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1. The YMCB project
YMCB aims at developing an innovative approach towards creating the appropriate ecosystem
to support young migrant entrepreneurship in Austria, Belgium, Italy and the Netherlands
through a combination of education and training, mentoring and access to finance.
Mentoring is an integral part of the YMCB support scheme that takes place in parallel to the
education and training of prospective migrant entrepreneurs to start their own businesses.
The focus of mentoring in the YMCB support scheme is supported by research from the
federation of small businesses UK that reports that “70% of small businesses that receive
mentoring survive for five years or more, which is double the rate compared with nonmentored entrepreneurs.”
Each potential migrant entrepreneur, participating in the YMCB support scheme, will be
matched with a mentor from the same or similar business sector and also dependent on a
number of demographic variables. Mentors with cross-disciplinary expertise such as finance,
marketing, accounting, legal, communication etc. will be available to all mentees.

2. What is mentoring?
The term “mentor” originates from the Greek mythology. It was the name of the person to
whom Odysseus entrusted the care of his son, Telemachus, during his absence to engage in,
among other things, the Trojan wars. Mentor took Telemachus under his wing, advised and
educated him to prepare and empower him to take over family responsibilities during the
absence of his father. In the same breath, the YMCB support scheme will provide migrant
entrepreneurs with mentors, who have an experience in setting up a business in the host
countries to act as their pillar, confidant and information source during the process of
preparing and setting up their businesses.
Mentoring has a number of definitions as exemplified below:
“Mentoring can be described as a partnership between two people who have different levels
of experience. A mentor provides support and confronts issues and challenges identified by the
mentee. It is a positive, developmental activity, not a remedial one.” Startup Direct
“Mentoring is a practical approach to helping entrepreneurs develop their own abilities and
insights as they start and grow their business.” YBI (Youth business international)
Mentoring is “a trusting, non-hierarchical and sustained relationship geared towards
supporting an entrepreneur’s goals for business growth and personal and professional
development.” Futurpreneur
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“Mentoring describes a relationship supporting someone through a learning or developmental
journey. It’s about reflecting, encouraging and supporting the new or existing business owner
to make the most of themselves and their business. Mentoring is about mutual trust and
respect. It’s a two-way relationship…” mentorsme.co.uk
Mentoring is “having someone who walks with you in a shoulder-to-shoulder relationship, who
works with and guides another to empower them to develop their own leadership, thought
process, decision-making capabilities and provides them with the necessary confidence to take
the risks inherent in both their business and personal development.” Mowgli Mentoring
Mentoring is “the pairing of an individual (mentor) who has expert knowledge or skill with
someone (mentee) desiring to gain that knowledge or skill in order to further develop
professional expertise.” Michael Zey, The Mentor Connection
Mentoring “begins when a person strategically affects the professional life of someone else by
fostering insight, identifying needed knowledge and expanding the other person’s horizons.”
Larry Ambrose, Mentor’s Companion
For YMCB, mentoring is the support of less experienced, budding migrant entrepreneurs by
experienced (migrant) entrepreneurs to not only develop and implement their business ideas,
but also in understanding and applying the learning content of the training scheme provided
by the YMCB project. Focus on the mentoring provided in the YMCB support scheme is placed
on mutually beneficial relationships between mentors and mentees. As much as based on
entrepreneurship knowledge exchange alone, the mentee is perceived as having the more
advantageous position, through the whole mentoring process, albeit lack of financial
compensation for the mentor’s time and support, the mentor also has the opportunity for
personal and professional development.
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BENEFITS OF MENTORING FOR MENTORS
ü You will receive free training on mentoring which includes training on some skills such as cross-cultural
competences, active listening, giving and receiving feedback and non-violent communication which are
applicable to many areas of life.
ü You will receive information on the latest financial services for migrant entrepreneurs, which may also
be relevant for your own business, and you will also be trained on how to adequately transfer this
knowledge to your mentee.
ü Mentoring will give you the opportunity and sense of “giving back” and positively impacting other
people’s lives.
ü You will have the opportunity to meet and engage with people from a variety of cultures and
backgrounds.
ü Mentoring may enable you to gain new perspectives or expose you to new ideas.
ü Through mentoring, you will enhance your entrepreneurial knowledge and skills as well as other key
skills such your ability to transfer knowledge, communication skills and interpersonal relations.
ü Through the forum meetings, you will be able to engage in and benefit from peer learning.
ü You will become part of a network of migrant entrepreneurs that will be created through the YMCB
support scheme.
ü You will be acknowledged by getting a mentoring certificate.

BENEFITS OF MENTORING FOR MENTEES
ü Research has shown that mentored small businesses survive considerably longer than non-mentored
businesses.
ü Many entrepreneurs with a business idea tend to be overly attached to their visions. Having a trusted
person, with experiences in the same field to offer their feedback and constructive criticism will provide
potential entrepreneurs with a new perspective that may improve their business ideas.
ü Teaming up with mentors in the same business field and being exposed to experienced entrepreneurs
in different fields, as will be the case in the forum meetings of the YMCB support scheme, will give
potential entrepreneurs the opportunity to expand their networks which is a vital aspect in starting and
running a business.
ü Since the mentors have gone through and overcome the challenges of starting a business in the host
market, they will be able to share their experiences and knowledge of the host market including the
legal and fiscal rules, regulations and procedures for starting a business, possible sources of funding,
relevant further education possibilities, available consulting services in specific topics as well as soft
skills including for instance those related to entrepreneurial thinking and behaviour.
ü The last forum meeting will take the form of a mock pitch event. Therefore, although the potential
migrant entrepreneurs will not pitch their business ideas in front of investors, they will be able to
practice pitching with the help of their mentors and receive feedback from the rest of mentors and
mentees in the YMCB support scheme in preparation for real pitching.
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3. Role of the mentor
The mentor as the more experienced party in the mentoring
relationship in terms of entrepreneurial knowledge and skill,
will be required to transfer entrepreneurial knowledge,
expertise and skills to their mentees by providing advice,
coaching, information and contacts, improving the potential
entrepreneurs’ chances of successfully setting-up their
business.

Soft skills

Factual
entrepreneurial
knowledge

Other than the transmission of factual entrepreneurial knowledge, it
will be essential for the mentor to transmit important soft skills related
to setting-up and running a business such as how to deal with
feedback, communication skills, interpersonal skills to potential
migrant entrepreneur.

Mentors will furthermore act as cognitive or psychological support for their mentees by means
of:
§ providing them with honest, constructive feedback and criticisms aimed at improving
and developing their business ideas;
§ challenging their ideas;
Cognitive
§ supporting them to solve business development
support
challenges by providing “realistic optimism” and
alternative ideas based on their experiences;
§ keeping them in perspective and managing their
expectations, goals, objectives and targets;
§ helping them to identify their strengths and weaknesses;
§ developing their decision-making skills through reflection of actions and experiences;
§ reassuring them thereby increasing their self-confidence, drive and motivation;
§ encouraging and motivating them.
The mentors are people who have managed to set-up and successfully
run their business. This success can be associated with a good network
Network
in the host country especially in the area of starting and running their
business. As a result, another main role of the mentor is to share
relevant contacts with the mentees to support them in setting up their
business. This is not only beneficial for the mentee, but this process may also introduce the
mentors to interesting people they may have not been in contact with yet and may also
refresh and reinforce their own professional network connections.
The mentors will also perform a role model function. By
narrating their own business journeys and relevant positive and
negative life experiences to the mentees, they may inspire the
mentees to realise their potential in their bid to set-up their
own businesses.

