NOTICE - Mentee (EU)
05.05 - ACCEPTANCE NOTICE - Mentor (EU)

Acceptance Notices for HBA
Europe Mentoring Program (EU)

Application

Wate: To be sent from the mentoring program's email account;

Ly S e o Send from your mentoring program’s
email account.

Recommendd Subjec Line:
Wentar

Review &

st e €] — « Review & customize with your
N o t i f i ca t i ONs el R e e m " program’s information.
TS ST st e e m- ;m « Mentee notice includes invitation &
— e gt o oy i link to register for the Mentee

‘Congratuations! We are pleased to st you know tht we have been able to match you with a mentor in
the HEA Europe g Frogram. Hers are staps:

3. Add the Kickoff webinar to your calendar - [D2y, Date, Time &Time Zone] maticn will
follaw.

Orientation webinar.

" T hold your place in the program, type
“I 2ccept” and your name into the I:uecll o tis il and it repy.

2 mmmummmwaum.-m \mhmaﬂns{m”lﬂkzﬂanﬁm[mm

B e R « Mentor notice includes invitation &

program-related communications
Please st your email accounts to accept messages from [mentoring program email address]. Progrem

R SR link to register for the Mentor

Jmmmmm——— o m——— Training webinar. If your program’s

Yw must be 3 current HEA m) Embwmpa cipate in this program. To join the HBA o rrEnEwyu Mentoring Program Committee

raries it e e o e o e o e Mentor Training session will be held
mmmmmmze D — as a Face-to-Face Meeting, please

‘communications will be sent from this address.

T ———— amend this language accordingly &

“Warm wishes,

F— include your meeting
registration/RSVP link.

» Both notices ask participants to
confirm their participation by return
email.

Healthcare
Businesswomen's
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Application

Review &
Notifications
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05.06 - NONACCEPTANCE NOTICE - Mentee (US)
05.07 - NONACCEPTANCE NOTICE - Mentor (US)

note: send from your mentaring progran's email account.
ice i since they could not in

their mentee program fee will be refunded.

Thank you for registering for the HEA [Region] Mentoring erogram and for completing the mentee
3 i mentze and mentor d by the Me ir

mer used by the Mentoring
assembie mentoring groups. Multiple factors are considered (g, geography,
izat diversity, izt

of

Unforsunatly, ve were not sbie to place youinto  group, but hops you will consider respplying nest
= may be applicants whose preferences and logistics are 3 closer match with your own.

Nonacceptance Notices
for Group Mentoring
Programs (US)

« Send from your mentoring

program’s email account.

« Review & customize with

ediately request a refund

your program’s

We hopa to 52 you a1 futur HBA chapter events in your local area and wiant to thank you for your
interestin this program. if you have any questions, plzase do not hesitate to contatt us.

information

« Mentee notice informs
mentees that since they
could not be
accommodated in the
program, their mentee
program fee will be
refunded.
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05.08 - NONACCEPTANCE NOTICE - Mentee (EU)
05.09 - NONACCEPTANCE NOTICE - Mentor (EU)

Application

Note: send from your mentaring program’s email account.

Review &

3 i account.
This natice informs mentees that since they could not be accommodated in the program,
their mentee pragram fee will be refunded,

Notifications

253 ment
ook forward to seeing you 3t future HBA chapter svents in your local area
luntearing to serve 2 3 mentor gain next year

you at futurs HEA chaptar events in your local area and want 1o thank you far your

¥
rogram. f you have any questions, please do not hasitats to contactus.

Healthcare
Businesswomen's
Association

Nonacceptance Notices
for HBA Europe
Mentoring Program (EU)

» Send from your mentoring
program’s email account.

» Review & customize with
your program’s information

» Mentee notice informs
mentees that since they
could not be
accommodated in the
program, their mentee
program fee will be
refunded.
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06.01 - NEw VIRTUAL KickOFF MODEL - First Email to Co-Mentors (US)

For New Virtual Kickoff Model - First Email to Co-Mentors (US)

« Send from your mentoring program’s email account  Includes reminder to register for the Mentor
. « Customize with your program’s information, dates, links Training webinar
Pre-chkoff - OIC adds contact information for all members of the - Provides link to register for the Kickoff webinar
of the mentoring group in the table. J Includes a draft email for co-mentors to send
« OQutlines key actions for co-mentors to take to their mentees (after signature line)

Preparation &

L]
0.01 - Virtual Kickoff - First Email to Co-Mentors e
egit inar - You or your I of 10 have 3 frathis
‘Send from your mentoring program's email account; backup!) should register for the Kickoff webinar by clicking on this ink: [Attznde Link to Kickoff
‘Customize with your program’s information, dates, links; ‘wabinar] IFyou hiv
i i i i e,

‘outlines key actions for Co-Mentors to take; ! e with theis . son Al
Grientation wehinar on [dsy, date]. They will

L register
provides link to register for the Kickaff webinar;
nd inciudes i i

NOT ez who

’ ir group during i
mentees. been matched with comes directty from YOU, the Co-Mentors.

Email

Company

Recommended Subject Line

MMMMM
mmmmm
aaaaa
mmmmm
mmmmm

Doar [First Hame] end [First Nams],

he HEA

excited to let you know that

IMPORTANT £ TIE SENSITIVE - Immediate Next Steps:

again, thank you for i mentars, and dng with you on the
Mentor Training Webinar on [date]

Warm wishes,

Mentoring Program Commitize
HEA [Region]

{DRAFT EMaIL: Co-Mentors send to Mentees])

tagather. Once th webinar ands,
complet 2 group mentari tearm charter Kella (Mentee namel),
mestings of the mentoring Eroup.

welcome to the fing circie! [ ]
and 1 zre Iooking forwzrd to meeting you 2t the Kickoff event on [day, date]. our group will mest
o i i i e, i that you will

or other similsr locztion togsther
provid this shorthy] at [ims & time z0ne] sharp.

nce you 2 son, et you
for the Kicko_Please do this well in advance of the Kicke.

inar on [dete], good
A5 your mentors, itted 1o providing 2 safe and
gouls.

direction yol

up

you

i ickof event, we wi ane znother, di o age,
the format of our meetings and set meeting datestimes (bring your calendars]. It important you spend

Notes:
1. Make sure you understand how this model works - More information in the Mentoring Program Operations Manual (01.03).

Healthcare 2.
Businesswomen's
Association
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06.02 - NEwW VIRTUAL KickOFF MODEL - Second Email to Co-Mentors (US)

For New Virtual Kickoff Model - Second Email to Co-Mentors (US)

« Send from your mentoring program’s email account
. « Customize with your program'’s information, dates, links
Pre-chkoff » Email summarizes several actions for co-mentors to take & includes materials they should bring to the
kickoff; includes a reminder to register for the Kickoff webinar & provides the link to it
.  Provides agenda for the kickoff
Preparatlon & - There is a paragraph describing a FeifeShmentStpend - is your program providing? (Should be part
of your mentoring program budget or will need approval from your Regional Treasurer.)

