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Using This 
Directory

Key 
Documents for 
All Committee 

Members

Accessing 
Resources

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/l: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 
Use

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

©2018, Healthcare Businesswomen’s Association. All rights reserved.
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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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Resources have been 
uploaded to the 
“Library” of the current  
“HBA Mentoring 
Program Leaders” 
group on the HBA 
Online Community.
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Committee 
Start-Up 

Resources

01.01 - MENTORING PROGRAM COMMITTEE - Structure & Roles

Key Resource
Provide to all 

Mentoring Program 
Committee Chairs & 

members.

• Describes regional 
mentoring program 
leadership, 
committee structure 
& roles.

• Identifies the 
program’s 5 
committees & the 
roles & 
responsibilities of 
each.

• Provides reporting 
structure

• Indicates the term & 
timing of the work.
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Committee 
Start-Up 

Resources

01.02 - MENTORING PROGRAM COMMITTEE - Contact List Template

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

OIC Committee gathers contact information from all Mentoring Program Committee 
members using this template.
• Emails the completed list to Mentoring Director, Deputy Director & all Mentoring Program Committee members
• Sends a copy to Lori Whitehand at: lwhitehand@hbanet.org
• Updates & redistributes list, as necessary

mailto:lwhitehand@hbanet.org


S e c t i o n  0 1

Committee 
Start-Up 

Resources

01.03 - Mentoring Program Operations Manual
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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.

Key Resource
Provide to all 

Mentoring Program 
Committee Chairs & 

members.



S e c t i o n  0 2

Program 
Set-Up 
Forms

02.01 - SET-UP FORM - Group Mentoring Programs (US)
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• Submit 16 weeks prior to Kickoff date 
(so there is adequate time to promote 
program & recruit mentees & mentors 
as well as to complete the match 
process, issue 
acceptances/nonacceptances, 
train/orient mentors & mentees, etc).

• Both the Mentee Application Survey & 
Mentor Application Survey must be 
customized, finalized & tested to open 
registration. Links to each required in 
set-up form.

• Kickoff date needed to open registration 
(& also for the application surveys).

• Allow 5 full business days from 
submission of fully completed form to 
opening of registration (for program 
set-up, creation/testing of workflow 
emails, etc).
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Program 
Set-Up 
Forms

02.02 - SET-UP FORM - HBA Europe Mentoring Program (EU)
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• Submit 16 weeks prior to Kickoff date 
(so there is adequate time to promote 
program & recruit mentees & mentors 
as well as to complete the match 
process, issue 
acceptances/nonacceptances, 
train/orient mentors & mentees, etc).

• Both the Mentee Application Survey & 
Mentor Application Survey must be 
customized, finalized & tested to open 
registration. Links to each required in 
set-up form.

• Kickoff date needed to open registration 
(& also for the application surveys).

• Allow 5 full business days from 
submission of fully completed form to 
opening of registration (for program 
set-up, creation/testing of workflow 
emails, etc).
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Program 
Set-Up 
Forms

02.03 - SET-UP FORM - Mentoring Program-Related Events (US & EU)
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• Examples: Mentor 
Training, Mentee 
Orientation, 
Networking 
Socials, Kickoff, 
Closing Celebration

• Recommend 
setting up 
mentoring 
program-related 
events at least 8 
weeks prior to 
event date.
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Marketing & 
Promotion

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



S e c t i o n  0 3

Marketing & 
Promotion

03.02 - Chapter Event Slides
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Reach out to your region’s Marketing Center of Excellence (COE) 
President to develop one or more slides that can be shown at 
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.



S e c t i o n  0 3

Marketing & 
Promotion

03.03 - Promotional Email to Past Participants (US)
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Promotional email draft to past participants 
of an HBA Group Mentoring Program.
• Customize areas highlighted in “yellow” with your 

program’s information & registration deadline.

• Pull the list of last year’s mentoring program 
participants from ProTech (include mentees & 
mentors; delete cancellations). Note: Mentoring 
Director & Deputy Director have 24/7 access to 
ProTech reports.

• Send the list & the customized email to your 
region’s Marketing Center of Excellence (COE) 
President, so they can work with HBA’s Marketing 
Staff to send out from Informz.
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Marketing & 
Promotion

03.04 - Promotional Email to Past Participants (EU)
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Promotional email draft to past participants 
of the HBA Europe 1:1 Mentoring Program.
• Customize areas highlighted in “yellow” with your 

program’s information & registration deadline.

• Pull the list of last year’s mentoring program 
participants from ProTech (include mentees & 
mentors; delete cancellations). Note: Mentoring 
Director & Deputy Director have 24/7 access to 
ProTech reports.

