
A Mentoring Checklist
By providing advice and guidance, a 
mentor can dramatically improve a fellow 
member’s Toastmasters experience.

Mentors and mentees should think of 
themselves as part of a team:

Clarify expectations. Initially, and 
throughout a mentoring partnership, both 
parties must openly communicate their 
expectations for the relationship to be a 
success.

Be available. The mentee should feel 
confident that the mentor is available, 
within reason, to answer questions and 
provide support. Try to take time for a 
quick chat, email or text whenever 
possible.

Check in often. Mentoring is a two-way 
street. For fear of being bothersome, a 
mentee may hesitate to reach out. Mentors
who have not heard from their mentees in 
a while might pick up the phone or send an
email to keep the communication open.

Encourage goal-setting. Every mentee has 
goals, which is why he/she requested a 
mentor in the first place. Continually set 
challenges; then monitor these goals to 
ensure they are achieved.

Be patient. Mentoring is not a race to the 
finish line.
Mentors, just because your mentee isn’t 
moving as quickly as you would, given the 
same circumstances, doesn’t mean your 
mentorship skills are lacking. It is 
important to recognize that every member 
is essentially a volunteer with different 
goals, time constraints and values.

Be positive. Everyone has ups and downs. 
Not every speech will go as planned and 
not every goal will be met the first time 
around. Stay upbeat and encouraging. 
Mentors, it’s your job to point out the 
positive and keep your mentee motivated 
to keep trying.

Be kind. Take a page from the 
Toastmasters code of conduct and always 
be courteous. Choose your words 
carefully. Always be honest, but 
diplomatic. Explaining is better than telling.
Encourage independent thinking and 
decision-making.

Don’t push. A mentee should never feel 
obligated to take a mentor’s advice. 
Mentoring is not a dictatorship. It’s 
counterproductive to expect a person to 
always agree or feel comfortable with 
another’s suggestions.

Mentors:
Welcome new members and explain the 
Toastmasters program:

□ Recognize and nurture the skills 
members already have.
□ Inspire mentees to take on more 
challenging goals (officer roles, speech 
contests, etc).
□ Help members avoid common mistakes 
and attain goals faster and more 
efficiently.
□ Motivate mentees to complete the Ice 
Breaker and move on to other speeches.
□ Direct members as they navigate new 
terrain.
□ Nurture members’ confidence in every 
area of life.

Adapted from Harnessing the Power of Mentoring, Toastmasters Magazine, May 2014. Author: 
Julie Bawden-Davis.



Being an Effective Communicator
Provide Advice 

Explain why you recommend something rather than what to do. Do not judge.
Give them the skills so that they can decide for themselves next time.
Instead of pointing out a deficiency, ask open questions, such as: 

 Do you think the speech flows properly? 

 How do you think you could improve that transition? 

 What was your basis for including that? 

 Do you feel you controlled the meeting effectively? 

 Were you happy with .....? 

Remember that it is easy to say what to do, but a good teacher will help mentees decide 
what to do. Show them how to discover, search and answer questions for themselves. 

Motivate  

Encourage mentees to achieve their potential and always acknowledge their effort and 
achievement. Many people fail to reach their full potential because they often 
underestimate their own abilities.
Be a patient listener. By being keenly interested in their development and providing 
support and encouragement, your mentees will be motivated to do well. 

Be Available 

Where possible, be available for your mentee. Stay in touch and demonstrate that any 
contact is important to you. 

Seek Help 

Each mentor has his/her own strengths and there may be occasions when you or your 
mentee may need help from another member who is particularly strong in another area. 
Don’t hesitate to seek help or turn over the helping process to another member.
There may become a time when your student has learned most of what you know and now
needs a more experienced mentor. Discuss this with the VP Mentoring. Most advanced 
Toastmasters would be keen to help. 

"Mentoring Language" - Finding the Best Words 

Use "I or We" versus You  You sets up potential judgment, blaming, and defensive 
reactions. We clearly includes others and stresses teamwork. 

Use "Could" versus "Should"  Could is more open and sets up additional possibilities in 
our thinking, acting, and cooperating. 

Use "And" versus "But"  But tends to cancel out or discount what was said prior to the 
"but," and sets up an argumentative tone. And feels inclusive, makes room for other 
points of view, and indicates respect for the speaker. 
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