Corporate Mentoring Program

Toolkit for Businesses

Table of Contents
Introduction

3

How to Use this Toolkit

3

Step 1: Make the Case for Employee Mentoring

4

1.1 Mentoring 101

4

1.2 Benefits of Employee Mentoring

4

1.3 Is My Business a Good Fit? Defining Program Goals and Other Considerations

5

Step 2: Identify Program Champions
2.1 What is a Mentoring Program Champion?

7
7

2.1A Email Template: Recruiting Champions

8

2.1B Brochure: Mentoring Program Champion Position Description

9

Step 3: Recruit Employee Mentors	

10

3.1 Recruitment Tools and Timelines

10

3.1A Key Messaging: Talking about the Corporate Mentoring Program

12

3.1B Posters: Raising Awareness of the Program

13

3.1C Information Session Announcement Template

14

3.1D Presentation: Become a Mentor

15

3.1E Brochure: Your Mentoring 101

16

3.1F Brochure: Ten reasons NOT to Mentor

16

3.1G Follow-Up Email Template: Employee Mentoring Application

17

3.1H Application Form

17

Step 4: Evaluate your Program

18

4.1 How Does the Program Stack Up? A Helpful Evaluation Questionnaire

18

Conclusion

19

Acknowledgements

19

Introduction
Does your business support causes that benefit children and youth? Are
you looking to engage employees and give back to your community? Do you
want to build your brand by doing good? This toolkit is your guide to starting
and managing a corporate mentoring program in the workplace.

How to Use this Toolkit
Working with business, non-profit and government partners
across Alberta, the Alberta Mentoring Partnership developed
this toolkit to help businesses, big and small, engage their
employees and give back in a powerful and meaningful way:
by volunteering with kids and helping them realize their own
potential through mentorship.
Mentorship is a simple act of spending time with a child
or youth to explore their interests, help them express
themselves, and empower them with the confidence to
make positive choices in school, family life, and career.

Articulate the business benefits and goals
of a Corporate Mentoring Program, and
evaluate whether you have the internal
capacity to manage the program effectively.

Step 2:
Identify Program Champions

This toolkit will help you determine whether a Corporate
Mentoring Program is a good fit for your company and
community investment strategy, and will help you take the
first steps to engaging your employees as volunteer mentors.

This toolkit guides you through
the four steps to starting a
successful Corporate Mentoring
Program in partnership with a
local mentoring organization.

Step 1:
Make the Case for
Employee Mentoring

Designate the individuals that will
engage employees, promote mentoring
opportunities, and liaise with your chosen
mentoring organization.

Step 3:
Recruit Employee Mentors
Mentoring Program Champion(s)
promote mentoring opportunities to your
employees, host information sessions, and
connect employees with your mentoring
organization partner.

Step 4:
Evaluate your Program
Review whether the Corporate Mentoring
Program is meeting your business goals
and employee expectations.
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Step 1
Step 1: Make the Case for Employee Mentoring
A good program starts with a good plan. Before you dive in, take a moment to articulate the potential business benefits and goals
of a Corporate Mentoring Program and evaluate whether you have the internal capacity to manage the program effectively.

1.1

1.2 Benefits

Mentoring 101

What is a mentor?
A mentor is a caring adult who provides support,
advice, and friendship to help nurture youth through
their challenges. The goal is to help youth realize their
potential, achieve their educational goals, and contribute
to their community.

of Employee Mentoring

Why might you take on a Corporate Mentoring Program with youth?
It turns out that the benefits are far-reaching to your employees,
to your community and customer base, and to your brand and
reputation in the community.
Benefits to your business:
 Increased brand appeal as a good corporate citizen;

The impact of mentoring

 Improved customer perception of your brand;

Research indicates that children with a positive adult
influence in their lives are:

 Improved employee productivity, job satisfaction, and retention;

 48% less likely to have behaviour problems in school;
 34% less likely to allow themselves to be bullied or
victimized;
 2 times more likely to high academic performance;
 2.5 times more likely to participate in extracurricular
school activities.
What’s more,

 Improved employee morale through team-building;
 Improved employee skill development in the areas of
communication, time management, leadership, and people skills;
 Improved work/life balance as employees contribute to causes
that are important to them;
 Employees act as positive role models and ambassadors for the
business;
 Make connections that could develop into future business and
workforce opportunities.

