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Dear mentee,  
 

We are delighted to welcome you to this year’s mentoring programme. Being part of the 
Aspiring Professionals Programme means you get access to a mentor who works in the career 
sector that you have indicated you are interested in. We will be helping you over the coming 
year to get the most out of having a mentor, and this handbook contains an outline of what 
you can expect as you begin preparing for your mentoring relationship. This handbook 
contains information to help you understand who your mentor may be, and the expectations 
of you as a mentee on the SMF mentoring programme. 

We look forward to working with you. 

Best wishes,  

The SMF Mentoring Team 
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Mentoring at the SMF 
Being part of the Aspiring Professionals Programme (APP) means you will be assigned a 
mentor at Freshfields. Your mentor is a professional working in the career sector that you 
have indicated you are interested in.  The aim of having access to a mentor is to have someone 
who can advise and support you to develop key skills and areas of knowledge: by providing 
an insight into a professional career that you are aspiring to enter, helping you to understand 
how to get there and make informed choices, and practicing skills as you move through sixth-
form/S5-6 into university or other post-18 options.  You will remember from your Aspiring 
Professionals Programme Handbook that you will be working on developing key skills and 
areas of knowledge in line with SMF’s Building My Future: The Toolkit. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
Please refer back to your Aspiring Professionals Programme handbook in order to have a look 
at the Building My Future Framework in more detail and remind yourself of the ways your 
mentor can help you to develop your skills and knowledge.  

Building My 
Options for 

Education and 
Work 

Building My 
Network 

Building My 
Career 

Building My 
Self-Awareness 

Building My 
Communication 

Building My 
Future: The 

Toolkit 
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Mentoring cycle 
 

 

 

Getting started and setting objectives 
Step one  
The SMF will have matched you to a professional mentor based on your career aspirations. 
When you applied to our programmes you indicated which career sector you were interested 
in, and using this and information on your application form, we have matched you to a mentor 
who will be suited to supporting you.  
 
Step two 
Your mentoring relationship is designed to happen via email. You will be set up on our online 
mentoring site (read more about this in the Technical Guide section). The email address you 
have provided us will be registered with the system and you will receive an automated email 
to confirm your registration. You will also receive a separate automated email containing the 
name of your mentor and the email address you can use to contact them. 
 
Step three 
You will have received a short online pre-mentoring evaluation form which you must 
complete. This helps us to evaluate the programme and support ongoing improvements for 
next year’s cohort as well as develop the programme for you. 
 

 

 

March - May

The SMF will set you up with your mentor on our online
mentoring site. Have initial conversations with mentor
to get to know them and set objectives for your
mentoring relationship.

June - December

Mentoring relationship continues. The expectation is
that you are in contact with your mentor at least once
every 2 weeks.

January
Official end to mentoring relationship, but you and your
mentor are welcome to stay in touch. Complete post-
evaluation.
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Step four 
Once you have received the details of your mentor, you are free to start communicating with 
them. It may seem intimidating to email an adult you’ve never met before by email, but do not 
worry! Your mentor is volunteering their time and is looking forward to getting to know you 
and supporting you. Your mentor will be sending you an introductory email to tell you more 
about themselves and their career background, so it is a good idea to start thinking about 
what information you could share with them e.g. what you are studying, any thoughts on 
university choices and potential career paths, about your career aspirations, and your hobbies.  
 
Remember to ask them questions as well! Your mentor will hopefully be a great resource over 
the coming year and it is important to be active in your mentoring relationship to get the most 
from it.  
 
Step five 
Within the first few emails it would be useful to set goals with your mentor. You will want to 
discuss with your mentor the different parts of the Building My Future: The Toolkit to agree 
on objectives for your mentoring relationship. 
 
Setting Objectives 
Deciding upon some key objectives within the first two weeks of the mentorship will help 
keep your mentoring exchanges focused and effective. Ask your mentor questions around 
their career background, their current role, what got them involved and inspired in their job, 
as well as their interests, ambitions, skills and motivation, as this will help frame your 
discussions and help you both to create realistic short, medium and long-term objectives. 
 
Some of the ways that your mentor can support you is by: 

 Improving knowledge of a profession of interest 
 Providing a better understanding of the entry routes into a profession 
 Provide support with your post 18 options 
 Develop your professional contacts and your networking skills 
 Develop a professional writing style 
 

Objectives should be set through discussion with your mentor. To help guide your objective 
setting, think about: 

 What you hope to achieve through your mentoring relationship. 
 Which areas related to careers and university support you feel least confident in. 
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We encourage you to make SMART goals to help you direct your mentoring relationship 
and how you will go about achieving it.  
 
S - Specific: this means setting goals that are focused and you can explain exactly what you 
want to achieve, when you want to achieve, who is involved and why it’s important 
M - Measurable: you need to be able to measure your progress and know when your goal has 
been achieved 
A - Achievable: you need to break down your goal into small, achievable steps; this helps the 
goal become attainable to reach 
R - Realistic: you need to set a goal that is realistic but also useful to your long-term 
aspirations 
T - Time-based: when can you work on your goal, i.e. when will you have time to talk to your 
mentor and act on their suggestions for reading/research? Can you use a free period in 
school/college?  
 