Instructions

06.02 - Virtual Kickoff - Second Emil to Co-Mentors| T full agenda for the KickofFis 3s follows:

Send from your mentoring program’s email account;
customize with your progrant’s information and dates;
outlines several actions for Co-Mentors to take including materials needed for the kickoff;
includes reminder to register for the Kickoff webinar and provides link;
provides agenda for kickoff; and
stipend [is your

Dear entors: i s should be part o your mentoring
0 ottach an HEA expense f
e hope you sre loaking forwsrd to the virtusl Kickaff Event on the evening of [day, date]. Belowis
final information and instructions for the Kickoff. ﬁl\d ipar light
st tum Kickoff mesting. i

1 sendﬁclwﬁ'meellglunllle rtoal Ilymlmullas By now, you should already have provided this T U710 550 parcir e for i KkoE mneting oy, you movke et 2 reimiursed 1 B

nises, but it time 1o send & finsl pre-mesting canfirmationreminder. Al be email

s s o v 2 ] address] by [date]. please be sure 1o includs receipts snd sign the expense form.
50 that everyone can introduce themselves and the group h
son, if passible, to start the Dumasallu Please be sure o include IF you have any questions prior to the Kickaff, please don't hesitate to contact us at [merttoring pragram

question,
cassan sl a3 cal ‘email address].

e ok farward to supporting your Zroup's mantoring journey and can' wait to see what the tezm
2. Hard copies of these tools - Pisas print hard copies of the following doruments and bring to the accomplishes!

lentee Qutzomes Form - 1 capy of ach for
t 2 discussion of goals/goal-setting during the

hme& ime zane]. or neohhe

nne nd should begin logging
Emamarw challenges in getting mzd ﬂ\ewehnarwlllmigl
last about 30-45 minutes, @ p ich your groug will continu e e it fo sncher 80,75 minutes.

Healthcare
Businesswomen's
Association
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07.01 - MENTOR WEBINAR - Email with Registration Link (US & EU)

Mentor

Recommended Subject Line:
Register now for Mentor Training webinar on [date]

Training

Dear Mentors,

Welcoms to Menttor Training for the [year] HEA [Region] Mentoring Programs! For Mentor Training webinar

Cur Mentor Training webinar will be held on [day, date] from [time]-[time & time zone]. we
look forward to having you join this live broadcast, which will provide an overview of the

program, describe mentor/mentee roles, responsibilities and best practices, and help you (] Send from you r mento ri ng

prapare for the upcoming kickoff event. Amplz time will also be provided for 3 QA session with

Baormg g Cammien program’s email account.

This sezsion will be held a5 & webinar and you must register fior it by clicking on this link [inssrt
attendee link to the Mentor Training webinar] and providing the r inf ion. Once
wiou do, you will receive your personal webinar access information (link and phone numbsr] by

oo even o te o Educaton Dt et o « Review & customize with your
Both new and returning mentors should sttend this required training, as ssversl important p rog ra m ’S i nfo rmati 0 n

changzs and innowvations have been made to this year's program. Everyone is encouraged to

attend the live broadcast; however, the webinar will be recorded for those with scheduling
conflicts.

Again, thank you for volunteering to serve as @ mentor; we look forward to connecting with you ° Include Attendee registration

during this virtual session on [date]!

I link to Mentor Training
BASNTOTINE PTOgram Committes We bl na r-

HEA [Region]

Healthcare
Businesswomen's
Association
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07.02 - MENTOR WEBINAR - Email Reminder to Register (US & EU)

Mentor

Recommended Subject Line:
Reminder - You still need to register for the Mentor Training webinar on [date]

Training

Dear Mentars,

For Mentor Training webinar

4 quick rerinder to register for the upcoming Mentor Training webinar, which will bs held on
[day, date] from [time]-[time & time zone]. This [fve broadcast will provide an ovendzw of the
program, describe mentor/mentee rodes, responsibilities and best practices, and help you

s st e - Send to mentors who have not
ereydirmon e out, fou o P e s yet registered from your
we look forward to connecting with you during this virtuzl session! mentoring program’s email

= account.

Bhdentoring Program Committes
HE [Region]

« Review & customize with your
program’s information

 Include Attendee registration
link to Mentor Training
webinar.

Healthcare
Businesswomen's
Association

©2018, Healthcare Businesswomen’s Association. All rights reserved.



07.03 - MENTOR WEBINAR & FACE-TO-FACE MEETING - Slides (US)

Complete slide deck (48 slides) for Mentor Training (group mentoring programs)
« Can be used for virtual or face-to-face mentor training sessions; see notes within slide deck.

Section 07

Mentor

Training

Healthcare
Businesswomen's
Association
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07.04 - MENTOR WEBINAR - Slides (EU)

Complete slide deck (44 slides) for Mentor Training webinar (1:1 program)
» See notes within slide deck.

Section 07

Mentor

Training

Healthcare
Businesswomen's
Association
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Mentor

Training

F3/

Healthcare
Businesswomen's
Association

Recommended Subject Line:
mdzntor Training - Link to webinar recording

Dear Mentors,

Thanks to those wha joined us for Mentor Training webinar; we hope you found it helpful in
preparing for your roke 35 & mentor in this year's program!

For those who were not able to participate in the live broadcast |or for those wha might like to
review the content again), here is 3 link to the recorded session: [insert fink to the Mentor
Training webinar recording]. Pleass view it as soon as possible, as it contains important actions
to take in advance of the kickoff.

& PDF of the webinar slides has also been attached for your convenience.

If you have any guestions, please don't hasitate to reach out to uz at [mentoring program email
sddress].

wiarm wishes,

Bdentoring Program Committes
HEA [Region]

07.05 - MENTOR WEBINAR - Email with Link to Recorded Webinar (US & EU)

For Mentor Training webinar

« Send from your mentoring
program’s email account.

« Review & customize with your
program’s information

* Include link to Mentor Training
webinar recording.

 Attach PDF of Mentor Training
slides to email.

©2018, Healthcare Businesswomen’s Association. All rights reserved.



08.01 - MENTEE WEBINAR - Email with Registration Link (US & EU)

Mentee

Recommended Subject Line:
Register naw - Mentes Orientation webinar on [dats]

Orlentatlon N For Mentor Training webinar

Welcome to Mentee Orientation for the [year] HEA [Region] Mentoring Program!

Cur Mentee Orientation webinar will be held on [day, date] from [time]-ftime & time zone]. S d f 1
we qukf::var:mlﬂu:rgynur;::ﬂmisarw:hr::dan, which wilrpm"ui:eanovenjewom ° e n ro m yo u r me nto rl ng
pragram, describe mantea/mentor roles, responsibilities and best practices, and halp you

prepare for the upcoming kickoff event. Ampls time will also be provided for 3 Q& session with p rog ra m ’S e ma i | aCCO u nt.

‘the Mentoring Program Committes.

This sezsion will be hald as 3 webinzr and you must register fior it by clicking on this link [insert
‘Attendee link to the Mentee Orientation webinar] and providing the requested

infiermation. Once you da, you will receive your personal webinar access information (link and L4 Review & Customize With your

phane number] by retwrn email. Register now, o you'll be ready to login to the program and

receive reminders sbout this event from the 84 Education Department webinar platform. p rog ra m ’S i nfo rmati O n

Bath new and returning mentees should sttend this required orientation, as several important
changes and innovations have been made to this year's program. Everyone is encouraged to
gttend the live broadcast; however, the webinar will be recorded for those with scheduling

conficts  Include Attendee registration
:\:rl:u:::ardmmnnemngwnh wou during this virtuzl session on [date]! | i n k to M e ntee O rie ntati o n
Bhdzntoring Program Committes We bi na r-

HEA [Region]

Healthcare
Businesswomen's
Association
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Orientation

Mentee

recommendead Subject Line:
Reminder - You =till need to register for the Mentes Orientation webinar on [date]

Dear Mentees,

A quick reminder to register for the upcoming Mentee Orientation wehinar, which will be
held on [day, date] from [time]-[time & time zome]. This live broadcast will provide an overview
rrol

of the program, describe r /i or roles, ibiliti=s and best practices, and help you
E=t ready for the kickoff event.