 Boys with an male adult mentor in their lives are twice
as likely to believe school is fun and that doing well
academically is important.

Benefits to your employees:

 Every dollar invested in mentoring returns $18 to
society (one-on-one community based mentoring).

 Improved skill development in the areas of communications, time
management, leadership and people skills;

Sources: Centre for Addiction and Mental Health study on Big Brothers
Big Sisters community-based matches, Boston Consulting Group on the
BBBS program analyzing Social Return on Investment

 Improved employee performance, morale, and well-being;

 Increased recognition of employee role as positive role model
and ambassador for your business;
 Improved work/life balance as employees contribute to causes
that are important to them.
Sources: Northstar Research Partners. (2005). Employer Supported Volunteerism.
Burlington, ON: Big Brothers Big Sisters of Canada; 2011 Deloitte Volunteer IMPACT
Survey; AMP Corporate Mentor Recruitment Program Pilot Project 2015
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1.3 Is

My Business a Good Fit? Defining Program Goals and Other Considerations

A Corporate Mentoring Program is an opportunity to advance your company’s community investment strategy in ways that engage
employees and make a lasting impact on kids. While it might sound great, there are a few considerations before you dive in.
What are the goals of your Corporate Mentoring Program?

What could your corporate mentoring program look like?

The Corporate Mentoring Program must fit within your
business goals. What is your business trying to achieve by
adopting the program?

Your support for a Corporate Mentoring Program sends
employees a strong message that your business invests in
the well-being of local kids and as well as in the interests of
employees outside of work.

Pick your top three priorities for your program:
 Increase brand loyalty by aligning your business values
with a cause that is important to your employees and
customers;
 Improve employee morale and productivity by instilling a
greater sense of purpose and pride;
 Consolidate your business’ community investment
activities and focus your impact on mentoring kids;
 Give employees unique opportunities to improve their
communications, time management, leadership and
people skills through experiential learning;
 Improve employee retention by offering support for
volunteerism and improving work/life balance;
 Grow your business reputation as a good corporate
citizen;
 Cultivate and develop future workforce and/or customer
base.

These types of employer-supported programs come in many
shapes and sizes. Look at your current employee training,
and community investment strategies to decide the best fit.
Support can take many forms, including:
 Simply communicating volunteer opportunities to
employees;
 Launching the Corporate Mentoring Program as a
corporate initiative;
 Supporting volunteering formally through policy, or
informally between managers and employees.
The statistics below may help you decide your desired level
of involvement:
 Employees who could change their work hours or reduce
their workloads—the most common type of support—
reported a higher median number of volunteer hours (75
hours) compared with those who did not receive this type
of support (40 hours).
 Volunteers whose employers provided facilities and
equipment gave a median of 60 hours, compared with 46
hours for those without this type of help.
 Similarly, employees who were recognized for their
volunteering or were given a letter of thanks reported
volunteering more time than those who were not (a median
of 60 hours versus 48 hours).
 Paid time off for volunteers was associated with a median
of 55 hours of volunteering—about 5 hours more than the
median for volunteers without paid time off.
Source: StatsCanada Employer Support for Volunteering May 17, 2012
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What conditions facour a successful Corporate Mentoring
Program?
 Senior management visibly supports the Corporate
Mentoring Program and encourages employee
involvement;
 The responsibility for program management is housed
within the official role of an employee;
 The program is promoted by internal Mentoring Program
Champion(s) who are passionate about mentoring;
 Internal Mentoring Program Champion(s) maintain good
communication with employees and the mentoring
organization throughout the mentor recruitment process;
 The business has a stable workforce, and employees are
motivated to give back;
 The business has an effective internal communication
channels such as intranet, other digital tools, or team
meetings;
 Business operations are flexible and can accommodate
volunteer commitments.