Role model
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The mentoring scheme in the YMCB support scheme will take
place over a limited period of time; namely February/March to
September/October 2020. However, if mentor-mentee pairs
Self-reliance
mutually decide to continue the relationship after the end of the
scheme, they are welcome to do so. Nevertheless, the
mentoring relationship is not likely to last over a lifetime, at least
not to the same intensity. As a result, it is vital that the mentors support and encourage the
mentees to build leadership and self-reliance, i.e. the ability to help one’s self.
Having successfully set-up their businesses in the host
countries and based on participants involved in the YMCB
Relevant host
support scheme are ideally young, relatively newly
country-specific
arrived migrants, the mentors are likely to have a more
knowledge
in-depth insight of the host country’s political, social and
cultural peculiarities, some of which should possibly be
considered in setting up a business in this country.
Consequently, through YMCB mentoring scheme the
mentors will help the mentees to better understand the political, social and cultural
peculiarities of the host countries.
The mentoring scheme, part of the YMCB support scheme, will
take place in parallel to the training and education course for
Learning aid
the budding entrepreneurs. As a result, the mentors are
expected to support the mentees by clarifying aspects of the
course that may not be understood, as well as assisting in the
reflection on their learning and supporting the mentees to apply what they learn into practice
in their project ideas. This will not only be valuable to the mentees, but the training content
may also be beneficial to the mentors as well.
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4. Mentoring in the YMCB support scheme
4.1. Format and structure
The mentoring within the YMCB support scheme will take place in three distinct formats,
parallel to the training and education course for mentees:
1. Formal, one-on-one mentoring: The mentoring in the YMCB support scheme is largely
formal. Rather than the mentors and mentees “finding each other naturally” they are
matched based on a certain set of criteria. The minimum meeting intervals and durations
are pre-determined and the mentoring relationship between the mentor and mentee are
bound by the mentoring agreement co-created by the mentor and mentee together and is
valid for a period of seven months (march to September); nevertheless, the mentoring
relationship may continue by mutual consent. The YMCB support scheme sets that, at a
minimum, each mentor-mentee pair should have a one-on-one personal mentoring
meeting every month lasting a minimum of an hour. The exact frequency of the meetings
is agreed by the mentor-mentee pairs during the development of the mentoring
agreement. The exact dates and locations of these meetings are up to the pair and planned
in advance. To ensure that the mentoring relationships work according to the jointly
formulated mentoring agreement, they will be monitored by the national coordinators and
mitigation measures implemented in case of any challenges.
2. Informal: Depending on the needs of the mentee and the resources available to the
mentor, besides the formal, structured meetings, spontaneous, informal sessions can be
arranged. These informal interactions can take place in any form, either personal; face-toface or remote; by phone, messaging or email.
3. Group: At approximately six-weeks intervals, forum meetings also known as mentoring
circles will be arranged for all mentors and mentees in the YMCB support scheme in each
country. The aim of these meetings is to provide the budding entrepreneurs an avenue in
which they can talk about common challenges and experiences in their business
development journeys. Not only will they be able to learn from the experiences of others
in a similar situation to them (the mentees), but the presence of the all the mentors in this
meeting will also allow the mentees to learn from more experienced entrepreneurs. This
collective intelligence in this setting is not only beneficial to the mentees, but the mentors
may also be able to learn from others and if nothing else, they will be able to expand their
networks, which is an important aspect to business and life in general. Other than the
discipline-specific mentors and all mentees attending these meetings, the crossdisciplinary mentors (whose expertise covers areas relevant to all mentees) as well as guest
speakers will attend the forum meetings. The first forum meeting will allow all mentors
and mentees in the YMCB scheme to get to know each other. It will be implemented using
interactive methods to ensure familiarisation. Each of the subsequent forum meetings will
The Entrepreneurial Capacity Building for Young Migrants (YMCB) project (no. SI2.789119)
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feature a guest speaker talking about a topic that is considered of interest to all involved
parties (inspiring talks). The final forum meeting will be a mock pitching event, which will
prepare the participants, who probably lack the experience, self-confidence and language
skills, for a future pitch with potential investors.

Figure 1 The YMCB support scheme showing the individual and group mentoring meetings together with the modules for the
mentee trainind and education programme.
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4.2. How can mentoring take place?
The group sessions in the YMCB support scheme will take place in person at the premises of
the national coordinator in Austria and Italy and in Belgium and the Netherlands at a location
that the participants will be informed of by the national coordinators. The formal sessions will
also ideally take place in face-to-face meetings between the mentors and mentees, but may
also take place remotely, via telephone, online meetings or email if the circumstances of the
two parties do not allow for personal meetings. The informal meetings on the other hand may
take place in person or remotely.

§

Time:
o When developing the mentoring agreement, be open about how much time
you are both realistically going to be able to dedicate to the formal one-to-one
meetings.
o When fixing the appointments for the meetings, discuss when (which day of
the week, which time of the day) it is best to meet and how long each meeting
should last.

§

Place: Boundaries are very important in any relationship including the mentoring
relationship. We therefore recommend to meet in public places like coffee shops,
public libraries, or if possible the national coordinator’s offices. Meetings should only
take place at your homes, if you are both comfortable with it. You are not obliged to
pay for any food or drinks consumed by your mentee during the meetings.

§

Keeping in touch: At your first encounter, during the first forum meeting, discuss the
best way to keep in touch over the duration of the support scheme. Exchange the
necessary contacts and also let each other know when the best times to contact each
other are.

4.3. Key people in the mentoring scheme
The national coordinator: In each of the countries implementing the YMCB support scheme,
i.e. Austria, Belgium, Italy and the Netherlands, there is a specific organisation responsible for
coordinating the whole support scheme (for individual contact details, please see section 11
below):
§ Austria: The Centre for Social Innovation [Zentrum für Soziale Innovation – ZSI
GmbH] represented by Carmen Siller and Juliet Tschank
§ Belgium: AIEDL represented by Nicolás Oliveri Ibaldi
§ Italy: Oxfam represented by Sabina Morosini and Giulia Tacetti
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§

The Netherlands: THUAS FINE represented by Klaas Molenar

Mentees: The core of the YMCB support scheme are the mentees. These are young thirdcountry nationals who haven’t been living in the four pilot countries for a very long time
wishing to start a business. They will be the main beneficiaries of all the activities of the YMCB
support scheme.
Trainers: In parallel to the mentoring programme within the YMCB support scheme, the
budding entrepreneurs, mentees, will undertake a training and education programme which
combines classroom and online modules, both guided by experienced trainers.
§ Austria: Asetila Köstinger
§ Belgium: Marie-Charlotte Tatepo Ngonde
§ Italy: Katia Scannavini
§ The Netherlands: Inge Baaijens Heetvelt (Trainers‘ coordinator)
Sector-specific mentors: Among other things, depending on the business sectors that the
mentees would like to start their businesses in, experienced people in those business sectors
will be recruited and matched with the mentees. The mentors are ideally experienced
entrepreneurs with a migrant background and knowledge of establishing a business in the
specific country that they currently live in. This comes from the premise that in addition to the
challenges of starting a business, migrants may face specific challenges, the mentor should
therefore be a person who has undergone and overcome these challenges and is willing,
interested and able to share these experiences with a person who’s just starting up.
Cross-disciplinary mentors: Experienced entrepreneurs specialising in cross-disciplinary
business sectors such as finance, controlling and marketing which are relevant to all mentees
will not be assigned to one specific mentee, rather these mentors will attend all forum
meetings and share their experiences and knowledge there. Furthermore, if needed,
individual mentees of the YMCB scheme can contact them for individual consulting.
Inspiring guest speakers: At each forum meeting, a guest speaker will be invited to share his
or her experience in a topic relevant to starting a business in each of the involved countries.
These talks may on one hand share positive experiences of the speakers to reinforce
motivation, stimulate creativity and expand the participants’ networks, but they may also
share things that did not pan out as planned so as to explore potential challenges in setting
up a business and how these can be tackled.
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Figure 2 YMCB programme structure

5. Stages of the mentoring journey
Mentoring is characterised by four main stages. The first stage is the initiation stage which
happens during the initial phases of mentoring. During this time the mentors and mentees get
acquainted with each other. In the case of the YMCB support scheme, this stage is highly
supported by the mentoring agreement drafted by the pairs of mentors and mentees
individually, defining their goals and structure of the mentoring relationship. The first forum
meeting, where the mentors and mentees will have their first encounter, also supports this
stage especially through the interactive exercises that will be implemented to encourage the
participants to get to know each other and work on their team working skills.
The main phase of mentoring is the second stage, the cultivation stage. At this stage, the
mentors and mentees have developed trust and are more comfortable with one another. They
explore the goals defined in the mentoring agreement, identifying necessary steps to
accomplish these goals and related challenges as well as finding solutions. This stage forms
the longest part of the mentoring relationship.
The mentoring agreement between the mentor and mentees is binding for a minimum of
seven months (February/March – September/October 2020). Nevertheless, due to varied
reasons, matching relationships can end sooner or last longer than planned. The ending of a
formal mentoring relationship, i.e., either prematurely or at the end of the defined timeframe
is the closure or separation stage. One of the roles of the mentor as described in section 3
above, is supporting the budding entrepreneur to be self-reliant. Therefore, ideally at the end
of the agreed mentoring relationship, the mentee should have gained the knowledge and
confidence from the mentoring relationship to “go it alone”.
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Based on the relationship that they will have built over the seven months of the YMCB support
scheme, it is highly probable that the mentors and mentees will keep in touch and continue
some form of interaction. This interaction should be on an informal basis to allow the mentee
to be able to stand alone and build on and put what they have learnt into practice. When this
happens, which does not always happen, it is called the redefinition stage. For this stage to
develop, it is successful that the mentoring relationship undergoes a successful closure or
separation stage.