• Send the list & the customized email to your 
region’s Marketing Center of Excellence (COE) 
President, so they can work with HBA’s Marketing 
Staff to send out from Informz.



S e c t i o n  0 3

Marketing & 
Promotion

03.05 - INFORMATIONAL SESSION - Description (US)
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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.
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Marketing & 
Promotion

03.06 - INFORMATIONAL SESSION - Email with Link (US)
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Email with link to an informational session 
conducted on the GoToMeeting platform 
managed by the Mentoring Program 
Committee.
• Customize areas highlighted in “yellow” with your 

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

• This copy assumes the informational session will 
be conducted by the Mentoring Program 
Committee itself using the GoToMeeting
platform designated for regional/chapter 
use. If, for some reason, this will be conducted as 
a true webinar on the GoToWebinar platform (& 
thus require technical support by HBA Central 
Staff), registration instructions are different…
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Marketing & 
Promotion

03.07 - INFORMATIONAL SESSION - Slides (US)
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Complete slide deck (19 slides) for an informational session on HBA’s Group Mentoring Program
• Customize highlighted areas with your program’s information & registration deadline.
• Set-up & run a virtual informational session yourself using the GoToMeeting platform designated for 

regional/chapter use.
• Slide deck may also be used for Lunch & Learn meetings.



S e c t i o n  0 4

Application 
Surveys

04.01 - Mentee Application Survey (US) 
04.02 - Mentor Application Survey (US)

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

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.

mailto:lwhitehand@hbanet.org
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Application 
Surveys

04.03 - Mentee Application Survey (EU) 
04.04 - Mentor Application Survey (EU)
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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.

mailto:lwhitehand@hbanet.org
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Application 
Surveys

04.05 - Email Reminder to Complete Mentee Application (US & EU)
04.06 - Email Reminder to Complete Mentor Application (US & EU)

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



S e c t i o n  0 5

Application 
Review & 

Notifications

05.01 - Match Process, Principles, Tips (US)
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S e c t i o n  0 5

Application 
Review & 

Notifications

05.02 - ACCEPTANCE NOTICE - Mentee (US)
05.03 - ACCEPTANCE NOTICE - Mentor (US)
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Acceptance Notices for Group 
Mentoring Programs (US)
• Send from your mentoring 

program’s email account.

• Review & customize with your 
program’s information.

• Mentee notice includes invitation 
& link to register for the Mentee 
Orientation webinar.

• Mentor notice includes invitation 
& link to register for the Mentor 
Training webinar. If your 
program’s Mentor Training session 
will be held as a Face-to-Face 
Meeting, please amend this 
language accordingly & include 
your meeting registration/RSVP 
link.

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



S e c t i o n  0 5

Application 
Review & 

Notifications

05.04 - ACCEPTANCE NOTICE - Mentee (EU)
05.05 - ACCEPTANCE NOTICE - Mentor (EU)

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

Acceptance Notices for HBA 
Europe Mentoring Program (EU)
• Send from your mentoring program’s 

email account.

• Review & customize with your 
program’s information.

• Mentee notice includes invitation & 
link to register for the Mentee 
Orientation webinar.

• Mentor notice includes invitation & 
link to register for the Mentor 
Training webinar. If  your program’s 
Mentor Training session will be held 
as a Face-to-Face Meeting, please 
amend this language accordingly & 
include your meeting 
registration/RSVP link.

• Both notices ask participants to 
confirm their participation by return 
email.
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Application 
Review & 

Notifications

05.06 - NONACCEPTANCE NOTICE - Mentee (US)
05.07 - NONACCEPTANCE NOTICE - Mentor (US)

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

Nonacceptance Notices 
for Group Mentoring 
Programs (US)
• 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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Application 
Review & 

Notifications

05.08 - NONACCEPTANCE NOTICE - Mentee (EU)
05.09 - NONACCEPTANCE NOTICE - Mentor (EU)
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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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Pre-Kickoff 
Preparation & 

Instructions

06.01 - NEW VIRTUAL KICKOFF MODEL - First Email to Co-Mentors (US)

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

• Send from your mentoring program’s email account
• Customize with your program’s information, dates, links
• OIC adds contact information for all members of the

of the mentoring group in the table.
• Outlines key actions for co-mentors to take

Notes:
1. Make sure you understand how this model works - More information in the Mentoring Program Operations Manual (01.03).
2. The instructions provided to co-mentors AND co-mentor reliability in sending these communications on time to their mentees 

is critical to a having a successful kickoff.