To register, click om this link [insert Attendee link to the Mentee Orientation webinar] and
provide the requestad information. Once you do, you will receive your personal webinar access
information {link and phone numiber) by return email.

we look forward to connecting with you during this virtual session!

Wiarm wishes,

Bhdentoring Program Committes
HE [Region]

08.02 - MENTEE WEBINAR - Email Reminder to Register (US & EU)

For Mentee Orientation webinar

Send to mentees who have not
yet registered from your
mentoring program’s email
account.

Review & customize with your
program’s information.

 Include Attendee registration link
to Mentee Orientation webinar.

Healthcare
Businesswomen's
Association
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08.03 - MENTEE WEBINAR - Slides (US)

Complete slide deck (47 slides) for Mentee Orientation webinar (group mentoring programs).
» See notes within slide deck.

Section 08

Mentee

Orientation

Healthcare
Businesswomen's
Association
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08.04 - MENTEE WEBINAR - Slides (EU)

Complete slide deck (45 slides) for Mentee Orientation webinar (1:1 program)
» See notes within slide deck.

Section 08

Mentee

Orientation
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08.05 - MENTEE WEBINAR - Email with Link to Recorded Webinar (US & EU)

Mentee

Recommended SubiectUne  vreconting For Mentee Orientation
webinar recording

Orientation

Dear Mentees,

Thanks to those wha joinad us for the Mentee Orientztion wabinar; we hopa you found it

helpful in preparing for your role a5 2 mentse in this year's program! ° Send from your mentoring

For those who were not sble to participate in the live broadcast {or for thoss who might like to ’ .

figw th i), here is 3 link to th rded ion: fink to thi
R RRIRHATURND P e o 5300 poc i, Youve ey o e program’s email account.
upcoming kickoff event.

A POF of the webinar slides has also been attached for your convenience. [attach POF of Mentse

coereaon kst i il « Review & customize with your
ﬂ:;lﬁreawquesﬁom,pleasedon‘tlﬂsmwmachummusat_ingpmgmmamail programls information

Warm wishes,

e T * Include link to Mentee
Orientation webinar recording.

« Attach PDF of Mentee
Orientation slides to email.

Healthcare
Businesswomen's
Association
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F3/

Healthcare
Businesswomen's
Association

Recommended Subject Line:
Ragister now - Kickoff webinar on [date]

Dear Menteas and Mentors, ({Nate: if following the new virtual kickeff mods!, only Mentors
register for the Kickaff webinar. )}

We are delighted to be kicking off the [year] HEA [region] Mentoring Program viz webinar on
[day, date] at [time(s) & time zone(s)]. ((Note: if program porticipants are from multiple time
zones, recommend listing ol major times & time zones. )}

This session will be held as 3 webinar, and you must register for it by clicking on this link [insert
Attendee link to the Kickoff webinar] and providing the requested information. @nce you do,
you will receive your persenal webinar acoess information (link and phone number] by return
email. Registar now, so you'll be ready to login to the program and receive reminders about this
event from the HBA Education Department webinar platform.

‘We look forward to connecting with you soon!

warm wishes,

IMentoring Program Committes
HEA [Region]

09.01 - KickoFF WEBINAR - Email with Registration Link (US & EU)

For Kickoff webinar

©2018, Healthcare Businesswomen’s Association. All rights reserved.

Send from your mentoring
program’s email account.

Review & customize with
your program’s information

Include Attendee
registration link to the
Kickoff webinar.

If following the new virtual
kickoff model, only mentors
register for the Kickoff
webinar.



09.02 - KickoFF WEBINAR - Email Reminder to Register (US & EU)

Recommended Subject Line:

meminder - ¥ou still need to register for the Kickoff webinar on [date] For Kickoff webi na r
Dear . ({Fend to those who have not yet registered. hote: If following the new virtua!

Kickaff model, only Mentors need to register for the Kickoff webinar.]) ° Send from your mentoring

¥ou still need to register for the Kickeff webinar, which will be broadcast live on [day, date] at

[time{s) & time zone(s]]. ([Note: If program porticipants are from multiple time 2ones, program’s email account.

recommend listing all major times & time rones. )]

Click here to register: [insert Attendes link to the Kickoff webinar]. Once you do, you will receive
your personzl webinar access information {link and phone number] by return email.

« Review & customize with

we look forward to connecting with you soon!

I your program’s information

Bientoring Frogram Committss
HEa [Region]

e Include Attendee
registration link to the
Kickoff webinar.

« Send to those who still
haven't registered. (Note: If
following the new virtual
kickoff model, only mentors
register for the Kickoff
webinar.)

Healthcare
Businesswomen's
Association
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09.03 - FACE-TO-FACE KICKOFF - Final Reminder & Meeting Confirmation (US)

[year] HBA [region] Mentoring Program Kickoff Meeting
[day, date]

e oo, prarmezengmel For Face-to-Face (F2F) Kickoff Meeting
‘We're looking forward to sesing you at the [date] Kickoff Meeting. This is your finzl reminder/meeting Of AI I G ro u ps Tog ether i n o ne Location
confirmation, which includes a summary of importznt information. (u Su a I Iy at a spo nsored ven u e)

Date/Time
[day, date]

fsarttme -end timel « Use this template to send out a final reminder

* Registration opens at [time]. Don't miss the opportunity to network with mentoring program

participants and committee members before the program starts. Bring your business cards! & m eeti ng Confl rm atl On to a I I me nto rs &

*  Dinner with your mentoring group is from [start time - end time]. .
- The forml ragram il egin promely o il mentees several days before the Kickoff,

Place
. « Review & customize with your program'’s
[eity, state, zip]

[companyfvenus phane number] information & I nStrUCt|OnS .

Meeting Location
[building number, floor number, room nurmber}

« Send from your mentoring program'’s email
account.

Note: Photo ID reguired to be admitted to the building. {[delet= if not applicable])

Directions, Parking, Other Information
. Directions: ({add directions here or attach])
. Parking: [(2dd parking information here or attach; delete if not applicable))
. Construction/Traffic Advisory: ([2dd any construction traffic information here; delete if not
applicable))
- ([add any other information/instructions for this mesting hers, eg, are mantors and/or mentaes
required to bring anything [eg, completed forms, draft goals, etc] to the mesting?))

Mentoring Program Committee - Emergency Contact Mumber (Day of Meeting)
[name] - [cell phone number]

If you hzwve any questions prior to the Kickoff, please do not hesitate to reach out to us a2t [mentaring
program email address].

We look forward to 3 specizl evening of learning, collaboration, and new beginnings!
Warm wishes,

Mentoring Frogram Committee
HBA [region]

Healthcare
Businesswomen's
Association
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09.04 - KICKOFF WEBINAR - Slides (US)

Complete slide deck (32 slides) for Kickoff webinar (group mentoring programs).
» See notes within slide deck.

Section 09
Kickoff
Event

Healthcare
Businesswomen's
Association
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09.05 - KICKOFF WEBINAR - Slides (EU)

Complete slide deck (34 slides) for Kickoff webinar (1:1 program)
« See notes within slide deck.

Section 09
Kickoff
Event

Healthcare
Businesswomen's
Association
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09.06 - FACE-TO-FACE KICKOFF MEETING - Slides (US)

Complete slide deck (28 slides) for Face-to-Face Kickoff Meeting (group mentoring programs)
» See notes within slide deck.

Section 09
Kickoff
Event

Healthcare
Businesswomen's
Association
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F3/

Preparation
&
Instructions
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Vision Board Activity:

Imﬂementatlon Instructions
for Mentoring Program Committee

Provide each group with

A stack of magazines (get copies of old magazines from your mentoring
program committee merbers), scissars, ghue sticks, magic markers and
a poster board for each group.