5.1. First forum meeting
The first forum meeting falls under the initiation stage of mentoring. At this meeting, the
mentors and mentees will meet for the first time. First impressions are very important in a
mentoring relationship as they can have lasting effects affecting the course of the mentoring
relationship.

To ensure that you make a good impression:
§ Be on time
§ Present yourself appropriately (try not to give the impression of superiority)
§ Smile and smile authentically
§ Have the right handshake
§ Make eye contact [i.e. be attentive]
§ Have positive body language
§ Be open and confident
§ Speak clearly
§ Be positive
The forum meeting will be implemented using interactive and participatory methods to
ensure that both the mentor and mentee pairs get to know each other i.e., break the ice and
also for all the YMCB support scheme participants (mentors and mentees) as well as other key
people involved in the support scheme, to get to know each other better. This will allow each
involved person to have an idea of who else is involved in the scheme and who can eventually
support the mentor-mentee pairs in case of challenges that they are unable to solve by
themselves e.g., the cross-disciplinary mentors. As a result, it important to keep a few things
in mind while participating in these activities:

To get the most of the interactive part of the forum meeting:
§ Be open to take part and get involved in the different exercises
§ Provide background information about yourself e.g., your entrepreneurship journey
and experiences
§ Take notes of any valuable information
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Other than getting to know all the people involved in the YMCB support scheme, a special slot
in the first forum meeting will be dedicated for the mentors and mentee pairs to personally
get acquainted at an individual level.

During the slot for mentor and mentee pairs to meet individually, don’t forget to:
§ Exchange your contact details with your mentee
§ Agree on venue and time of your first individual face-to-face meeting
§ Be aware of any special needs or circumstances
§ To make the best out of the first individual face-to-face meeting, speak about what
both of you should prepare or think about this meeting e.g. goals, objectives,
expectations

5.2. First individual face-to-face meeting
After meeting each other the for the first time at the first forum meeting, the first individual
face-to-face meeting will be the first opportunity to get to know each other at a deeper level.
This meeting too can be categorised under the initiation stage of mentoring.

To get off to a good start with your mentee, please mind the following aspects during the first
individual face-to-face meeting:
§ Build a good rapport.
§ Get to know one another! But note that it is up to your discretion and that of your
mentee about how much information about your professional and personal lives you
would like to share. Therefore, be attentive of your mentee’s reactions to some
questions and frankly speak about what you and they feel comfortable sharing.
§ Acknowledge that the mentoring relationship is on a voluntary basis and has a twoway function.
§ Be open and transparent and clarify what you can offer in the mentoring relationship
in terms of information, skills and experiences. You are not expected to know
everything! Therefore, before the first session, ask yourself:
o What is your background in entrepreneurship? What inspired you to start your
own business?
o What situations have you been exposed to in your entrepreneurial journey
(both positive and negative)?
o How did you deal with the challenges and disappointments you faced?
o If you think of your journey to become self-employed, what would you consider
as your biggest learnings?
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§

§
§
§

o What aspects of starting your own business do you think you can competently
share with your mentee?
o Who in your network can support you in expanding this knowledge or sharing
other aspects that you don’t feel as competent?
o How much time are you realistically prepared and able to dedicate to the
mentoring relationship?
Be clear that your role is to support and guide the mentee in starting his or her own
business; however, they, and not you are responsible for the decisions they take in
relation to this.
Ensure that you do not have a conflict of interest and avoid exploiting the mentee for
your own commercial interests.
At the end of the meeting, don’t forget on agreeing on action points for both you and
the mentee to be completed by the next scheduled meeting.
To give the mentee as sense of ownership for their development, you might consider
asking them to summarise the main aspects of the meeting in writing and send it to
you. Furthermore, in preparation for the next session, at the end of the meeting discuss
the agenda for the next meeting, which might evolve depending on the mentee’s needs
and experiences in the meantime. This should be sent to you together with the minutes
in an email.

The first individual face-to-face meeting between the mentor and mentee will mark a key
milestone in the mentoring relationship. During this meeting, together, they will complete the
mentoring agreement, which acts as a guide and binding agreement for their mentoring
relationship. This agreement (see annex) spells out the expectations and objectives of the
mentoring relationship for both the mentor and mentee as well as the rules and plans of
engagement.

Points to consider when developing the mentoring agreement:
§ Just because you are more experienced and knowledgeable, you might be the driver
of the discussions during the first meetings until more trust develops between the two
of you and the mentee becomes more comfortable, nevertheless make sure that you
give the mentee room and the freedom to share his or her needs for the mentoring
relationship. Do not dictate, rather guide!
§ In addition to taking the mentee’s goals and objectives into consideration in the
mentoring agreement, communicate and also define your objectives and expectations
as a mentor in the mentoring relationship. What do you want to get out of the
mentoring?
§ Set boundaries and define rules with regards to:
o Level of involvement: As a mentor, are you able to realistically meet at least the
minimum demanded time requirements (see Chapter 10)? Are you willing to
dedicate more time to the mentoring relationship? Considering the mentee’s
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o

o

o

o
o

o

situation is he or she able to realistically commit to the mentoring relationship
in the same way? Making excessive demands will only lead to disappointments.
Schedule: Agree on frequency, times, dates and venues of the follow-up
meetings. Be considerate of one another in terms of time, duration but also
location of the meetings. Decide on whether the meetings can (always) take
place in person or whether online or telephone discussion or email exchanges
are preferred. Discuss what should happen when one of you is unable to attend
a scheduled meeting as well as when and how scheduled meetings should be
reconfirmed beforehand.
Communication: To maintain a good mentoring relationship, it is important to
keep in touch in between the scheduled meetings. Discuss the preferred means
and times of communication as well as who may or should initiate such
communication.
Agenda: How are the topics for the scheduled meetings agreed on? Who
decides? Are there some points that should be permanent on the agenda?
Which ones? How will the agenda, action items and progress be documented?
Who is in charge of this?
Responsibility: Who takes notes? Who sends the action points after each
meeting and the agenda for the next meeting? When?
Check-in: You should jointly decide how you would like to review the progress
of your relationship; not only in relation to the set goals and objectives but also
in relation to the chemistry and the level of comfort in the mentoring
relationship. How will we measure the success of our partnership? What is
working in the relationship well? What could be improved and how?
Confidentiality: Agree on what to keep confidential on both sides e.g., May the
mentor use your name when contacting people that you have connected them
with? Is the mentee comfortable with you sharing his information with your
network?

5.3. Subsequent meetings
Including the first individual face-to-face meeting, a minimum of eight scheduled individual
sessions (face-to-face, online / telephone discussions or email exchanges) between the
mentor and mentee should take place. As the first meeting is focussed on getting to know one
another and jointly developing the mentoring agreement, the subsequent sessions will mainly
be focus on developing and implementing strategies to achieve the developed goals and
objectives outlined in the initial mentoring agreement; but also, any other that might crop up
during the participation in the YMCB support scheme in general. As a result, the mentoring
agreement should be seen as a growing document. Depending on mentor-mentee pairs and
how long it takes to build trust between them, these meetings can all fall under the cultivation
stage of mentoring or the first few of these meetings may still be seen as the initiation stage
while the latter ones will be part of the cultivation stage.
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To make the best of the scheduled individual meetings, please consider the following:
1. Before/after each meeting:
§ Prepare well! Review the actions from the previous sessions and the agenda for the
upcoming session. Think about how you can support your mentee to reach the set
objectives of the day. If you need to, do some research, contact some people, come
prepared.
§ Confirm the meeting with your mentee. As much as possible, try to honour the set
schedule, this works to build a trusting mentoring relationship.
2. At each meeting:
§ Despite the subsequent sessions after the first meeting primarily focusing on the
implementation of the action plans, is important to keep in mind that it is still vital to
continue working on, establishing and maintaining a good relationship with your
mentee. Therefore, before diving into the content of each meeting’s agenda, spend
some time enquiring about each other in general or even talking about general topics
like holidays, interesting happenings in politics or in your city etc. thereby establishing
a professional yet relaxed atmosphere.
§ Review the action points from the previous meeting and discuss any outcomes and
challenges.
§ Provide feedback on the action points carried out by the mentee and if necessary,
based on the action points from the previous session, explore options together.
§ Discuss the objectives and areas of discussion of each particular session and work
through them to ensure effective use of the available time.
§ Agree on action points and deadlines for both of you, that should be completed before
the next meeting.
§ Reflect on key learnings from the session.
§ Reflect on whether the relationship is working so far as it is or if something needs
adjusting.
§ Discuss the agenda for the next meeting and decide on a deadline by which the mentee
should send the minutes for the meeting as well as the agenda for the following
meeting.
§ Confirm the logistics (date, time, location) for the next meeting.