Questions to consider when launching your Corporate
Mentoring Program
 How does your business want to support a Corporate
Mentoring Program? What benefits will you provide to
employees? Which employees will be able to participate in the
program?
 How will you manage employee volunteer commitments,
particularly if it impacts working hours?
 Which departments should be involved in the planning
and execution of the Corporate Mentoring Program?
(e.g.: community investment/community relations,
communications/public affairs, human resources, department
heads and managers)
 Does anyone in your organization have experience as a mentor
or a mentee? Would they be interested in becoming internal
Mentoring Program Champions?
 How are you going to communicate with mentors?
Which channels will be most effective?
 How will you capture and share your volunteer successes with
employees and customers?
 What is your budget for the initiative? (e.g.: printing brochures
and posters, hosting information sessions and other social
events, presentation facilities, food).
 How will you celebrate or recognize mentors’ efforts?
(e.g.: employee awards, or a donation to a charity of choice in
honour of a certain number of hours volunteered per year).

Alberta Mentoring Partnership
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Step 2
Step 2: Identify Program Champions
A great champion can inspire employees to rally
behind an initiative and do great things. Get your
Corporate Mentoring Program off to a great start
by designating the individual(s) that will engage
employees, promote mentoring opportunities, and
liaise with your mentoring organization partner.

Role and responsibilities of the Mentoring Program Champions
1. Liaise with the local mentoring organization to learn more about
mentoring, the benefits of the Corporate Mentoring Program to the
corporation and to employees, and the mentor recruitment process.
2. Consult with the senior management team to clearly identify how
the company will support employee volunteering in terms of working
hours and budget.
3. Work with local mentoring organization to develop a communication
plan for mentor recruitment, including timelines and budgets.

2.1 What

is a Mentoring
Program Champion?
A Mentoring Program Champion is someone who
is passionate and committed to improving the
lives of children and youth through mentorship.
Working closely with your mentoring organization
partner, champions will play an important role in
helping recruit employee mentors from within your
organization.
Champions might be opinion leaders who are
influential in the organization, and they may choose
to serve in this role because of their:

4. Help assign responsibilities for program management, including the
recruitment of additional champions if required.
5. Liaise with internal staff in our community investment and/
or corporate communications departments to finalize the
communication plan and brand recruitment materials.
6. Promote mentoring opportunities to employees and help execute
the communications plan, including communications through
newsletters, posters, meetings, and staff gatherings.
7. Organize at least one information session where representatives
from the local mentoring organization will share information about
mentoring opportunities with kids.
8. Answer questions from interested employees and/or refer questions
to the mentoring organization.
9. Collect applications (if applicable) and forward to the mentoring
organization.

 Position within the organization;
 Personal commitment to mentoring;
 Personal interest in supporting children and youth
in the community;

10. Liaise between the mentoring organization, senior management, and
employees as needed.

 Leadership experience;

11. Support the partner mentoring organization to conduct a yearend evaluation of mentors’ experiences, and report to senior
management.

 Interest in leadership and skill development.

Alberta Mentoring Partnership
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2.2A

Email Template: Recruiting Champions

Use the following editable email template to recruit Mentoring Program Champions from your organization.
Click here to generate the email template: Email to Recruit Champions

Email Subject: Here’s your chance to lead: Information Session for Mentoring Champions
COMPANY ABC has been approached by MENTORING ORGANIZATION in COMMUNITY to develop a corporate mentoring
program to support kids in our community. We have accepted this challenge as part of our overall community investment
strategy.
In order to make the program a success, we will need a small group of Mentoring Program Champions to take a
leadership role and spearhead the campaign. We believe you’d be a great candidate.
Champions will use their influence, communication skills, and sheer awesomeness to engage employees, promote
mentoring opportunities, and liaise with our mentoring organization partner. The opportunity will test your time and
project management abilities, will expand your professional network, and will support our community investment and
employee well-being strategies.
Want to learn more? Join us at our information session:
DATE, TIME
LOCATION
The meeting will include an overview of the corporate mentoring program, the recruitment campaign, and the role of the
Mentoring Program Champion.
Please let me know if you are able to attend the information session. You will have an opportunity to ask questions and
see if the Mentoring Program Champion role is a good fit with your professional development goals.
Please RSVP to the information session by DATE.
Thank you!
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2.1B