Use your SMART goals resource to plan out your goal for mentoring and how you will go 
about achieving it. 

1. Think about what you really want to get out of mentoring, e.g. ‘I want to learn what 
it’s really like to be a solicitor at Freshfields.’ 

2. Apply your goal to each of the SMART criteria so that you can make the most of your 
mentoring relationship: 
a. What do I mean by ‘what it’s really like’? What specifically do I want to know? 
b. How can I measure my learning? How can I record it? How will I use it? 
c. How can I approach this in a logical way? What do I want to learn first? 
d. Is my goal important for my future? Why? 
e. When can I work on my goal with my mentor? 

Here are some further resources you might find useful to use and discuss with your mentor. 

SMART - https://www.mindtools.com/pages/article/smart-goals.htm  
GROW - https://www.mindtools.com/pages/article/newLDR_89.htm 
 

Mentors will be told to help you set goals so bring it up if they don’t! You might want to set a 
few different goals over time, some short-term (for example, comparing university courses of 
interest) and some long-term (for example, understand the different careers available in the 
law sector). 
 
Example Objectives 
Below are some example objectives to help direct your thinking but please do discuss with 
your mentor to put together SMART goals that are relevant and achievable for you both.    
 Identify opportunities to apply for at various stages of university and think about 

methods of improving your application  
 Seek out an opportunity to network and practice an introductory elevator pitch  
 

https://www.socialmobility.org.uk/wp-content/uploads/2018/11/SMART-Goals-Resource.pdf
https://www.mindtools.com/pages/article/smart-goals.htm
https://www.mindtools.com/pages/article/newLDR_89.htm
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SMART Goal 1  
 

 

SMART Goal 2 

 
 
SMART Goal 3  

 
 
Use the above space to record the SMART goals you set so you are able to come back to 
them and review progress at agreed times.  
Our top tips for making the most out of mentoring are: 

1. It’s about building a relationship with someone which is somewhere between a 
working, professional relationship and a friendship. It doesn’t need to be overly formal 
but you should still be professional in your conversation. 

2. You will get the most out of the relationship if you share your ideas and questions 
about your future plans. 

3. It’s really important to ask questions and be inquisitive – you never know what your 
mentor might be able to help you with and what you might learn from their 
professional experiences. 

4. Mentors will be sharing knowledge and information that young people your age do 
not usually get to learn about, e.g. current developments in their sector – this is your 
chance to discuss interesting topics and learn about different perspectives. 

5. Most professionals can name at least a few individuals who they would consider as 
having mentored them and helped them to develop and get to where they are now in 
their career – you are getting this support from 16/17 years old which is really a unique 
opportunity. 

 

 

 

 

 

 

 

 

 

 "Through the mentoring scheme, I've learnt the ability to maintain a professional 
relationship, but more importantly, learning more about myself, for example my 
strengths and my weaknesses and how to address them through setting goals.”  
SMF mentee 
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Staying in touch with your mentor 
 
Making time for mentoring 
Having a mentor over the next 9-10 months is an invaluable resource to have who can offer 
and support you in many different ways; in the past mentors have helped with career insight, 
proofreading personal statements and interview preparation.  

You will have access to your mentor over the next 9-12 months, so it is your responsibility to 
make the most of your mentoring. The expectation is that you will be in touch with your 
mentor at least once every two weeks for the duration of the cycle. This can be from asking 
your mentor questions or simply giving them an update on progression with university 
applications/post 18 options.  

Many mentoring pairs find it useful to establish a specific day of the week on which they will 
communicate. To help keep the contact going, ask open-ended questions that will require 
fairly detailed answers, and don’t ask all of your questions at once. 
 
We know there will be times of the year when you cannot contact your mentor e.g. due to 
needing to focus on revision, undertaking exams, or being on holiday. This is absolutely fine 
however it is important that you make your mentor aware. Let them know when you are able 
to contact them again so they know when to hear from you. Similarly, your mentor may tell 
you when they are busy and will let you know when they will get back in touch.  
 
Meet-ups 
We will be offering online mentor meet-up events which will be a great opportunity for you 
and your mentor to have a 1:1 video call under SMF supervision.  Your mentor will be sent the 
details to book a slot for the two of you to attend these.   
 
If government guidelines allow for it, we may arrange some face to face meet-ups for our 
mentoring pairs throughout the year. They are a great opportunity for you and your mentor 
to meet informally at a centralised location organised by the SMF. These will take place in 
Birmingham, Cardiff, Glasgow, Liverpool, London, Manchester and Newcastle. We will let 
your mentor know when these events happen and they will invite you to attend one with 
them.  
 