• Includes reminder to register for the Mentor 
Training webinar

• Provides link to register for the Kickoff webinar
• Includes a draft email for co-mentors to send

to their mentees (after signature line)

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

Instructions

06.02 - NEW VIRTUAL KICKOFF MODEL - Second Email to Co-Mentors (US)

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

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
• 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
• There is a paragraph describing a refreshment stipend - is your program providing? (Should be part 

of your mentoring program budget or will need approval from your Regional Treasurer.)
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Mentor 
Training

07.01 - MENTOR WEBINAR - Email with Registration Link (US & EU)

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

For Mentor Training webinar

• Send from your mentoring 
program’s email account.

• Review & customize with your 
program’s information

• Include Attendee registration 
link to Mentor Training 
webinar.
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Mentor 
Training

07.02 - MENTOR WEBINAR - Email Reminder to Register (US & EU)
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For Mentor Training webinar

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

• Review & customize with your 
program’s information

• Include Attendee registration 
link to Mentor Training 
webinar.
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Mentor 
Training

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

07.04 - MENTOR WEBINAR - Slides (EU)
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Complete slide deck (44 slides) for Mentor Training webinar (1:1 program)
• See notes within slide deck.
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Mentor 
Training

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

08.01 - MENTEE WEBINAR - Email with Registration Link (US & EU)
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For Mentor Training webinar

• Send from your mentoring 
program’s email account.

• Review & customize with your 
program’s information

• Include Attendee registration 
link to Mentee Orientation 
webinar.
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Mentee 
Orientation

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

08.03 - MENTEE WEBINAR - Slides (US)
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Complete slide deck (47 slides) for Mentee Orientation webinar (group mentoring programs).
• See notes within slide deck.
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Mentee 
Orientation

08.04 - MENTEE WEBINAR - Slides (EU)
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Complete slide deck (45 slides) for Mentee Orientation webinar (1:1 program)
• See notes within slide deck.
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Mentee 
Orientation

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

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

For Mentee Orientation 
webinar recording

• Send from your mentoring 
program’s email account.

• Review & customize with your 
program’s information

• Include link to Mentee 
Orientation webinar recording.

• Attach PDF of Mentee 
Orientation slides to email.
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Kickoff
Event

09.01 - KICKOFF WEBINAR - Email with Registration Link (US & EU)
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For Kickoff webinar

• 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.
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Kickoff
Event

09.02 - KICKOFF WEBINAR - Email Reminder to Register (US & EU)
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For Kickoff webinar

• Send from your mentoring 
program’s email account.

• Review & customize with 
your program’s information

• 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.)
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Kickoff
Event

09.03 - FACE-TO-FACE KICKOFF - Final Reminder & Meeting Confirmation (US)
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For Face-to-Face (F2F) Kickoff Meeting  
of All Groups Together in One Location 
(usually at a sponsored venue)
• Use this template to send out a final reminder 

& meeting confirmation to all mentors & 
mentees several days before the Kickoff.

• Review & customize with your program’s 
information & instructions.

• Send from your mentoring program’s email 
account.
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Kickoff
Event

09.04 - KICKOFF WEBINAR - Slides (US)

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

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

09.05 - KICKOFF WEBINAR - Slides (EU)

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

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

09.06 - FACE-TO-FACE KICKOFF MEETING - Slides (US)

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

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

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

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

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
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Connector 
Training

10.01 - Connector Training Slides 

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

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.
• 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 & 
responsibilities, how to leverage Connectors, etc.

• Recommend training Connectors before/around the time of the Kickoff Event.
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Forms & 
Tools: 

Mentees, 
Mentors,

Circles

11.01 - Team Agreement (US-Circles) 

©2018, Healthcare Businesswomen’s Association. All rights reserved.
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Forms & 
Tools: 

Mentees, 
Mentors,

Circles

11.02 - Team Charter Checklist (US-Circles) 

©2018, Healthcare Businesswomen’s Association. All rights reserved.
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Forms & 
Tools: 

Mentees, 
Mentors,

Circles

11.03 - Two-Party Mentoring Agreement (EU-Tandems) 

©2018, Healthcare Businesswomen’s Association. All rights reserved.
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Forms & 
Tools: 

Mentees, 
Mentors,

Circles

11.04 - About SMART Goals (Mentees) 

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



S e c t i o n  1 1

Forms & 
Tools: 

Mentees, 
Mentors,

Circles

11.05 - Development Plan (Mentees) 

©2018, Healthcare Businesswomen’s Association. All rights reserved.
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Forms & 
Tools: 

Mentees, 
Mentors,

Circles

11.06 - Mentee Outcomes Form (Mentees) 