Brochure: Mentoring Program Champion Position Description

This editable brochure can be provided to employees interested in becoming Mentoring Program Champions.
Download the Mentoring Program Champion Position Description at: albertamentors.ca/corporate-mentoring/#Champion
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Step 3: Recruit Employee Mentors
Let your Mentoring Program Champions shine! Once you have structured your Corporate Mentoring Program and have
identified your champions, this chapter provides them with the tools to promote mentoring opportunities among their
colleagues, host information sessions, and connect employees with your mentoring organization partner.

3.1

Recruitment Tools and Timelines

Mentor recruitment, you say? We’ve got you covered. This toolkit provides you will all the materials you’ll need to reach
out to fellow employees and get them excited about becoming a caring adult in the life of a child.
The materials can be branded with your corporate logo so that employees know the Corporate Mentoring Program is
supported by your organization. Internal branding also boosts the credibility of the program and demonstrate senior
management’s commitment to the well-being of employees, local youth, and the community.
The materials support the following timelines and activities:

Generate
Interest
Weeks 1–3

Sign Up
Mentors
Weeks 5–6

Co-Host
Info Sessions
Week 4

Key Messaging

Announcement

Posters

Presentation

Informal Information Sharing

Alberta Mentoring Partnership
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Materials

Generate Interest
Week 1 of 6

Mentoring Program Champions advertise the Corporate Mentoring
Program through posters and informal conversation.

3.1A Key Messaging
3.1B Posters

Week 2/3 of 6

Mentoring Program Champions use internal communication channels
(e.g.: meetings, emails, newsletter, etc.) to invite employees to an
information session regarding the Corporate Mentoring Program.

3.1C Info Session Announcement

Whenever possible, Champions and the mentoring organization work
to organize social events where employees can meet face to face with
mentors and mentees.
Champions make presentations at staff meetings and personally invite
employees to attend information sessions.
Co-Host Information Session
Week 4 of 6

Mentoring Program Champions and the mentoring organization co-host
an information session with employees, sharing information about the
Corporate Mentoring Program.

3.1D Presentation
3.1E Brochure: Your Mentoring 101
3.1F Brochure: Ten Reasons NOT to
Mentor

Week 5 of 6

Mentoring Program Champions follow-up with employees to distribute
info session handouts electronically and encourage mentor sign-up.

3.1G Follow-Up Email
3.1H Application Form

Week 6 of 6

Mentoring Program Champions collect mentor application forms and
submit them to the mentoring organization.

Sign-Up Mentors

Alberta Mentoring Partnership
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The following pages contain templates and materials used by the
Mentoring Program Champion to recruit employee mentors.
All print materials can be downloaded at:

3.1A Key

albertamentors.ca/corporate-mentoring

Messaging: Talking about the Corporate Mentoring Partnership

As the Corporate Recruitment Champion, reach out to fellow employees and get them excited about the Corporate Mentoring
Program. This key messaging will help you build employee pride, explain mentoring, and identify the employee benefits of
volunteering with kids.

Our Company Invests in Community and Employee Well-Being
 Our company is committed to giving back to the community.
 We want our employees to get involved and help us make a difference in the lives of kids.
 In partnership with a local mentoring organization, our company supports mentorship opportunities that match
employees with kids in need.
The Benefits of Mentoring to Kids
 Mentoring gives children and youth a positive role model that provides support, advice, and friendship.
 Research tells us that children with a positive adult influence (mentor) in their lives are:
 more likely to achieve high academic performance
 more likely to participate in extracurricular school activities
 less likely to have behaviour problems in school
 less likely to be bullied or victimized
The Benefits of Mentoring to Employees
 Thanks to our company’s Corporate Mentoring Program:
 Employees can improved work/life balance by contribute to causes that are important to them.
 Mentors develop their communication, time management, leadership, and people skills while making a difference
in the life of a child.
 Employees can network with like-minded peers in the company and share mentorship experiences.
 Employees can feel good about giving back and making a meaningful contribution to the life of a child.
Anyone can be a mentor:
 You do have the time – mentoring can be flexible, the important thing is consistency
 It doesn’t take any special skills or talents, simply a commitment to be a caring adult in the life of a child
 We need diversity – people from all walks of life, with all life experiences
 There are kids with all kinds of interests – we can find a match that will work for you
 The initial commitment is for one year, and is renewable after that
Learn more about the Corporate Mentoring Program by attending the information session on DATE.