If you would like to meet up with your mentor outside of one of our scheduled mentoring 
meet-ups (and the government guidelines allow for this) then you are welcome to do so. Your 
mentor has been advised that they need to let us know if you both plan to do this, as the SMF 
will need to contact your parent/guardian to get parental consent.   Your mentor may be in a 
different location to you which means meeting face to face is not possible. This is absolutely 
fine, as the mentoring programme is designed to happen over email, and phone calls could 
be an alternative to meeting face to face.  Unsupervised video calls are not permitted. 
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Phone calls 
If you and your mentor wanted to organise a phone call, please let your APP Coordinator 
know. (Our office numbers can be found at the end of this handbook or your APP handbook). 
We will first need to get consent from your parent/guardian. You cannot have a phone call or 
meet your mentor without consent from your parent or guardian. Our online mentoring site 
automatically censors out phone numbers, so the SMF will facilitate phone numbers to be 
exchanged.   
 
 
 
 
 

Prompt system 
 
We have developed a Prompt System to promote regular communication to be made 
between mentors and mentees in line with our mentoring expectations of one email exchange 
between pairs every two weeks. This is to ensure that mentoring partners are engaging with 
each other, which is important to the success of the mentoring relationship. 
 
If our online site notices that you or your mentor have not exchanged an email in two weeks, 
it will send out an automatic prompt email to the person who is yet to respond to the last 
email, reminding them that they are yet to respond.  
 
Similar to your APP warning system, you will be prompted three times reminding you to 
engage with your mentor. If after three successive prompts, there has been no response, the 
SMF will review your place on the mentoring programme to see if it is appropriate for you to 
have access to a mentor. If your mentor is being unresponsive after three prompts, we will 
look to see if we can assign you to another mentor.  
 
 

 

 

 

 

 
 

 

"Having a mentor has really helped me to develop an understanding of how the business 
sector works and taught me ways in which I can prepare for my future career, ahead of 
time.” SMF mentee 

"Being mentored in the SMF programme has opened the door to many opportunities 
within the scientific sector. Namely, the tailored advice about pathways that would lead 
to my specific goal of Biomedical Science. I was able to make a well informed decision 
about my University choices and the options that were available; while also adding 
experience to my CV and academic portfolio.” SMF mentee 



11 
 

How will it all work? 
SMF use an online site to manage the mentoring relationships (www.smfmentoring.org.uk). 
All emails sent using this site are recorded and can be read by the SMF. Using the site does 
not differ much to sending a standard email. Your email account will be registered with the 
site and you can then use this address to contact your mentor via a specially created email 
address.  
 
The site does not share your email address with your mentor, as any email sent to a 
@smfmentoring.org.uk address will go through www.smfmentoring.org.uk. The site detects 
the sender and will forward the message onto the relevant user.  
 
 
 
 

 
 
 

 
Please be aware that this method will only work when sending emails from the email address 
that has been registered with the SMF. Sending an email to a @smfmentoring.org.uk email 
address from a different email address will result in it being blocked by our online site, and 
will result in a delay of your message reaching your mentor.  
 
If you have two email accounts that you use 
interchangeably, you are able to specify an 
alternative email address from which you can 
send emails. Clicking ‘Update my profile’ in the 
sidebar will bring up the screen on the right. 
Please bear in mind however, emails sent to 
you will only be delivered to your main email 
address.  
 
If you would like to change the email address 
that the SMF uses to contact you, please get in touch with your APP Coordinator.  
 

 

 

 
 

Mentee 

Sending from 
mentee@gmail.com to 
mentor@smfmentorin
g.org.uk  

Mentor 

Receiving from 
mentee@smfmentorin
g.org.uk to 
mentor@hotmail.co.uk  

 

SMF 
mentoring 

site 

You must not share personal contact details with your mentor. Email addresses, telephone 
numbers and words such as Skype and Facebook will be censored by the system, so please 
do not attempt to share any personal contact details. All that your mentor will need to 
contact you on is your @smfmentoring.org.uk email address.  

http://www.smfmentoring.org.uk/
http://www.smfmentoring.org.uk/
mailto:mentee@gmail.com
mailto:mentor@smfmentoring.org.uk
mailto:mentor@smfmentoring.org.uk
mailto:mentee@smfmentoring.org.uk
mailto:mentee@smfmentoring.org.uk
mailto:mentor@hotmail.co.uk
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Further support 
You will be receiving a monthly bulletin from the SMF and this will contain information to 
support you get the most from your mentoring e.g. key advice, pointers, and questions to ask. 
Do refer to this to help you in engaging with your mentor.  

If you have any questions at any point, or become concerned about anything in your 
mentoring conversations, please do not hesitate to contact your APP Coordinator.  

 

 

 

 

 

 

 

 

 

Contact your SMF coordinator first if you have any questions.  

Monday – Friday, 9am-5.30pm 

Email: app@socialmobility.org.uk  

If you need to contact our offices, you can reach us at: 

Birmingham: 0121 573 0044 Cardiff: 0292 009 9383 

Glasgow: 0141 280 2240 Liverpool: 0151 953 0022 London: 0207 183 1189  

Manchester: 0161 850 2809 Newcastle: 0191 580 4770 

If you live in another city not listed above, please contact the London office. 

“I can say that my mentor not only made a huge impact on my life, but changed it.” 
SMF mentee 

mailto:app@socialmobility.org.uk