5.4. Final session
The final individual session between the mentor and mentee marks the separation stage. As
described earlier, it may mark the formal ending of the duration set in the mentoring
The Entrepreneurial Capacity Building for Young Migrants (YMCB) project (no. SI2.789119)
has received funding from the European Union

agreement or an early exit caused by different factors on one or both parties such as loss of,
unfulfilled expectations, lack of cooperation and changed life circumstances. In any case, this
is a very important stage in the mentoring agreement that should be taken as seriously as the
other stages.

To end the mentoring relationship on a good note, please consider to:
§ Inform the national coordinator of the appointment date to ensure that the evaluation,
which is key for the possible sustainability or replication of the YMCB support scheme
can be organised in good time.
§ Prepare in advance for this meeting by reflecting on your experiences throughout the
process:
§ At the meeting:
o If the mentoring relationship is an early exit, then openly talk about the
circumstances surrounding it.
o Take time to discuss what you’ve both learned or gained from the process as
well as the process.
o Give each other feedback on how the process could have worked better.
o Go back to the mentoring agreement and look at the goals you both set at the
very start of the process. Discuss whether you’ve both been able to achieve
them? If there some that were not met, discuss the reasons why as well as how
the mentee could go about achieving these unmet goals or even if question
whether they are still valid considering the progress made. By doing this,
recognise and highlight the progress the mentee has made throughout the
process – this provides encouragement and motivation!
o Ask your mentee about his or her plans for the future are as well as supporting
him in identifying his or her support system to achieve these goals.
o If you consider it necessary, encourage your mentee to take some specific
training or workshop or attend an event to continue their learning process and
to help them in their journey to starting a business.
o Talk openly about informal mentoring or staying in touch. Is it something that
you would both consider going forward? Don’t make any promises that you
can’t keep – this helps to manage expectations preventing from the memories
of the mentoring suddenly turning negative even if it was very successful up to
that moment.
o End the meeting on a high note discussing what you have both gained or learnt.
§ Should you still need to send the mentee some information at the end of the meeting,
please be sure to do so.
If you decide during the last meeting that you would like to continue informal mentoring;
hence entering the redefinition stage, put in place conditions that suit you best in terms of
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frequency of meetings, channels of communication and type of support required by the
mentee and the type of support the mentor is willing to provide.

5.5. Potential other activities to do with your mentee
Other than the avenues presented by the YMCB support scheme to support the mentee i.e.,
training, one-to-one mentoring and forum meetings, other activities may support their
learning and development:
1. Reading material: The mentor may suggest interesting books or articles related to the
mentee’s business sector, setting up a business in general or development of skills. A
good example of a book that urges mentees to be self-reliant is for example “We Are
All Self-Employed” by Cliff Hakim. After reading the book, both the mentor and the
mentee may discuss on the key learnings drawn.
2. Events: The national coordinators of the YMCB support scheme will frequently share
interesting events for the mentees and or for the mentors in each of the involved cities.
Nevertheless, mentors are encouraged to share details of relevant events with the
mentees as well as the national coordinators so as to potentially help other mentees
and mentors as well. If possible, the mentors may also accompany their mentees to
such events.
3. Relevant courses or workshops: With time mentors will have a good idea of the
mentees’ skills. As a result, if a mentor recognises that a specific skill relevant to
starting his or her business is missing, the mentor is encouraged to research potential
fitting training courses and discuss it with his or her mentee and, if possible, also inform
the national coordinator. The trainer in the YMCB support scheme as well as the
national coordinator will additionally, frequently share interesting trainings with all
mentors and mentees. The mentor may take the course with the mentee as well or
reflect on the learnings during their scheduled appointments or spontaneously
depending on their agreement.
4. Shadowing: In some cases, especially when the business sector of the mentor and
mentee are very similar, it may be worth inviting the mentee to the mentor’s
organisation to experience how such a business runs on a day-to-day basis.

6. Required skills of mentors and methods and tools
suggestions
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Throughout this handbook, important roles, skills and qualities of a good mentor have been
mentioned. This section gives more in-depth knowledge of key skills that a mentor needs to
succeed in a mentoring relationship. Where possible, links to further resources on the topics
are provided. At the training of mentors’ workshop in each country, before the start of the
mentoring scheme, each of these skills will be handled in more detail and practiced using
different (interactive) exercises and examples.

6.1. Communication
Like in any relationship, communication is key to the mentoring relationship. It not only
includes verbal communication, but also written and non-verbal communication. Below, some
important skillsets regarding communication between the mentor and mentee are described
in more detail.

6.1.1. Active listening
Research has shown especially as shown in Edgar Dale’s cone of experience, that people only
remember between 25 and 50 percent of what they hear. As a result, active listening is the
art of really hearing what other people are saying. For example, when listening to a
presentation, one is usually listening passively; that is the listener allowing the speaker to
speak without interrupting. Research suggests that this form of listening, involves only
absorbing, a quarter to a half of the information. Listening actively goes beyond “just”
listening, aiming at a higher rate of or even complete absorption information. Active listening
in essence is a conscious decision by the listener to hear and understand the message of the
speaker. In a sense, active listening is two- sided, it is about giving full attention to the speaker
and also showing the speaker that he or she is being listened to and heard.
Friedemann Schulz von Thun, a German psychologist and communication expert, developed
the communication square, also known as four-ears model. According to this model, each of
my statements, whether I like it or not, contains four messages at the same time:
§
§
§
§

A factual information (about which I inform)
A self-expression (what I can reveal about myself)
A relationship hint (what I think of you and about our relationship)
An appeal (what I want to achieve by telling you this)
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Figure 3 The four-sides communication model according to Friedemann Schulz von Thun

Source: https://en.wikipedia.org/wiki/Four-sides_model; Credit unknown
§
§

§

§

The factual information contains statements which are matter of fact like data and
facts. They can be true or false, relevant or irrelevant and sufficient or inadequate.
On the self-expression level the speaker – implicitly or explicitly, consciously or
unconsciously - tells something about him- or herself, his or her motives, values,
emotions etc.
On the relationship side, the sender reveals how he or she feels about others and what
he or she thinks of them. These relationships are conveyed through formulation, tone,
facial expressions and gestures
The appeal is sent openly or covertly. It contains the desire, advice, instruction and
effects that the speaker is seeking.

To become an effective listener:
1. Pay attention: The first step of active listening is making a conscious decision to listen to
the speaker and at the same time avoid your attention being swayed by any distractions in
your mind e.g., thinking of counterarguments, thinking of unrelated things, or your
surroundings e.g., side-conversations, or being the source of distraction yourself e.g.,
fidgeting around, constantly looking at your watch or phone, reading etc. These
distractions might also throw off the speaker and other listeners.

If you are struggling to focus, try repeating the speaker’s message mentally or taking
notes.
2. Show that you are listening: In one-to-one conversations, especially, it is important to give
the speaker the impression that you are interested in what they are saying. This
encourages them, gives them reassurance, increases their confidence and improves their
interaction with you in general; if they feel that they are being taken seriously. To generate
the impression that one is attentive, one can make use some verbal and non-verbal signs.
Note: The appropriate use of these signs, depends on the situation and might also vary
between cultures. Therefore, consider the situation and take the culture of the speaker
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into consideration! These signs should also not be used in an exaggerated manner to avoid
distracting the speaker and coming off as pretentious.

Non-verbal signs of attentiveness:
§

Eye contact: Look at the speaker directly. For some speakers, too much eye contact
can be intimidating, hence consider how much eye contact is appropriate and
combine eye contact with other non-verbal signs such as smiling, nodding etc.

§

Facial expressions: Depending on the content of the message of the speaker you
can occasionally smile or use other context-suitable facial expressions to show the
speaker that he or she is being listened to and that his or her message is being
understood. Like, with eye contact, this non-verbal sign can be combined with
others e.g. nodding.

§

Nodding: The right nod depending on the speaker’s message can also help the
listener to pay attention and the speaker to feel heard and acknowledged. As with
the other non-verbal signs, this too can be combined.

§

Posture: Leaning forward or slightly tilting the head slightly or resting the head on
one’s hand can also indicate attentiveness. Occasionally tilting the head sideways,
depending on the context may indicate curiosity or disagreement to the message.

§

Body mirroring: Mirroring is a sign that one uses instinctively, often being unaware
of it. In active listening, for the listener, mirroring refers to unconsciously mimicking
the facial expressions and body language of the speaker. This shows empathy
especially in emotional situations as well as attentiveness.
Note: Forced mimicry or conscious mimicry signals to inattentiveness and nonegenuineness to the speaker.