Alberta Mentoring Partnership
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3.1B

Posters: Raising Awareness of the Program

Use these editable posters to raise awareness about the Corporate Mentoring Program, invite employees to attend information
sessions, and recruit employees as volunteer mentors. Download posters at: albertamentors.ca/corporate-mentoring/#Posters
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3.1C Information

Session Announcement Template

Invite employees to attend your information session on the Corporate Mentoring Program.
The content can be copied and edited to fit your communication needs.

Giving dating advice…
You don’t have to be an expert.
Learn more about our new corporate mentoring partnership and
become a mentor to a youth in our community.
COMPANY ABC is committed to giving back to the community, and we
want our employees to get involved and make a lasting difference in
the lives of kids. In partnership with MENTORING ORGANIZATION, we
will be supporting our employees to volunteer and mentor kids in our
community.
Mentoring gives children and youth a positive role model that provides
support, advice, and friendship. Research consistently finds that young
people who have a stable adult presence in their lives do better: they are
less likely to have behaviour problems in school and are more likely to
achieve high academic performance.
Anyone (yes, that means you) can be a mentor. It doesn’t take any
special skills or talents, and timing can be flexible as long as it is
consistent. All we ask is your commitment to be a caring adult in the life
of a child for at least one year.
What’s in it for you? Being a mentor adds value to your life as well as to
the young person you are supporting. Benefits include:
 Improved work/life balance as you contribute to a cause that is
important to you;
 Developing your communications, time management, leadership, and
people skills;
 Network with like-minded peers and share mentoring experiences;
 Feel good about giving back and making a meaningful contribution to
the life of a child.

FAQ
What is a mentor?
A mentor is a caring adult who provides
support, advice, and friendship to a young
person. More importantly, a mentor is a
confidant who volunteers to spend time
with a child and act as a positive role
model in their life.
What volunteer opportunities exist?
Mentoring takes many forms, including:
 One-on-one mentoring
 Group mentoring
 In-school mentoring
 After-school mentoring
 Team or couples mentoring
 Between generations mentoring
 Youth in Care mentoring
 Group recreational activities
 Career mentoring
 Workplace programs
 e-Mentoring
While time commitments vary, it is
consistency – not frequency – that is most
important.

Hundreds of children and youth in COMMUNITY can use a mentor,
someone just like you. Learn more about the corporate mentorign
partnership by attending our information session.
DATE, TIME
LOCATION
For questions, connect with our Mentoring Program Champions:
NAME, TITLE
EMAIL / PHONE

Alberta Mentoring Partnership
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3.1D Presentation:

Become a Mentor

Hositng an information session? Use this editable PowerPoint to inform employees about the Corporate Mentoring Program.
Download the presentation at: albertamentors.ca/corporate-mentoring/#Presentation
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3.1E

Brochure: Your Mentoring 101

Inform employees abour mentoring basics.			
Download the brochure at:
			
albertamentors.ca/corporate-mentoring/#Brochure101

Alberta Mentoring Partnership

3.1F

Brochure: Ten reasons NOT to Mentor

Address top reasons employees might not want to mentor.
Download brochrue at:
albertamentors.ca/corporate-mentoring/#TenReasons
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3.1G

Follow-up Email Template: Employee Mentoring Application

Encourage employees to sign up as mentors. The email content should be edited to fit your communication needs.
Click here to generate the email template: Follow-up Email to Employees