Instructions

* Give groups 20-30 minutes to use these materials to create a poster or
collage that represents their goals, values, hopes or aspirations in
‘working together in the program.

- Cur\slderashngeachgluupmcnmeupmthatﬁam ‘name” this
can help the group to start as a team. Have
&\emwmeﬂ\a:teamnameat&\elopofﬂeposberboard (This
becomes their “brand” and you can use it o refer to groups

throughout the program.)
See next slide for Debrief...

2018, Fahcars Prisavarsens Accatin, Al gHs st

Vision
Board
Activity

What
Groups
Can Learn

Description Vision
+ Team-building activity that can be used at a face-to-face kickoff B . 1
event Requires about 40 minutes to conduct and debrief. oards

* Fun, engaging, inexpensive and provides insights that
‘mentoring group members may find valusble as they begin
their work together.

* Group flips through copies of magazines provided by the
mentoring program committee, cutting out photos, ilustrations,
words, images, etc) and pasting them on a provided poster
board as a visual description of team's goals, values, hopes,
aspirations. Includes thought-starters to facilitate the exercise
and key questions for debriefing this exercise.

+ Mentoring program committee provides the materials for this
exercise (see slide 4); requires pre-planning to collect copies of
magazines (that can be destroyed) and purchase poster
boards, scissors, glue sticks, magic markers, etc.

£, Mo Suskmsiemen’s fuscian. Al ights s

Debrief the exercise
When time is up, have a member of the mentoring program committee (or
a program coach, if applicable), ask for volunteers to answer the following:

1

posters
px gimhui graug” n the HBA Online Community, canider a:
‘members o take a photo of their poster and past it on the groap site....

How did your group tackle this project?
Points to make: Groy in different ways. Did th B divein
wnd lock for 7 Or were they more process-driven and first identified
cammon goals @ iﬁmmgﬁd{:ﬂmmmbzs!ﬂbdfﬁrm types of
ilbustrations? What does this mew for the group's work together?

. Did someone take the lead? Did everyone participate? What did you

observe about the communication styles/preferences of fellow team
members? What does this mean for the group’s work together?
Points to makes This exercise provides food for thanghet dboust individuaal styles.
Mentars may reclize they need to draw out certain mentees, so that everyone has &
chance to parficipate.

4 displaying th i at the 1 your
smgmeumgmd

£, Heaars Ousisaveres Aaacaton. A ighs s

09.07 - Vision Board Activity for Face-to-Face Kickoff (US)

Implementation instructions for Mentoring Program Committees
» Describes activity & time requirements (~40 minutes to conduct/debrief)
Identifies materials needed & preparation
Includes examples of vision boards completed by previous mentoring groups
 Provides instructions for debriefing the activity

Vision boards are a
poweriul tool for
focusing attention
on a shared set of
desired outcomes,
goals or objectives

©2018, Healthcare Businesswomen’s Association. All rights reserved.



10.01 - Connector Training Slides

Complete slide deck (29 slides) for Connector Training

» Connector Chair can set up & run your Connector Training session yourself using the GoToMeeting platform
reserved for Regions’ use or conduct via teleconference, providing copies of slides beforehand.

Connector :

Make sure Connectors are able to participate in the Mentor Training & Mentee Orientation sessions (or view the
. . recordings or slides), so they’ll know what has been shared with mentors & mentees about roles &
Tl‘alnlng responsibilities, how to leverage Connectors, etc.

« Recommend training Connectors before/around the time of the Kickoff Event.

e
(=

Ee familiar with the program's
Tools & Resources
(Honsthaye used,wibars they can b o)

Healthcare
Businesswomen's
Association
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11.01 - Team Agreement (US-Circles)

31 Team Agreement
HEA Mentoring Program Tool

Forms &

‘Where we will meet (type of venue):

‘When we will meet (days/time of day):

How often we will meet:

Person responsible for co-ordinating the first il

Tools:

And the second:

Some top-level goals of our team are:

Mentees,

‘We understand and agree that each of us is responsible for:

Maintaining the confidentiality of any and all information shared
Meeting at the times we agree to

Mentors,

Listening, responding and sharing as an active participant in the group and program
Other team rules we agree to adhere to:

Circles

| agree to abide by the rules and understandings developed by our Mentoring
Group and supmarized above. | will make my best effort to prepare for, attend,
and actively participate in our tings. If at any time during the program | find
that | cannot continue to fulfil these or other program-related responsibilities, |
will propptly notify my teammates, with the goal of minimizing disruption to the
team and its dynamics.

Mentoring Group Signatures:

Each Mentoring Group member should receive a copy of this Team Agresment,

Developed by the HBA Metro Chapter ing Program (x it fssion granted for use, distribution,
photocnpying, and posting within HBA mentoning programs, Retain this credit lne,

Healthcare
Businesswomen's
Association
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Section 11

Forms &

Tools:

Mentees,
Mentors,

Circles

Healthcare
Businesswomen's
Association

11.02 - Team Charter Checklist

(US-Circles)

F3A Team Charter Checklist
. HBA Mentoring Program Tool

{Team Name and/or Mentoring Area of Focus:

Expectations
1. Ewerything is in service to the learning
[ 1-Mg will discuss how we can be of most help to one znother and rezlly listen to what is being said.
[ 1-Mg will emphasize encouragement, ask if we can offer feedback, and make that feedback as
@asipps and helpful zs possible,
[ 1Mz will share our own experiences—successes and failures,

2. Accountsbility
[ lMersars.and Mentzes zre accountzble to each other and to the group.
[ 1~Menrsees mzke a commitment to grow and do the work.
[ 1-Menrsacs.make & commitment to keep process on track and identify resources.

3. Any other key expectstions?

Ground Rules
1. Confidentiality
[ 1-Ererithipg that's said in the group, stays in the growp.

2. Participation

1Mz will schedule our mestings and conduct them as planned, even i someone can't make it.

|- Jf.= member can't attend, she/he will call someone to tell the group.

|- Mg will stzrt and end our meetings on time,

1~ Evgouapg will b2 provided with an oppertunity to participate 2nd be encourzged to do so.

|~ e =gre= to be fully present in mestings—no multi-tasking!

JnJfunforeseen circumstances lead an individual to conclude shefhe can no longer participate in the
prpgamL, shefhe will let the Mentors know, and Mentors will inform their Connector or = Mentoring
Program Committes member.

3. Honesty
[ l-Mie zgres to be open and honest with zach other.
[ ]-JEMentees feel they are not getting what they need, they will let their Mentors know.

4, Responsibility
[ 1-Mentges own their outcomes,

[ 1.Mentses drive the program (Mentors provide 2 medel, offer guidance, and identify resources).

E. Professionalism
[#]-Mg will obszrve the HBA Etiquette Policy - Required
[ l-Me will not recruit each other for our respective organizations.
[ l~Mig will b=t the Mentoring Program Committee know if any unusual issues or problems arise.

&, Other ground rules?

208 by Lir Stueck (mastveckvaen com). A
Fevmissinn grate for use, clstribution, pholacopying, A0 pasting it HEA men

itz resarvedt
ing programs. Retain

B3 Team Charter Checklist
. HEBA Mentoring Program Tool

Meeting Formats
1. Some recommendations

+ Use Mentee goals to drive each meating. Discuss staps tzken, rasults, obstacles encountared,
feedback from Mentors and Mentees, what
Recap agreements/action steps at the end of each mesting,
Ask what the valus of 2ach session was and how the next session cap beRagde even more valuzble.
Develop 2 plan and follow it!