§

Silence: Be patient, don’t jump in with questions or remarks as soon as the speaker
stops speaking. Embrace pauses and shorts periods of silence from the speaker,
they might need time to explore and formulate their thoughts and feelings.

Verbal signs of attentiveness:
§

Positive reinforcement: Occasionally saying “very good”, “yes” or “in-deed” can
indicate that one is paying attention.
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§

Rejoinders: These are short sounds that one makes to show the speaker that one
is listening or to encourage him or her to continue narrating e.g. “Mmmhmm”, “Uhhuh”, “Oh”, “Wow!”, “Really?” or “I know!”. When using rejoinders, one should pay
attention to the tone of voice because the tone conveys an emotion.

3. Reflection: Before responding appropriately, it is important for the listener to reflect and
fully understand the speaker. One can do this after the speaker is finished narrating by
doing one of the following, which additionally affirms the speaker that the listener was
paying attention and that their message was understood correctly and if not, they still have
a chance to clear-up any mix-ups:
a. Clarifying questions: If a part of the narration is unclear, one can ask clarifying
questions related directly in a non-judgemental way to what is being said by saying
for example: “What did you mean when you said…”, “Could you repeat…?”. This
shows that one is paying attention and is really interested in understanding what is
being said correctly. When asking clarifying questions, don’t jump in with your
feedback or your own examples, wait until the speaker has finished explaining and
clarifying.
b. Paraphrasing: To ensure and show comprehension, one can paraphrase what the
speaker has said by e.g. “What I’m hearing is…” or “Sounds like you are saying…”

You can take some notes during longer exchanges, to help you jog your memory
and to prevent you from unnecessarily interrupting the speaker!
c. Summarisation: Before giving appropriate feedback, the listener can summarise
the main points of the narration to the speaker in a logical way. This gives the
speaker the chance to correct any misinterpretation and may also give the speaker
the chance to reflect on their own narration.
4. Respond appropriately: When the speaker is finished narrating and the listener has
clarified reflected on the message by clarifying, paraphrasing and summarising, then it is
the listener’s turn to respond and to give appropriate feedback. The process of active
listening is about respect and understanding. Even, if the listener doesn’t agree with the
speaker, it is not necessary to dismiss or discount their experiences portrayed in the
narration. More important is to give honest, candid and respectful feedback.
Further reading resources1 on active listening:
1

The explanation on active listening in this handbook has been deduced from information from the provided
links.
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Friedemann Schulz von Thun: Talking With Each Other (a three-part book series)
MindTools: Video, explanation and tips for active listening. (English)
SkillsYouNeed: Explanation of active listening as well as verbal and non-verbal signs of
attentive or active listening.
Gaiku: Explanation and tips for active listening.
English with Kim: How to show you are listening as well as how different tone of voice indicates
a different emotion when using rejoinders.

6.1.2. Storytelling
Telling a story, in the right way, is a very powerful tool because it can be used as a teaching
mechanism and to inspire people. As described in section 3 of this handbook, the role of a
mentor revolves around sharing factual knowledge and their experiences. To ensure that the
mentees learn from the mentors’ experiences and the mentoring relationship is not about
telling the mentees what to do or what not to do, it is important that mentors are familiar
with storytelling fundamentals to be able to share their experiences with the mentees in the
best and most neutral way; allowing the mentees to deduce lessons and inspirations by
themselves. Therefore, storytelling excludes the narrator’s opinions, instead includes factual
descriptions of events. This means that the narrator does not share his or her opinions or
feelings of what happened.
In addition, it is up to the mentor’s discretion of what he or she would like to share with the
mentee. If a mentor decides to share an experience with the mentee, then he or she should
be as honest as possible even though it may be difficult to for example share failures. This
helps the mentee see the real picture. The mentor may also share experiences of people in
his or her network. Real life stories and experiences tend to be more relatable. The mentor is
hence urged to draw from real life examples.
Below, the main storytelling fundamentals are described.
1. Engage your audience
The beginning of telling a story is extremely vital as it can dictate the direction of the whole
experience. This is also the moment where the narrator is able to draw in his or her audience
and hold their attention.

§

§

Ask your audience a question, even if just rhetorical, that relates to your story. This
draws in the listener and it invites to them feel part of the story and gives them the
feeling of having a stake in the story.
Make a grabbing statement (or hook) that catches your listener’s attention and
makes them want to hear more e.g.
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§

o Draw your listener with something they care about
o Start off with an interesting fact or hyperbole
Don’t start with the moral of the story, rather dive into the action e.g. don’t start
of by: “I’d like to tell you about a time, I overcame…”

2. Set the scene
To keep the listener’s attention, at the beginning, immerse him or her into scene by providing
rich descriptive detail of the context; the audience should feel like they are there. Transport
your audience into the scene through this detail rather than just telling them about an event.
As much as possible, the narrator should invoke the audience’s senses through the description
of the detail to immerse them further into the story.
3. Tension
Tension in storytelling is the art of anticipation or suspense. It is a fundamental part of
narration as it keeps the audience’s interest wondering “what will happen next”. However, it
should not be kept at a constant; rather the narration should continually build and release
tension.

§

§

§
§

§

Stories shouldn’t feel rushed; instead, one should let the story breath i.e.
release tension through: Description of a scene, filling in semi-relevant details
or telling a joke depending on the context of the story (if the story is meant to
be funny).
Use dramatic pauses at crucial or tense moments of the story for impact and
emphasis. As people often speak much faster than the brains can register,
pausing at important moments in the story gives your audience a chance to
think about the piece of information given immediately before the pause. This
invitation of the audience to figure out for example a solution ensures that the
story remains more memorable because the audience feels like they also played
a part in it.
A story doesn’t have to be dramatic for impact. Ordinary stories told from a new
or different perspective can have as great effect.
In narration, tension is not only evoked by the plot or the setting, but also
through the narrator’s expressions. Be expressive – your energy will affect that
of your audience!
Be observant of your audience. If the listener seems bored or disengaged,
speed up the story.

4. Focus
As much as point two above “set the scene” insists on details to immerse the audience into
the context, good storytelling is about finding the balance between details and focus. Too
many details may lead to the audience getting lost or bored; but lack of enough details may
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prevent the audience from understanding the context and immersing themselves into the
story.

§
§
§

Define your core message in a sentence.
The details you provide should be relevant to the core message of the story, i.e., keep
the details that: set the scene and are related to the conclusion of the story.
Cut out details like scenes, characters etc. that do not work towards your goal.

5. Logical flow
To ensure that the audience follows the narration, it is imperative that the story is narrated
following a logical flow of events, i.e., it should have a clear beginning, then the rest of the
details should follow the order in which they took place and finally it should have a clear end.

§

Preparation – Before telling a story:
o To ensure that you keep your story simple, write the message in one sentence
before you begin.
o In preparation to telling a story, think about the ending and work backwards
from there.
o Write a timeline of events to ensure that when you tell the story, it flows
harmoniously.
o You can practice telling a story beforehand.

§

While telling the story:
o Keep it simple.
o Avoid detours. If you forgot some important information, don’t back up e.g., by
saying “I forgot to mention…”; this breaks the listeners experience of the story.
Instead, if you forget an important detail, weave it into the story without
breaking the flow.
o If the chronology of events is central to the story, you can have an empty
timeline in front of you while telling the story and complete the timeline as the
events happen in the narration.
o You can invite interaction from the listener throughout the narration by for
example inviting him or her to predict the outcome of something. This ensures
that the listener is more invested in the project.

6. Ending
The ending of a story needs to be conclusive, i.e., the audience needs to be aware that the
narrator has finished telling his or her story, otherwise it may lead to awkwardness. Below are
some tips of how to end a story bringing the process closure. However, it is important to note
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that in a mentoring situation, mentors should avoid telling the mentees what to do. Therefore,
even if the story was aimed to show how the mentor overcame a certain situation, he or she
should not offer it to the mentee as the only solution, but rather, allow the mentee to deduce
his or her own learnings from the narration.

§

§
§

Provide an answer to a problem e.g. “I hope my experience answers your
question regarding the difficulty of starting your own business in a foreign
country.”
Ask a question and give it an answer e.g. “How challenging was that situation?
At the beginning, I didn’t think I would overcome it, but I did!”
Draw out the theme of your story and state it in a simple sentence e.g. “That
my friend is how I started my own business”, “I’ve told you this story to show
you how I was able to expand my network”

The fundamentals of storytelling described above are verbal. Nevertheless, in storytelling,
non-verbal communication transmitted by one’s voice and body language is as important. It
ensures that you are not just “telling” your listeners but also “showing” them (using the
different senses), allowing them to immerse and invest more in the story. Below are some tips
related to non-verbal communication in storytelling.

