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MONTGOMERY COUNTY
Internship Program

               Office of Human Resources


MENTORING AND COACHING 

June 18, 2003

Introduction

OHR’s Training and Organizational Development Team spearheaded a Workforce Development project that identified a number of areas needing development in order to meet the County’s future workforce needs. This project identified a fully functioning Internship and Apprentice Program as a critical component of a workforce development program. Mentoring and coaching is part of the framework for implementing the Internship and Apprentice Program. 

The Mentoring and Coaching objectives are to:

1. Describe the process and steps for working with interns  

2. Provide resources, training materials, and support to County employees who are supervising interns.

3. Create a work environment for the interns so that they will gain a meaningful experience and support in their transition from school to work.  

Definitions

Coaching.  A coach is the individual who focuses on tasks and performance. Normally, the coach has a set agenda to reinforce or change skills and behaviors 
Mentoring. Mentoring is defined as a relationship between a young person and an adult in which the adult offers support and guidance as the youth goes through a difficult period, enters a new area of experience, or takes on important tasks. Mentorship programs for youth have been designed to help fill this need for positive adult role models, support, and guidance. The mentoring program has the fundamental principle of supporting the youth transition from school to work and to help students to understand the expectations of employers about preparedness and skills required for work.

Mentor.  A mentor is an individual who helps another learn something he/she would otherwise have learned less well, more slowly, or not at all. The mentor is a wise trusted advisor and a teacher. 

Protégé or person being mentored is defined as an individual whose welfare, training, or career is promoted by an influential person. A protégé listens to someone who can be helpful in their learning process, and wants to learn. 
Mentoring Strategies 

One of the most significant mentoring strategies is to foster a positive learning experience for the purpose of mutual professional growth.  Mentoring is the act of helping another individual to learn and should be a partnership between the mentor and the protégé. 

Strategies for fostering a positive mentoring environment are the following: 

· Have a communication that brings an open and trusting value to the mentoring relationship. The communication and feedback should be constructive and starts with the positive aspects or anything that shows you value your protégé and your relationship. 
·  When presenting or discussing an issue, remember that your perception of an issue may not be the only valid one. Listen for any alternative view your protégé may express and considers. 
· Avoid putting the protégé on the defensive.

Guidelines for implementing a successful mentoring and coaching program 

· Create a work plan reflecting the Departments goals. 

· Ensure that there is a work plan for the intern with realistic and achievable objectives.

· Learn about the roles and responsibilities of the intern and the mentor.

· Develop and practice skills that foster effective mentoring such as communication, feedback, understanding, and positive attitude.

· Get continuous support from the department, OHR, and available resources for optimum success and managing the mentor/inter relationship.

· Plan for the intern’s growth by building a win-win learning experience. 

Steps for working as mentors to interns 
1. Find available resources:

a. You will find the following information in the Resource Library:

i. Checklist for Intern’s supervisors

ii. All forms that you are require to complete

iii. Evaluation forms

iv. Training materials: Mentoring and Coaching

b. Download all the forms and information about the internship  

c. OHR will provide one to one training for individuals who will be working with interns.

d. The internet has many sites and some of them are listed below.

2. Prepare the work plan

a. Identify the need for an intern. 

b. Create a work plan.

c. OHR will assist supervisors to prepare the work plan.

d. Provide a copy of the work plan to OHR.

e. OHR will post the ad in the County’s web site and will link it to schools/colleges.   

3. Select the candidate:

a. Department will select candidates for interviews.

b. Department will make final decision.

c. Make an offer to the selected candidate. Provide information about the department, starting and ending dates, and work hours.

4. Provide orientation for the intern. On the first day:

a. Review County and department policies.

b. Discuss the goals and expectations of the internship.

c. Ask the intern to fill out the following forms

i. Confidentiality form.

ii. Professional Volunteer Registration form.

iii. Application for Photo Identification Card.

d. Administrative procedures/issues.

5. Working with the intern:

a. Supervisor/Mentor provides oversight, direction, training and feedback to intern during assignment.

b. Conduct progress meetings with intern. 

6. At the end of the internship:

a. Complete the intern evaluation form.

b. Complete the supervisor evaluation form.

c. Provide feedback to the intern and OHR.  

Benchmarking 

The internet has good information about mentoring and coaching. Below is a selected list of sites:

http://coachingandmentoring.com/mentsurvey.htm
http://www.gurowitz.com/articles/leverage.pdf  

http://www.chiefexecutive.net/depts/profile/184.htm 

http://www.mentoring.org/resources/pdf/cont_issues.pdf  

http://www.coachingnetwork.org.uk/ResourceCentre/Articles/Documents/EMentoring.htm 

http://www.mentoring.org/resources/frequently_asked_questions/faq.adp
http://www.refresher.com/!coachingcredentials.html 

http://www.refresher.com/!coaching.html
http://www.businessfinancemag.com/archives/appfiles/Article.cfm?IssueID=338&Article    ID=13661&CurrChannel=8
http://vocserve.berkeley.edu/abstracts/MDS-771/MDS-771-Mentorin.html 

http://www.ericfacility.net/ericdigests/ed362506.html
http://www.pwcglobal.com/images/ghrs/pubs/empoweringfall99.pdf
http://www.affinitymc.com/coaching_to_think.htm
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