9
[l

eas

» Consider opening sach meeting with a discussion of 2 previcusly made zssignment.,
(g article, book chapter, pedcast, evalustion wol)
+  Us= role playing, other exercises
+ Agenda for each mesting? Who prepares? Who distributes? How far in advance of sach mesting?
»  Notzs from each mesting? Who prepares? How used? Who distributes?

Meeting Planning

1. How will our team convene?
[ l-Jo-person mestings [ ] Virtual sessions [ ] Baoth

¥ Tip: In-per ings are highly rec aspecially as you get started! Consider meeting
for dinner, or just dessert. Have 2 brown bag dinner in & conference raom for mest before or after
anather HBA event. In-person meetings are glRpstalp@ys "richer” than virtual meeting, even for
established teams.

2, When will our team meet?
[ l-Mdeskdaws, [ ] Weskends [ ] Earlymoming [ ] Lunchtime [ ] After work
¥ Tip: In some geographies, meetings scheduled around weekday lunch hours can be challenging.

3. How long will our mestings last?
[ lndShours [ ] 2hours [ ] Longer [ ] Varies

v Tip: For most groups, one hour wgs provide encugh time for a meaningful session,

4. How many times will we meet each month?
[ 1fnre. [ ] Twice [ ] More [ ] Varies

v Tip: The most swceessful groups meet at least twice/month with one of those mestings in-person,

5. Who plansileads each mesting?
[ 1-Menrsaes.(first meeting) [ ] Menteels) - responsibility rotates so zll getaturntolead [ ] Bath

¥ Recommendation: One or both Mantors lead the first meeting; they help establish 2 format and
provide 2 model ko emulate. Subsequent meetings a8 Jed by 2 Mentee—rotate this responsibility, so
all gt 2 turn, Ultimately, this is a Mentee-driven program and part of the learning process is
providing Mentzes with opportunities to develop their leadership.

Date/Time/Place of First Meeting:

¥ Recommendation: Consider setting dates for all mestings now. Include zny other mentoring
program events [gg, Closing Celebration) on your calendar.

Copyright © 2078 by Lix Stueck (Estuecttvahon oo
Permissin grantad for use, distribution, photacopying, nd pasting i HEA mentoring pr

am). A

resarved,
s, fmtain Hals credi dne.
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11.03 - Two-Party Mentoring Agreement (EU-Tandems)

B3 Two-Party Mentoring Agreement B3 Two-Party Mentoring Agreement
HEA Mentoring Program Tool HEA Mentoring Program Tool

Forms &

Content of Mentorship (Topics)
This confidential mentoring agreement is made between the following parties:

Mentee

Tools:

Hame:

Address:

City/State/Country:
Email:

Expectations (Mentee)

Phone:

Mentees,

Mentor

Hame:
Address: Expectations (Mentor)
City/State/Country:

Mentors

Email:

Phone:

Circles

Details of Relationship
Other Provisions
= Timing
#  This relatienship between mentee and mentor is a voluntary agreement in which both

As a mentoring tandem in the HBA Europe Mentoring Program, we agree to meet parties commit to work an the topics identified above.

on a regular basis beginning: and ending: .
(menth, year) (manth, year) Mentee and mentor will prepare appropriately for their meetings.

Location/Method of Meeting: Mentee will set-up and document the sessions.

[ 1 Location (if face-to-face/in-person): Mentor will provide constructive guidance and support in setting up and conducting these
[ 1 Telephone meetings.

[ 1 Skype Both parties agree that all information, content, and communications shared and exchanged
[ 1 other: within this mentoring relationship will be treated as confidential.

Additional Contact - Both parties agree to additional contact via phone and/or Agreed and understood
email, if necessary.

Mentee Signature:

Mentee Signature:

Page 1 of 2 Page 2 of 2

© 2018, Healthcare Businesswomen's Association. All rights reserved. © 2018, Healthcare Businesswomen's Association. All rights reserved.
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11.04 - About SMART Goals (Mentees)

What is a SMART goal?

Forms &

Specific

Tools:

Measurable

Action-oriented

Mentees,

Realistic
Time-bound

Mentors,

@LI0LE, Haabhesra Bugnasewernins Asseelatinn. AN £ HS R,

Circles

Seta “S.M.ART."” goal to accomplish during the program

Setting,
Linking & toward accomplishing your “SM.ART.” goal

AChiEViI'lg Focus on strategies that can be executed during the length of
Goals the program with support from your circle
If goal is reached, update action plan and set a new goal

Develop 2-3 objectives that will help you make progress

Mentees: If appropriate, consider...

1. Connecting the goal/development plan you create for this program
to what you are pursuing professionally in your organization.
Discussing your mentoring program goal/plan with your manager,
so your achievements as part of this program align with your

organization’s goals/priorities and support your growth and
advancement.

130118, Haabhesrn Bugnesswoman's Asserlation. A8 /i his resanved.
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Section 11
Forms &
Tools:
Mentees,
Mentors,

Circles
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11.05 - Development Plan (Mentees)

Mentee:

Sample Development Plan

Mentor;,

Date:

Goal: By the end of 18 monthy, become a-move efficient taff manager agfudged by wy managey, team; and-an

objective measuement

Development Objectives Measures Development Activities Timeling Resources/Support
1. Chewnse preject Prepoved it ef urgeted. | » Inlerview project By eil-of 1 menths * Manager, menter,
management skills, areny management expest oiher expest
kinowledge and. s Summorige ideal M

attiflides Teordevelop comipelenciey

* Apes ciurent

» Project management

compelence: Assessent ool
* Cherge 1 frengthtor
leveroge-& 2 Ter = Manage:
develep
2. Build-cemipelence * I score 50% higher o | ¢ Sulscrile Te-jownaly | Menth 1 * Menler
agespnent Towl seauwchWelr » Anether project leader
* Funding for classes
* Manager says I'nv * Shadew menter & al | Menth-2 * Selfsdudy materialy
UMpreving. least 1 other preject
leaudes
» Take 2 classesr Memnth.2-3
* Sty past preject Theeiugheut The year
3. Successfully manmge | » Project compleled en | » Meeltngs withe Menihg 3-8 * Menler
a-challenging breject TuiHe-&r iy buidgel MaAger & Teany * Aneiher project leader
* ' mere confident * Selfstudy Menths4 and 7 = Study matesials
managing beeple * Anethesr preject leader * Preject management
(fremu5-9 e 10Ppeint]  elsenes me lead-a- assessent Teol
scale) tean meeling- Memth-8
* Teanvmembery give * Re-tnke amesment
mie-a-highe appreval Towl
ratiing

Developed by Carol Yagading and Carol Nicholson. Permission granted for use, distribution, photocopying, and posting within HEA mentoring prograims.
Retain this credit fine.
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11.06 - Mentee Outcomes Form (Mentees)

Section 11

| Mentee Qutcomes Form
HBA Mentoring Program Tool

o'

Forms &

[INSTRUCTIONS: Mentees complete steps 1-7 aither prior fo the Kickolf or before the first meeting of their mentoring group:,
dhieck desired fiming with the Mentoring Program mnmmdammmmfm
Mentees goals serve as the initial subjectfocus of the groups first meeting. If goals need fo be meyised, folowing that
discussion, Mentess should feef free to do so.

Tools:

1. TNDICATE YOUR MENTORING AREA OF FOCUS
What is your mentoring area of focus?

M t 2. SET A SPECIFIC GOAL & MAKE 1T MEASURABILE
en ee S, Drill down in your mentoring focus area, and formulate the goal you will work to achieve during this

program. Make sure your goal is specific as well as appropriate for this program’s 6-month timeframe.
State your goal in measurable terms.