Voice:
§

Articulation: In narrating a story, remember to speak clearly and at the right speed
for the listener to understand you. Remember all the mentees are not originally
from your country of residence and their language skills in the local language may
not be up to speed. Also, different languages have different dialects, considering
that it is not the mentee’s mother tongue, try to speak in a neutral dialect. With
regard to speed of speech, don’t be too fast to ensure that the mentee is still able
to understand. At the same time, try not to be too slow with your speech as it may
be considered demeaning.

§

Characterisation: Different people sound different. Consider imitating people’s
voices (accents, voice, pitch etc.) when telling a story with multiple characters. This
holds the listener’s attention and is likely to be more memorable than using the
same voice for all the characters.

§

Expression: Your tone, pitch, tempo and volume can convey different feelings.
Speaking in a monotonous tone suggests to the listener that you are neither
invested in your message nor in them and hence risk losing their concentration.
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Generally, try building volume and tempo until the climax of the story, at which
point you should slow back down and lower the volume of your voice to signal the
end.

Body language:
§

Maintain eye contact.

§

Use eye motions to convey emotions e.g.
o eye-rolling à arrogance, disapproval, disbelief
o slightly raising one eyebrow à curiosity,
o raising both eyebrows and widening eyesà surprise
o Moving eyes from side to side à shiftiness
o Looking down (and circling foot on the ground) à shyness
o Winking à Mischief
o Rubbing eyes à Fatigue

§

Use your hands to show a feeling or action, but don’t go overboard! Research has
shown that using hand gestures increases people’s concentration to what you are
saying. Some hand gestures include:
o Unless it’s an emotion you are trying to convey in the story, don’t fold your
hands around your body – this acts as a physical barrier and indicates that
you are not open, are insecure or still.
o Open arms on the contrary, indicates an open attitude.
o Wringing hands together à nervousness
o Rubbing hands together (with related facial expression) à excitement,
deceit
o Hands on heart à Desire to be believed, sign of genuineness
o Finger pointing à authoritative gesture

§

Use your body to act out key points, which help to direct the attention of the
listener e.g. showing a sleeping gesture, stretching, jumping, pacing etc.

Finally, enjoy the process!
Further reading resources2 on storytelling:
Growing creative kids: How To Use Body Language in Your Story Telling
2

The explanation on storytelling in this handbook has been deduced from information from the provided links.
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HubSpot: The Ultimate Guide to Storytelling
Kaizen Teaching: How to Tell a Story – Getting it Right
Kaizen Teaching: How to Tell a Story – Mastering Storytelling Fundamentals
Kaizen Teaching: How to Tell a Story – Using your Voice and Body
teachthought: 30 Storytelling Tips For Teachers: How To Capture Your Students’ Attention
TEDx: The TEDx Speaker Guide
The Quintessential mind: The Art of Storytelling: Taking a Deep Dive Into the Mechanics of a
Great Story
TREKKSOFT: 10 steps to mastering the art of storytelling
visme: 7 Storytelling Techniques Used by the Most Inspiring TED Presenters

6.1.3. Clarification
Any communication setting is influenced by the listeners; that is, for example his or her own
perceptions and assumptions. As a result, there is always a risk that the speaker’s message
may not be received in the same way that it was transmitted. To remove or reduce bias in this
sense and to ensure that both the speaker and the listener are on the same understanding in
terms of the discussion, and especially in the mentoring relationship, while listening to the
mentees, mentors are encouraged to use clarification techniques to ensure that they
understand exactly what is intended. In addition to reducing misunderstanding, clarification
also supports communication in general as it signals to the speaker that the listener is
attentive and interested in what is being said.
Clarification in essence involves feeding back to the speaker what is understood by the listener
to check whether the listener’s understanding of the narration is accurate, hence clearing any
inaccuracies or misunderstandings. This can be done through non-judgemental questioning,
paraphrasing and summarising what is heard, at the same time, seeking feedback from the
speaker with regard to its accuracy. Noteworthy, especially with paraphrasing and
summarising, is for the speaker to avoid own interpretation or judgement of what was said.
Rather, the listener should try to reproduce what is said by the listener in a neutral manner.

Some general guidelines for clarification with the intention of checking the accuracy of the
understood message include:
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§

Acknowledge to the speaker that you are unsure whether you understood what he or
she said. You can use phrases like:
o “I’m not quite sure, I understood that.”
o “I want to make sure that I heard/got that right.”
o “I want to make sure that I understood.”
o “I didn’t get/catch that.”
o “Sorry, I’m not sure what you mean.”
o “Sorry, but I don’t quite follow you/that.”
NOTE: These phrases are not stand-alone. They are usually followed by a question.
See examples below.

§

Request the speaker to repeat (some aspects of) what he or she has just said. You can
ask questions like:
o “Would you mind repeating that for me again?”
o “May I ask you, to tell me that again?”
o “Would you mind going over that one more time?”
o “Sorry, could you tell me that again?”
o “Could you explain that differently/in another way?”
o “Could you put that in another way?”
o “Could you rephrase that?”

§

Repeat what you understood back to the speaker using your own words and ask him
or her to confirm whether you understood what was intended. Some phrases that can
be used in such instances are:
o “If I understood you correctly, you are saying … [Then, repeat what you
understood in your own words].”
o “Let me see/make sure that I understood that correctly … [Then, repeat what
you understood in your own words].”
o “I’d just like to confirm that I got that right. [Then, repeat what you
understood in your own words].”
o “My impression of what you said was ... [Then, repeat what you understood in
your own words] … Is that what you meant?”
o “So, what you are saying is … [Then, repeat what you understood in your own
words] …is that right?”
o “So, you are suggesting that … [Then, repeat what you understood in your
own words] … is that right?”
o “In other words… [Then, repeat what you understood in your own words].”
o “Are you saying that … [Then, repeat what you understood in your own
words].”
o “Could you confirm whether … [Then, repeat what you understood in your own
words].”
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NOTE: Ending your reiteration of what you said with a question enables the speaker to
confirm the accuracy of what you understood and when necessary, clarify information
or even add some information that he or she feels are important.
§

Be open to the fact that you may be wrong and be prepared to be corrected.

§

To confirm that you are both on the same page after a clarification, it is recommended
to thank the speaker and out rightly confirm that you now understand what he or she
was talking about through phases like:
o “Thanks (for clarifying/repeating that again)
§ I understand (better now). / That makes sense. / We are on the same
page now”

Clarification is also very useful when the listener has not fully understood what the speaker is
saying. As a result, clarification could also involve asking for more information. This
simultaneously signals to the speaker that the listener is keen on understanding the message,
helping to develop trust.

§

Ask for specific examples:
o “Can you please give me some examples of… (so that I can clearly understand
what you are saying)?
o “What would be an example?”
o “I’d appreciate it if you'd give me an example of ... [a specific aspect of what
was said] … (so I can be sure I understand)?”

§

Probe with further open questions about specific aspects to enhance understanding
and prevent the speaker from having to repeat or explain everything again from the
beginning:
o “Can you tell me (a little bit) more about … [specific aspect of the conversation].”
o “I’d be interested in hearing more about … [specific aspect of the conversation].”
o “What do you mean when you say … [specific word, phrase or sentence].”
o “I'm intrigued by/interested in ... [specific aspect of the conversation]. Could you
tell me a little bit more about it?”
o “Could you elaborate on/explain more about ... [specific aspect of the
conversation].”
NOTE: Be careful about questions starting with “why” as they may elicit
negative responses or potentially make the speaker defensive as it has
connotations of being judged.
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As the mentor, when speaking or narrating something to the mentee, one can ensure that the
message is being understood by prompting the mentee with questions like: “Do you
understand?”. This gives the mentee room to ask questions relating to what was said to gain
more clarity.
Also, at the end of each mentoring session, the mentor is encouraged to summarise the main
points discussed and action points decided on, to ensure that both the mentor and mentee
are on the same page and have the same understanding of the next procedures. This should
be followed up by an email from the mentee with a summary of the discussed items, action
points, responsibilities and deadlines. Should the mentor notice a different understanding in
this summary, he or she should contact the mentee as soon as possible to clarify any open
issues. Consistency in summarising, documenting the results of the mentoring sessions and
following-up can turn this into a habit ensuring effective communication. In the same way, at
the beginning of each mentoring session, the mentor or mentee can use the notes from the
previous meeting as a basis to commence the meeting.
Further reading resources3 on clarification:
cornerstone – CT: Clarifying Your Message: Three Steps to Effective Communication
coursera: Seeking Clarification
English with Kim: Clarifying What You Heard, Asking for Repetition, and Confirming Your
Understanding in Business English
Learning English: How to Ask for Clarification
MindTools: Questioning Techniques: Asking Questions Effectively
New Teacher Centre: Clarifying questions: Deepens understanding, develops focus, and
seeks connection
SkillsYouNeed: Clarifying and Clarification
University of Glasgow: Having a mentoring conversation