©2018, Healthcare Businesswomen’s Association. All rights reserved.
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Forms & 
Tools: 

Mentees, 
Mentors,

Circles

11.07 - Mentee Journal (Mentees) 

©2018, Healthcare Businesswomen’s Association. All rights reserved.
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Forms & 
Tools: 

Mentees, 
Mentors,

Circles

11.08 - Mentor Journal (Mentors) 

©2018, Healthcare Businesswomen’s Association. All rights reserved.
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Forms & 
Tools: 

Mentees, 
Mentors,

Circles

11.09 - Team Tracking Form (US-Mentors) 

©2018, Healthcare Businesswomen’s Association. All rights reserved.
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Forms & 
Tools: 

Mentees, 
Mentors,

Circles
NEED NEW 

SCREENSHOT

11.10 - Topics & Books (All) 

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

Recommended readings for 
22 high-interest topics). 
May be of use/interest to 
mentors & mentees.
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Forms & 
Tools: 

Mentees, 
Mentors,

Circles

11.11 - HBA Leadership Competency Framework (All) 

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

Why competencies for HBA?
To guide and inform HBA programming 
as well as more tightly align educational 
offerings and other activities with the 
knowledge, skills, and behaviors that can 
make a difference in women's careers.
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Final
Surveys

12.01 - Email with Link to Final Mentee Survey (US & EU)
12.02 - Email with Link to Final Mentor Survey (US & EU)

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



S e c t i o n  1 2

Final
Surveys

12.03 - Email Reminder to Complete Final Mentee Survey (US & EU)
12.04 - Email Reminder to Complete Final Mentor Survey (US & EU)

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

12.05 - Final Mentee Survey (US)
12.06 - Final Mentor Survey (US)

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

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.

mailto:lwhitehand@hbanet.org
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Final
Surveys

12.07 - Final Mentee Survey (EU)
12.08 - Final Mentor Survey (EU)

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

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.

mailto:lwhitehand@hbanet.org
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Closing 
Celebration

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

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

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.
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Closing 
Celebration

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

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

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.

• Send to those who still 
haven’t registered. 
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Closing 
Celebration

13.03 - FACE-TO-FACE CLOSING - Final Reminder & Meeting Confirmation (US)

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

For Face-to-Face (F2F) Closing Meeting  
of All Groups Together in One Location 
(usually at a sponsored venue)
• Use this template to send out a final reminder 

& meeting confirmation to all mentors & 
mentees several days before the Closing 
Celebration.

• Review & customize with your program’s 
information & instructions.

• Send from your mentoring program’s email 
account.
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Closing 
Celebration

13.04 - CLOSING WEBINAR - Slides (US)

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

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

13.05 - CLOSING WEBINAR - Slides (EU)

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

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

13.06 - FACE-TO-FACE CLOSING MEETING - Slides (US)

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

Complete slide deck (26 slides) for Face-to-Face Closing Celebration Meeting
(group mentoring programs)
• See notes within slide deck.



Certificate of Completion
for Mentees
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Closing 
Celebration

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

Certificate of Recognition
for Mentors

Certificate of Appreciation
for Committee members

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



Certificate of Completion
for Mentees
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Closing 
Celebration

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

Certificate of Recognition
for Mentors

Certificate of Appreciation
for Committee members

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



Acknowledgments The resources identified in this guide represent the experience and wisdom 
of many dedicated HBA volunteers and mentoring program participants 
including mentors, mentees, regional mentoring program directors, 
mentoring program committees, HBA staff and others.

The HBA wishes to thank the individuals, chapters and regions who shared 
these materials and resources. If there are additional nonproprietary 
materials you feel would be helpful to include in a future edition of this 
directory, contact mentoring@hbanet.org. 

Deep appreciation is extended to members of the Mentoring Resources Task 
Force, Wendy Mantel, Brenda Fung and Lynn Paolicelli, whose initial work 
in gathering, reviewing, assessing, synthesizing, consolidating and collating 
a wealth of contributed materials was foundational to the first edition of 
this guide.

This deck was initially created and compiled by Liz Stueck, former Senior Director, 
Education and Programs, HBA. 

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

mailto:mentoring@hbanet.org

	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Slide Number 53
	Slide Number 54
	Slide Number 55
	Slide Number 56
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Slide Number 61
	Slide Number 62
	Slide Number 63
	Slide Number 64
	Slide Number 65
	Slide Number 66
	Slide Number 67
	Slide Number 68
	Slide Number 69
	Slide Number 70
	Slide Number 71
	Slide Number 72
	Slide Number 73
	Slide Number 74
	Slide Number 75
	Slide Number 76