Mentors,

3. ENVISION SUCCESS

Describe a scenario in which you have achieved your goal. What is your accomplishment, and how do you
feel? What are you saying to yourself? What are you hearing others say about you?

Circles

4. PLOT YOUR START POINT & DESIRED OUTCOME

Use a 10-pt scale to quantify where you are now in relation to achieving your goal: this is your
Start Point. Then use the same 10-pt scale to plot where you expect to be after 6 months of
group mentoring sessions: this is your Desired Outcome.

Lowest/None  LoeummeZeeceseeFerseeesoessesesTursssesBurerrersFenmeerssBeresnensucrrenn 10 Highest/Ideal
Rating (1-10)

[ Start Point - My status at the beginning of the program
| Desired O - Where I expect to be at the end of the program | |

5. PROGRESS CHECK: Midcourse

Enter the numeric value you assigned for your Start Point and Desired Outcome. Then guantify the
progress you made by the program’s midpoint, assign a2 number to it, and enter that value below.

Rating (1-10)

Start Poink
Desired O

Midpoint Progress - Where I am at the program’s midpaint

6. FINAL RESULTS
Enter the numeric val_u e you assigned ﬁ_Jr your Start Point _and Desire_d Outcome. TI]en quanﬁfy_

Healthcare
Businesswomen's
Association
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11.07 - Mentee Journal (Mentees)

Section 11

Mentee Journal
HBA Mentoring Program Tool

Forms &
INSTRUCTIONS: Use this journal fo chart the steps taken to accomplish the goal recorded in the Mentee Outcomes Form.

I Oolso Identify any preparation or prework needed. Record what happens, and scek feedback from your team. Identify what you
° learmed, and whether taking that step moved you closer to accomplishing your overall qoal.

1. RECORD YOUR GOAL

Mentees,

2. WHAT DO YOU NEED TO ACHIEVE YOUR GOAL?

Mentors Y/ Circle any qualities, characteristics, and/or competencies that you need to acquire to make progress toward
achieving your overall program goal. Think about how you can develop, strengthen, or practice these items in
the individual steps you take toward your goal. Some examples:

L]

Clr Cle S Analytic abilities Balance Boldness Communication skills | Compassion Confidence
Conflict management | Coping with change Courage Creativity Decision-making Delegation
Empathy Emetional intelligence | Energy Enthusiasm Feedback skills Financial skills
Flexibility Giving credit Honesty Innovation Integrity Intuition
1T skills Listening skills Managing emotions | Openness Optimism Organizational skills
Passion Patience Persuasiveness Political sawvwy Presentation skills | Problem-solving
Respect Risk-taking Self-perception Steadfastness Strategic thinking | Strength
Team player Time management Trust Wulnerability Other: Other:

Note: The “ldeas |pjg, Action Guidebooks” published by the Center for Creafive Leadership has booklets available on many of these topics.

3. MONTHLY RECORD OF STEPS TAKEN & KEY LEARNINGS
Each month, identify the step(s) taken toward accomplishing your overall goal, and record what you'ye learned.

EXAMPLE
Step(s) to take this month to Meet with HR to discuss skills and experiences they would look for jn a

accomplish my overall goal candidate for a brand product manager positign, Discuss their assessment of

Healthcare current skill set and opportunities/resources to fill in gaps.
Businesswomen's
Association

©2018, Healthcare Businesswomen'’s Association. All rights reserved.




11.08 - Mentor Journal (Mentors)

Section 11

L 12 1 Mentor Journal
HBA Mentoring Program Tool

Forms &

° INSTRUCTIONS: Please use this journal to kegp track of the topics your group discusses and the resources you use / recommend for eachi, so we can share new topics and
OO S ° resources mo:f:angq_ mentoring programs. Each month, take time to reflact on wrmmm MW&&ymw;hgyhsngafm _a‘ndase the far-right
column to capture these insights. At the end of the program, you may.be.asked to share the list of topics discussed and resources used (e, infarmation in columns 2 and 3).

Menteesl Your Group's Mentoring Area of Focus: Name:

List of Topics Resources Used What I Learned About Mentoring; New
J Month
Discussed/Addressed (Articles, Books, Web sites, Exercises, Instruments, Tools) | Insights Gained
C . 1 Example | How to increase self- » Ted Talk: “Your Body Language Shapes [ don't have to have all the answers to
1TrCleS confidence Who You Are.” (Amy Cuddy) be a good mentor; in fact, | should be

asking more questions than | answer. |
offer experience, wisdom, and
empathy, which can be powerful
motivators for mentees.

o Article: “The Science Behind Self-
Confidence,” by Margie Warrell, at
Forbes.com

» Book: “The Confidence Code,” by Katty
Kay and Claive Shipman — Our group took
the quiz, too

Meeting in person has veally helped
our group to bond and make quick
progvess!

Healthcare
Businesswomen's
Association
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11.09 - Team Tracking Form (US-Mentors)

Section 11

LI A Team Tracking Form

1)/ HBA Mentoring Program Tool
Forms &

Synopsis of Mentee's overall

| (program) goal
Definition of success

I °
O O 1 S ° Month 1 Mentee 1: Mentee J: Mentee 3: Mentee 4: Mentee 5:

Specific step Mentee will take
this month toward goal
Tools, resources offered or
recommended
Result (what happened due
to Mentee taking this step?)
Feedback from
Mentors/Mentees

Mentors, Evaluation of step taken

Month 2 Mentee 1 Mentee 2 Mentee 3 Mentee 4 Mentee 5

Specific step Mentee will take

this month toward goal
Tools, resources offered or
recommended
Result (what happened due
to Mentee taking this step?)
Feedback from
Mentors/Mentees
Evaluation of step taken

Mentees,

Circles

Month 3 Mentee 1 Mentee 2 Mentee 3 Mentee 4 Mentee 5
Spedcific step Mentee will take
this month toward goal
Tools, resources offered or
recommended
Result (what happened due
to Mentee taking this step?)
Feedback from
Mentors/Mentees
Evaluation of step taken

Page 1 of 2

Developed by Tom Dyer, Mary Roberts, and Liz Stueck. Pemmission granted for use, distribution, phofocopying, and posting within HEA mentoring programs. Refain this credit fine.
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Section 11
Forms &
Tools:
Mentees,
Mentors,

Circles
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11.10 - Topics & Books (All)

Career, Self-

Discovery

Emotional

Intelligence

Leadership

Recommended readings for
22 high-interest topics).
May be of use/interest to

mentors & mentees.

Mentaring

31

Mentoring group topics, areas of focus, resources

Assessments Mentoring

Behaviors, Patterns, Habits Negotiation Skills

Career, Self-Discovery Network Building

Change Management Neuroleadership

Confidence Personal Branding

Difficult Conversations Political Skills

Emotional Intelligence Power and Potential

Executive Presence Presentation, Communication Skills
Focus, Simplification Teams

Influencing Skills Women, Gender

Leadership Work-Life Balance, Happiness

Conversations

FEGEY KLAS

Simplification ﬁ Influgncer
INFLUENCE (=]
REDEFINED =

dgant

Negotiation Netwark I
Skills i q Building stRaTEGIC
LCRIATING A b T
ENTORING
CuLTuRE

“
‘a"‘l
P

Lellele)
HTHEWA
RISING
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11.11 - HBA Leadership Competency Framework (All)

S €cC t 10n 1 1 HBA Leadership Competency Framework

Forms & Enlighten > > 5

Why competencies for HBA?