6.1.4. Non-violent communication
Non-violent communication (NVC) intends to develop an appreciative relationship that
enables more cooperation and shared creativity. This approach was developed by the
American psychologist Marshall B. Rosenberg in the 1960s.
NVC theory supposes that all human behaviour stems from attempts to meet universal human
needs and that these needs are never in conflict; rather, conflict arises when strategies for

3
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meeting these needs clash. Human needs are revealed by the thoughts and feelings around
these needs.
Non-violent communication is based on four components:
1. Observation: It is important to separate observation of obvious facts from our
personal interpretation of meaning and significance. Probability to be heard is reduced
if we mix up observation and evaluation/interpretation.
Examples for observation and interpretation mixed up:
“There’s always such a mess when I come home!”
“You keep interrupting me!”
“You don’t care for my opinion!”
Examples for observation and interpretation separated:
“Today I came home and saw dirty plates in the sink.”
“You started talking three times in the last 10 minutes while I was in the middle of
a sentence.”
“You asked the other three what they think about it, but you did not ask me.”
It can be helpful to mark personal interpretation as such:
“I think/believe … “
“In my opinion …”

Observations
§ Are concrete and comprehensible.
§ Are not generalising.
§ Describe facts to which, in the best case, all involved can agree on.
§ Could act as door-openers, allowing a first consent.
§ Are sometimes more comprehensive and take more time than evaluation
or interpretation.
2. Feelings: Feelings show us whether and to what extent our needs, values and interests
are met. Feelings are expressed at least non-verbally in every communication situation
and influence our actions. What others say or do may trigger feelings, but these are
caused by one’s particular needs, expectations and thoughts in a situation. The cause
of our feelings can also be related to an experience in the past, which is brought back
to life by a trigger. But our feelings are our own responsibility.
Examples projecting responsibility for feelings on others:
“I am mad because you did not call.”
“I am annoyed when the boss asks the same thing three times”
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Examples taking responsibility for feelings:
“I am mad because reliability is important to me.”
“I am annoyed because I need silence to fully concentrate on this work.”

Feelings
Our own body is an important feedback instrument. Feelings are linked with the
body and thoughts, with the brain. If you can’t perceive it, it is probably not a
feeling.
3. Need: Needs are universal and motivate us to act. Everything we think, say or do serves
to meet a need. If we change our perception and understand that behind every
criticism there are unmet needs, this can spark curiosity. It is important not to mix-up
needs and strategies to fulfil those needs. This will increase our scope of action.
NEED to relax

STRATEGY
Go swimming
Have a massage
Watch a movie
Take an excursion

Sleep

Practice Yoga

Figure 4 Non-violent communication – how to translate ta basic need into different strategies

Needs
§ Ways to formulate question regarding needs:
o “Do you need ...? “
o “You want …? “
o “You wish for …?”
o “Is … important for you?”
o “You really care about …, don’t you?”
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4. Request: Requests are to be clearly distinguished from demands. One can test this by
checking if a “NO” from the other person can be accepted. Helpful is to ask the other
person something at another time or place instead of asking him or her not to do it at
all.

Requests
Are best formulated as follows:
§ Concrete
§ Positive
§ In the here and now
§ Feasible
§ Suitable to the need
§ Also able to state a need and a feeling
§ Able to accept a NO
In case of hot conflict, it is difficult to admit one’s own feelings, as this requires a lot of trust
and makes the speaker vulnerable. To de-escalate, try to offer understanding of the needs of
the other, this is more abstract and easier to understand.
§ “Do you wish for …?”
§ “Is … important to you?”
§ “Are you longing for …?”
§ “Do you need …?”
Further reading resources on non-violent communication4 method:
Needs inventory: a non-exhaustive list of words describing universal human needs.
Feelings inventory: a non-exhaustive list of words we use when we want to express a
combination of emotional states and physical sensations.
The NVC Dance Floors are spatial maps made up of large cards that place NVC processes on
the floor in various layouts called ‘dances’. Each card represents a step in a dance of
communication. These steps can be used in any sequence to support authentic, flowing,
conscious communication.
Presentations of Marshall B. Rosenberg on Youtube such as this introduction, this one and
others.
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6.1.5. Giving and receiving feedback
The ability to give feedback to a mentee is a vital, cross-cutting quality that is required from
every mentor. Feedback, as long as it is provided at the right time and in the right way, can
among others, have massive effects of the mentee’s choices and actions and enhance their
self-esteem and motivation. The difficulty comes in however, in formulating the feedback in
the right way so that it can be received by the mentee.
Feedback can take three forms:
1. Affirming/appreciative feedback: This is positive feedback aimed at acknowledging
and noticing one’s actions and efforts. Such feedback helps to build trust between the
people involved as well as build the receiver’s confidence and self-esteem.

Affirming/appreciative feedback should be given about three more times than
negative or corrective feedback.
Affirming/appreciative feedback should be:
§

Specific: The receiver should be able to see what specific aspects of his or her
actions have warranted the feedback. This helps the person to notice exactly what
he or she needs to improve or continue doing. “Good job” alone is not enough.

§

Consistent: The mentor should provide affirming/appreciative feedback, not just
to celebrate large successes or milestones, but also smaller ones. At the same time
the feedback should be relative to the size of the success, otherwise it will come
off as insincere.

§

Authentic/sincere: The mentor should really mean what he or she says so that the
mentee, as the receiver in this case, gets the impression that feedback is coming
from a genuine place and it is not just routine for the person providing the
feedback.

2. Corrective feedback: This is feedback aimed to facilitate the change of course of
actions to achieve the desired outcomes. Giving this kind of feedback is more difficult
than giving affirmative/appreciative feedback and the mentor has to be keen to ensure
that the feedback doesn’t sound like criticism which is often counterproductive as it
can lead the mentee to act defensive.
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§

Focus on the future: Don’t dwell too much on the past actions that have led to the
feedback in the first place, rather focus on strategies for improvement. Past actions
can be used as a basis to craft new strategies for improvement.

§

Focus on behaviour: The feedback should focus on the behaviour or the action of
the mentee that led to a certain undesirable result rather than the character or the
personality of the mentee. Criticisms relating to a person’s character and
personality are difficult to talk about positively and have the possibility of being
interpreted as personal attacks.

§

Focus on specifics: Avoid using adverbs of indefinite frequency, that is, adverbs
that indicate a general frequency e.g. always, frequently, usually, rarely, never, etc.
This is because they cannot only be refuted by a single example of an exception,
but also indicate some relation to the receiver’s personality or character. Instead,
the mentor should point out a specific action at a specific time and explained how
he or she perceived this behaviour. This shows that the mentor is open to
understand the intention behind the behaviour and the mentee is given room to
explain the reasoning or intention behind that certain behaviour.

§

Focus on achievability: Instead of focussing on what has gone wrong or what has
failed, focus on the aspects over which the mentee has control over like behaviour
and abilities. Through a bilateral discussion at eye-level to discuss the way forward
and make a plan of reaching the solution in smaller steps rather than expecting
drastic improvements immediately (see chapter 6.4 of this handbook on problem
solving).

§

Focus on improvement: In the process of giving corrective feedback, the mentor
should make it clear to the mentee that he or she respects him or her as a person
and all the efforts that he or she has already put into achieving the goals that they
have jointly defined in the mentoring agreement. At the same time, the mentor
should encourage the mentee to push himself or herself further in implementing
the jointly decided strategies to fulfil the defined goals by, among others,
reassuring them of their own capabilities.

§

Focus on support: By the end of this process the mentor should ensure that he or
she leaves the mentee with the impression that the mentee is not alone to reach
the desired goals or sort out any problems that may arise, but the mentor’s support
continues to be available.
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There are many techniques of offering corrective feedback. Below are two examples of such
techniques:

1. The feedback sandwich: In this technique the mentor would provide affirmative
feedback i.e., positive aspects of the mentee’s actions in a specific situation. This would
be followed by statements concerning aspects of that situation that could be done
better or differently. Finally, the mentor would provide the mentee with more
affirmation or positive statements regarding that specific action.