Subject: Become a Mentor and Change a Life
Thanks for attending the Corporate Mentoring Program information session on DATE.
Hundreds of children and youth in COMMUNITY can use a mentor, someone just like you. It doesn’t take any special
skills or talents, simply a commitment to be a caring adult in the life of a child for at least one year.
Our company has partnered with MENTORING ORGANIZATION to support employees who volunteer their time to
make a difference in the life of a child.
Mentoring a child is an investment in yourself. Through the program, you can expect to:
 Improve work/life balance as you contribute to a cause that is important to you;
 Develop your communication, time management, leadership, and people skills;
 Network with like-minded peers and share mentoring experiences; and
 Feel good about giving back and making a meaningful contribution to the life of a child.
We know this is a big decision and that you still have many questions. We’ve attached a few materials to help you
decide whether mentoring a child is the right fit for you. Take a look and then feel free to give me a call with any further
questions or concerns.
Be a positive role model and help a child realize the potential within. To learn more about the corporate mentoring
program or to submit your application, contact NAME, mentoring program champion, at EMAIL.
Mentor applications are due DATE.
For more information about mentoring, visit albertamentors.ca

3.1H Application

Form

Talk to your mentoring organization partner to find out the best way for employees to submit mentor applications.
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Step 4

Step 4: Evaluate your Program
Like any good community investment, the outcomes matter. As you prepare to report on your community investments, take some
time to review whether the Corporate Mentoring Program is meeting your business goals and employee expectations.

4.1

How Does the Program Stack Up? A Helpful Evaluation Questionnaire

Look back at the goals you set for your Corporate Mentoring Program, assess program successes challenges:
 Assess the effectiveness of your internal champion against
the position description you adopted.
 Assess the overall effectiveness of the program against the
communications plan you adopted.
 How many points of contact did the corporate mentoring
program create?
 How many employees participated in the various event and
information sessions?
 How many employees submitted applications to become
mentors with the partnering mentoring organization?
 How many employees are now mentoring youth in your
community?
 What has been the impact of your mentoring program:
 On kids and on the community? (seek anecdotes
from the mentoring organization)
 On employees? (ask employees to provide feedback)
 On the organization? (invite supervisors to comment
on employee morale and company culture)

Alberta Mentoring Partnership

 What has been the effect on employee retention? (consult
with HR)
 Have workloads been affected to accommodate mentoring
activities and how have those impacts been managed?
(consult with supervisors)
 How is your business sharing news of the impact of your
community investment? (consult with communications and
community relations)
 What are customers saying about your organization’s
community investments? (consult with sales and
community relations)
 Are you interested in continuing this program throughout
the year, or perhaps on an annual basis?
 If yes, what areas require improvement?
 If no, please share with the mentoring organization
your reasons so they can learn and improve the
program for partnerships with other corporations.

Toolkit for Mentoring Organizations
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Conclusion

Acknowledgements

The Alberta Mentoring Partnership developed this toolkit
to help businesses like yours consider and implement a
corporate mentor recruitment program as part of your
community investment strategy.

The Corporate Mentoring Program Toolkits and associated
tools have been developed with the kind and generous
support of Big Brothers Big Sisters of Calgary & Area, Boys &
Girls Clubs Big Brothers Big Sisters of Edmonton & Area, Big
Brothers Big Sisters or Red Deer, and the Alberta Mentoring
Partnership with funding provided by the Alberta Government.

Corporate mentoring programs offer businesses a means
to engage and develop employees while giving back to the
community. We hope this toolkit has provided the stepping
stones needed to help your business capitalize on corporate
mentoring partnership opportunities.
If you have any questions or concerns regarding mentoring,
please visit www.albertamentors.ca. You can also connect
with us by email at info@albertamentors.ca or by phone at
1-844- 370-1768.

The materials embody the best practices gleaned from
literature reviews; research conducted with several
Alberta businesses, government departments, and other
organizations; and a pilot project conducted with EPCOR and
Worley Parsons in Edmonton, Canadian Western Bank Red
Deer, and Deer Park Alliance Church in Red Deer.

Together, we will ensure that every child or youth who needs a
mentor has access to a mentor.
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