To guide and inform HBA programming

1. Demonstrates integrity 4. Displays professional presence
+  Acheres to ethical/moral principles; remains true *  Recogrizes and controls own emotions, fears,
o personal values seif-goutt

T A as well as more tightly align educational
T()()IS‘ D EDmommmmmmes ) e : o :
. h - offerings and other activities with the
Limmeeems o ommITne knowledge, skills, and behaviors that can

recognizes the feelings of others performance; evaluates outcomes
7 . i ith respect: pi ith clarity, +  Perseveres in difficuit situations and through

brevity, focus, impact sethacks; uses as an opportuniy to learn

make a difference in women's careers.

+  Adapts communication to audience, channed, *  Manages career with intention; documents
situation, purpose prafessional goals and makes interests known
to key stakeholders; assesses options and
3. Exhibits business and industry acumen creates aplan
= Applies business skills, principles snd processes;
Mentors underetands key busines: drivers 6. Makes decisions and takes risks
J »  Displays an enterprise-level uncerstanding of the +  Thinks aritically; acts strategically; is decisive
healthcare system +  Able to maneuver in an environment with
»  Stays apprised of impact of business and industry welatility, uncartzinty, complesity and amiiguity
trends, issues, tools, and technology = Quantifies risi; takes action; owns results

«  Contributes to profession/industry; brings insights +  ldentifies problems; sdvances solutions

‘ EMPOWER

4. Displays professional presence
5. Determined to achieve

back to own rganizztion az benchmarks

Circles crgige ¢ ¢«

10, Faciltates change _ 7. Infiuences and persuadss 6. Makes decisions &
. ges 1 thougn Affects indiniduals, tesms, processes or decisions, -
+  Identies needs and opportunities; assesses the case with or without onganizational autherity takes risks
for crange + Damonstrates soitical ne srganizztions! ( )
+ Brings agiity and sirasegic speed to the change awareness sy uses mtuitan
process; rimale, fiexie, resient +  Duercomes resistance: manages confict
 Acuocates for change and heips others sdaptmove ragoriztes efactvery
forward +  Gainz support and commitment from cthers: Empower

] . ages, motivates, inspires
11. Fosters innovation e "

+  Sees beyond the immegiate; employs visioning 8. Builds relationships and teams
. isparate i i ibi et +  Isinclusive; engages diverse incividusls and groups;
box thinking Gisplays cultural sensitivity
+  Demonstrates and encourages creativity . ihits sl inseli o ively V
«  Translates insight into ideas and shares with cansicers perzpectives of others
collesgues and stakenolders + Monitors, nurtures, sustains, renews relationships; Evolve EAna0s
i Cevelops athers
12, Continues to leam, grow and transform *  Prometes collborstion; works with and through
s Seeks experiences and opporturities to i others to achi is and deliver resuits
e S EVOLVE ENGAGE
«  Exhibits leaming agility; lesms quicky and sble to a and ethically self-p
analyze and apaly what is leamed «  Iritiate, forges, maintains intamal and axtarnal 10. Facilitates change 7. Influences & persuades
*  Pursues continuing professional cevelopmert: ; ishes visibility within and outsick - - R
pian legacy o eganization 11. Fosters innovation 8. Builds relationships & teams
+  Empioys s hoistic snprosch recognizing mind/bady s Crestes and sesesses mam develoamantsl retwerc " 9. Networks & ethically
S P t . .
e e reermtion sl e 12. Continues to learn, grow

updne:pmiu:’m:l profile and prezance self- promotes

+  Leverages shills and retworks to advance business
and professional goals

& transform

HEA Leadership Competency Framework. Adoptad March 21, 2014 by the HEA Board.
©2014 Healthcare Businesswomen's Association. All rights resarved. www hbanet org
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12.01 - Email with Link to Final Mentee Survey (US & EU
12.02 - Email with Link to Final Mentor Survey (US & EU

Recommended Subject Line:
Final mentee survey - Please complete by [date]

Dear Mentee,

Below is a link to the mentoring program’s Final Mentee Survey. We want to better understand your
experience in the program as well as share aggregate data from both mentees and mentors at the

ing Closing Celebration.
upcoming Closing Celebration Recommended Subject Line:

Please take this survey by [date] by clicking on this link: [enter Final Mentee Survey link]. Final mentor survey - Please complete by [date]

: : . . Dear Mentor,
This survey is anonymous unless you choose to identify yourself. ’
Below is a link to the mentoring program’s Final Mentor Survey. We want to better understand your
experience in the program as well as share aggregate data from both mentors and mentees at the
upcoming Closing Celebration.

Thank you for your feedback; we look forward to your participation in the Closing Celebration.

Warm wishes,

HBA [Region] Mentoring Program Committee 3 o L - =
Please take this survey by [date] by clicking on this link: [enter Final Mentor Survey link].

This survey is anonymous unless you choose to identify yourself.
Thank you for your feedback; we look forward to your participation in the Closing Celebration.

Warm wishes,
HBA [Region] Mentoring Program Committee

Healthcare
Businesswomen's
Association
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12.03 - Email Reminder to Complete Final Mentee Survey (US & EU
12.04 - Email Reminder to Complete Final Mentor Survey (US & EU

Recommended Subject Line:
Reminder - Complete final mentee survey by [date]

Dear Mentee,
A short note to remind you that if you haven’t yet taken the Final Mentee Survey, please do so by
[date]. We want to better understand your experience in the program as well as share aggregate data

from both mentees and mentors at the upcoming Closing Celebration.

This survey is anonymous unless you choose to identify yourself. Click on this link to take the survey
now: [enter Final Mentee Survey link].

If you have already completed the survey, thank you for your feedback.
‘We look forward to seeing you at the Closing Celebration.

‘Warm wishes,
HBA [Region] Mentoring Program Committee

Recommended Subject Line:
Reminder - Complete final mentor survey by [date]

Dear Mentor,
A short note to remind you that if you haven't yet taken the Final Mentor Survey, please do so by [date].

We want to better understand your experience in the program as well as share aggregate data from
both mentors and mentees at the upcoming Closing Celebration.

This survey is anonymous unless you choose to identify yourself. Click on this link to take the survey
now: [enter Final Mentor Survey link].

If you have already completed the survey, thank you for your feedback.
We look forward to seeing you at the Closing Celebration.

Warm wishes,
HBA [Region] Mentoring Program Committee

Healthcare
Businesswomen's
Association
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12.05 - Final Mentee Survey (US)
12.06 - Final Mentor Survey (US)

Final
Surveys

Survey Monkey has imposed limitations on account access -

HBA is exploring how to manage these new restrictions. In the interim,

contact HBA Central’s Lori Whitehand (lwhitehand@hbanet.org) for survey
links.

Healthcare
Businesswomen's
Association
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12.07 - Final Mentee Survey (EU)
12.08 - Final Mentor Survey (EU)

Final
Surveys

Survey Monkey has imposed limitations on account access -

HBA is exploring how to manage these new restrictions. In the interim,

contact HBA Central’s Lori Whitehand (lwhitehand@hbanet.org) for survey
links.

Healthcare
Businesswomen's
Association
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Closing

Celebration

Healthcare
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Recommended Subject Line:
Register now - Closing Celebration wekinar on [date]

Dear Mentees and Mentors, [{Wote: Programs using the New Virtwal Kickoff Mode! may decide
to have individua! groups meet in person in their own Iocotions for the Closing, fust os they did
for the kickaff. Then one person in the group logs into the Closing Webingr and the group
watches it together. if this is how the Closing Event will be conducted, please odopt your
communications with/directions for participants occordingly. )

We are delighted to be celebrating the culmination and dlose of the [year] HEA [region]
rentoring Frogram via webinar on [day, date] 2t [time(s] & time zone(s)]. ({Note: If program
participants ore from multiple time zones, recommend listing ol mgjor times & time zones.])
During this session, we look forwerd to sharing successes and hearing your stories. we'll also
explore ways to leverags what you've learned and build on the connections you've made as you
move forward in your career journsy.

This session will ke held as & webinar, and you must register for it by clicking on this link [insert
Attendee link to the Closing webinar] and providing the requested information. Ones you do,
you will receive your persenal webinar acosss information (link and phone number) by return
email. Register now, sa you'll be ready to login to the program and receive reminders about this
avent from the HEA Education Department webinar platform.

we look forward to connecting with you saon!

warm wishes,

Mentoring Program Cammittze
HEA [Region]

©2018, Healthcare Businesswomen’s Association. All rights reserved.

13.01 - CLOSING WEBINAR - Email with Registration Link (US & EU)

For Closing webinar

« Send from your mentoring program’s
email account.

« Review & customize with your
program’s information

 Include Attendee registration link to
the Closing webinar.

» Programs using the New Virtual
Kickoff Model may decide to have
individual groups meet in person in
their own locations for the Closing,
just as they did for the Kickoff. Then
one person in the group logs into the
Closing Webinar and the group
watches it together. If this is how the
Closing Event will be conducted,
please adapt your communications
with/directions for participants
accordingly.



13.02 - CLOSING WEBINAR - EMAIL REMINDER TO REGISTER (US & EU)

Closing

Recommended Subject Line: FOI‘ CIOSing Webinar

Reminder - You still need to register for the Closing webinar on [date]

Celebration

Dear ({send to those who hove not yet registered. Note: Programs using the New [ Send from your mento ring

Virtual Kickoff Model moy decide to have individual! groups meet in person in their own locotions

Jfor the Closing, just as they did for the Kickoff: Then one person in the group logs into the Closing m 7 m 1 I t
Webinar and the group watches it together. If this is how the Clesing Event will be conducted, prog ra S e al accoun .
plegse adept your communications with/directions for participonts accordingly.))

vou still need to register for the Closing webinar, which will be broadcast live on [day, date] at

[time(s) & time zana{s]]. ({Wote: If program particisants ore from multiple time zones, ° Review & Custom iZe With

recommend fisting all mgjor times & time zones.))

Click hers to register: [insert Attendee link to the Closing wekinar). Once you do, you will raczive yo u r p rog ra m ’S i nfo rmati O n

your personal webinar accsss information (link and phone number) by return email.

We look forward to connecting with you soon!

I * Include Attendee
Mentoring Program Committes registration Iink to the
HEA [Region] . .

Closing webinar.

« Send to those who still
haven't registered.

Healthcare
Businesswomen's
Association
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13.03 - FACE-TO-FACE CLOSING - Final Reminder & Meeting Confirmation (US)

[year] HBA [region] Mentoring Program Closing Celebration
[day, date]
[start time - end time]

Desr Mirtoring Coteagues, For Face-to-Face (F2F) Closing Meeting
We're looking forward to sesing you =t the [date] Closing Celebration for the [year] HBA [region] of AI I G ro u ps Tog ether i n o ne Location

Mentoring Pregram. This is your final reminder/meeting confirmation, which includes a summary of

important infermation. (usually at a Sponsored venue)

Date/Time
[day, date]

[tar tme - and time] + Use this template to send out a final reminder
* Registration opens at [time]. Don't miss the opportunity to network with mentaring program & meeting Conflrmatlon to a” mentors &

participants and committee members before the program startz. Bring your busineszs cards!

o Dinnerts from [iart time - end umel mentees several days before the Closing

#  The formal program will begin promptly at [time].

Place Celebration.

[company/venue name]
[street address]

[T » Review & customize with your program’s

[compzny/venus phone number]

Mesting Location information & instructions.

[puilding number, floor number, raom number}

Note: Photo |D required to be admitted to the building. {(delets if not applicable)) ° Send fro m you r me ntorl ng prog ram ’s ema | I
Directions, Parking, Other Information

- Directions: (|zdd directions here or attach]) a CCO u nt .

. Parking: ([add parking information here or attach; delete if not applicable])

. Construction)Traffic Advisory: ([2dd any construction/traffic information here; delete if not

Closing

Celebration

applicable))
- {{add any other information/instructions for this mesting here))

Mentaring Program Committee - Emergency Contact Number (Day of Meeting]
[name] - [cell phana number]

If you have any questions prior to the Closing Celebration, pleasze do not hesitate to reach out to us at
[mentoring program email address].

We look forward to 2 specizl evening of learning, recognition, 2nd celebration!
Warm wishes,

Mentoring Pregram Committee
HBA [region]

Healthcare
Businesswomen's
Association
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13.04 - CLOSING WEBINAR - Slides (US)

Complete slide deck (28 slides) for Closing Celebration webinar (group mentoring programs)
» See notes within slide deck.

Section 13

Closing

Celebration

Healthcare
Businesswomen's
Association
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13.05 - CLOSING WEBINAR - Slides (EU)

Complete slide deck (28 slides) for Closing Celebration webinar (1:1 program)
» See notes within slide deck.

Section 13

Closing

Celebration

Healthcare
Businesswomen's
Association
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13.06 - FACE-TO-FACE CLOSING MEETING - Slides (US)

Complete slide deck (26 slides) for Face-to-Face Closing Celebration Meeting
(group mentoring programs)

« See notes within slide deck.

Section 13

Closing

Celebration

Healthcare
Businesswomen's
Association

©2018, Healthcare Businesswomen'’s Association. All rights reserved.



Closing

Celebration

F3/

Healthcare
Businesswomen's
Association

13.07 - CERTIFICATES - Mentee, Mentor, Committee (US)

Certificate of Completion Certificate of Appreciation
for Mentees for Committee members

Healtheare
Businesswomen's
Association

Certificate of Completion Certificate of Appreciation

[Name] [Name]

participated as a Mentee in the nber of the Mentoring Program Committee in the
[year] HBA [Region Name] Group Mentorin I‘B /I Healthcare \ [Region Name] Group Mentoring Program

Businesswomen's
Association

Presented on [date]

Presented on [date]

- (Name3 Certificate of Recognition nel [Name]

Mentoring Director Director Deputy Director

Deputy Direc

[Name]

served as a Mentor in the
[year] HBA [Region Name] Group Mentoring Program

Presented on [date]

[Name] [Name]
Mentoring Director Deputy Director

Certificate of Recognition
for Mentors

©2018, Healthcare Businesswomen’s Association. All rights reserved.



13.08 - CERTIFICATES - Mentee, Mentor, Committee (EU)

Certificate of Recognition
for Mentors

Closing
Celebration FBA

Certificate of Recognition

[Name]

served as a Mentor in the
rear] HBA Europe Mentoring Prog

Healtheare Healtheare
I» B /I Businesswomer's Presented on [date] I» B /I Businesswomer's
‘Association ‘Association

€] [Name]
Certificate of Completion rector Deputy Direct Certificate of Appreciation
[Name] I [Name]
participated as a Mentee in the served as a member of the Mentoring Program Committee in the
[year-year] HBA Europe Mentoring Program. [year] HBA [Region Name] Group Mentoring Program.
Presented on [date] Presented on [date]
[Name] [Name] [Name] [Name]
Mentoring Director Deputy Director Mentoring Director Deputy Director

Certificate of Completion Certificate of Appreciation
Healthcare for Mentees for Committee members
Businesswomen'’s
Association
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