Criticism or corrective
feedback relating to a
specific situation

2

Figure 5 Visualisation of the feedback sandwich

1

Affirmative/positive
feedback relating to a
specific situation

3

2. Stop, start, continue: This feedback technique is useful for both corrective feedback
and reviewing5 forms of giving and receiving feedback. For the former, corrective
feedback, the mentor would start off by pointing out actions or behaviours he or she
feels are compromising the achievement of the mentee or joint set goals and which he
or she feels that the mentee should stop doing. To support in problem solving, the
mentor would proceed by advising the mentee on things he or she feels that the
mentee should start doing to reach the set goals. Finally, the mentor would point out
constructive behaviours and actions that the mentee is already doing that he feels that
the mentee should continue doing.
This technique can be used in the reviewing form6 of giving and receiving feedback
where the mentor would advise the mentee on the three aspects, what to stop, start
and continue doing, in general; without referring to a specific goal. On the other hand,
the mentor could ask for feedback from the mentee by requesting him or her to tell
him or her about the things he should stop, start and continue to enhance the
mentoring process.
3. Reviewing: This feedback form involves feedback from both parties; that is, the mentor
and mentee, where they collaboratively reflect on specific joint activities and
experiences. Here, both parties have the opportunity to provide feedback to one
another to promote better cooperation in the future and hence better outcomes.
Reviews are important in the mentoring relationship and should be done as often as

5
6

See point 3 below on “reviewing“.
See point 3 below on “reviewing“.
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possible and in the least once during the mentoring relationship and should be
included in the mentoring agreement.

Some important considerations to include in the reviewing feedback form include:
§
§

§

§

§

A discussion of whether the practical arrangements of the mentoring relationship
are working e.g., the frequency, duration and time of meetings.
An analysis of the set goals for both the mentor and the mentee including a
discussion on how far these have been reached, are still conceivable in the
remaining time, whether all goals are still relevant and whether new goals need to
be added into the mentoring agreement.
Open comments from the mentee to the mentor and from the mentor to the
mentee regarding his or her style and approach of mentoring (specifically for the
mentor), their interaction, efforts, engagement etc. in the mentoring process.
An examination of any challenges in the mentoring relationship and how they can
be overcome, also, whether outside intervention e.g., from the national
coordinator is required to solve these.
A deliberation of what has been working well in the mentoring relationship so far
and aspects that can be refined.

In this case, the mentor, who is also one of the recipients of feedback should ensure that he
or she is:

§
§
§
§
§
§

Open to « hear » what the mentee is saying without being defensive
Attentive, listening carefully
Prepared to ask questions regarding the comments to ensure that they understand
message being transmitted by the mentee correctly
Open to suggestions
Willing to discuss with the mentee the best way forward even if it implies some
changes on the mentor’s actions and behaviours
Prepared to contribute to make the mentoring relationship work

Regardless of the form of feedback being provided, it should:

§

Be done as soon as possible, at the same time the timing itself should be chosen
carefully e.g., if the mentor has the feeling that the mentee is not in the right space
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§

of mind to openly receive the feedback immediately after an action, he or she
should wait for a more suitable moment
Be specific, i.e. related to a specific action or outcome

Further reading resources7 on giving and receiving feedback:
ACT Government: The Art of Feedback: Giving, Seeking and Receiving Feedback
Center for Mentoring Excellence: Your Mentoring Year Tip #8: Giving Feedback
Charity Retail Association ®: Giving and receiving feedback in a mentoring relationship
Harvard Medical School Teaching Hospital: BWH Mentoring Curriculum & Toolkit
Lynda.com: Giving and receiving feedback as a strategic mentor
mentorloop: Give your mentee SMART Feedback
Oregon Health & Science University: Giving and Receiving Feedback
Porter L., 1982, Giving and Receiving Feedback; It Will Neverbe Easy, But It Can Be Better.
NTL Reading Book For Human Relations Training, 1982 NTL Institute, Alexandria, VA.
Available online. [Online]
SkillsYouNeed: Giving and Receiving Feedback
The Mentor Leadership Team: Giving Positive and Corrective Feedback
University of Leicester: Feedback Techniques

6.2. Intercultural skills
It is important to draw attention to the many scholarly discussions about and definitions of
the term “culture”, which is used in various ways in everyday language. Defining culture as
“the arts and other manifestations of human intellectual achievement” refers to mainly
middleclass western society. A very important distinction with regard to culture is the concept
of culture as something manmade vs. nature as something naturally given. Scholars also
discuss definitions of culture (singular) vs. cultures (plural), the latter often describing
differences between human beings. The theory of cultural relativism states that any culture
can only be understood through itself and shouldn’t become subject to any other culture’s
judgement. The concept of cultural differences is problematic, as it refers to inner
homogenization and outer heterogenization, often considering the fusion of different cultures
difficult and even dangerous.
7
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Intercultural skills are an essential part of a healthy work environment and effective workflow.
The best piece of advice for anyone dealing with intercultural issues is to take a moment and
learn about cultural differences. Ask questions if you are not sure how to interpret a certain
behaviour or reaction.

6.3. Goal setting
6.3.1. GROW model
The grow model is a goal setting and problem-solving technique used widely in coaching and
mentoring. The acronym GROW stands for:
§ Goal
§ Reality
§ Options/Opportunity/Obstacle
§ Will/Way forward
This model was created to provide the basic structure for coaching. An important aspect of
the application of this model and of the role of a mentor altogether, is that this model assumes
that the mentor is not an expert in the mentee’s situation and his or her role is to facilitate
the mentee to come to their own conclusions and reach their goals by themselves without
explicitly offering advice. As a result, this model works best when it is applied hand-in-hand
with the right questioning techniques (see Chapter 6.4.2 of this handbook).
6.3.1.1. Goal: “What do you want to achieve?”
When using the GROW model, you start with the end in mind, therefore define what your
goal is going to be from the beginning. As a result, this model can be used to structure the
whole mentoring relationship or the individual mentoring sessions.
When setting this goal, it is important that it is SMART:
§ Specific
§ Measurable
§ Achievable/Attainable
§ Realistic
§ Time-bound
To ensure that SMART goals are formulated by the mentee, it is key for the mentor to ask the
right questions at the right time as the main point of mentoring is not providing the answers
for the mentee; but rather guiding him/her using questioning techniques to reach their own
answers. For more information in questioning techniques please see Chapter 6.4.2 of this
handbook.
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6.3.1.2. Reality: “Where are you now in relation to your goal?”
The next step when applying the GROW model is examining the current reality of the mentee.
This is crucial because to reach a specific goal, one has to take stock the starting point in
achieving a desired goal. Again, to figure out this element of the model, the right questions
are essential not only to stimulate the mentee to evaluate his or her current situation, but
also to identify any obstacles that may be standing in his or her way.
It's important to keep focussed during this phase! Keep on summarising and repeating what
you understand from the mentee. Often, this phase of the GROW coaching model reveals
underlying fears and convictions that can be worked on during or in between coaching
sessions.

Some relevant questions could be:
§ Where are you now in relation to your goal?
§ What progress have you done so far in reaching your goal?
§ Does this goal conflict with other goals and objectives?
§ What’s been going wrong so far?
This phase of the model often reveals the mentee’s underlying fears and convictions and as
such, the mentor should be particularly keen to understand exactly what the mentee means
by what he or she is saying. Here, particularly, questioning techniques for clarifications and to
probe assumptions are particularly useful (see Chapter 6.4.2 of this handbook).
6.3.1.3. Options/Opportunity: “What could you do to achieve your goal?”
After setting the goal for the mentoring relationship or specific mentoring session and
exploring the current reality, together with the mentee, the mentor has to discuss the possible
options to achieve the set goal by brainstorming different possibilities. A mentor may offer
some suggestions or advice, but at the same time he or she should be careful in doing so as at
the end of the day the mentee should be the one producing the ideas and the one who comes
to their own conclusions and decisions. During this stage, the mentor should offer enough
room for the mentee to suggest possible options by asking the right questions to generate
ideas and to evaluate the available options (see Chapter 6.4.2 of this handbook).

Some questions that may be used to encourage the mentee to produce ideas for possible
options include those listed in Chapter 6.4.2 of this handbook and especially those relating to
probing purpose, assumptions, information, evidence and causes and about viewpoints and
perspectives as well as the ones below:
§ What can you do to bridge the gap between your current reality and the goal that you
have set?
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§

Have you tackled a similar situation before? How did you go about it?

Some questions to help the mentee analyse the viability of the available options include the
following on top of the ones listed in Chapter 6.4.2 of this handbook.
§ What would happen if you did [option]?
§ What is the most challenging part of that for you?
§ What would you gain or lose by doing [option]?
§ What is the best or worst thing about this option?
§ What information do you need and how could you acquire it?

6.3.1.4. Will/Way forward: “What will you do to achieve your goal?”
The final step of the GROW model is for the mentor and the mentee to agree and commit to
the next course of action. Based on the discussion of different options in the previous phase,
together, the mentor and mentee decide on one or more options to follow and specifically,
how the concrete plan of action will be operationalised. “Will” or “commitment” of the people
involved, the mentor, mentee and other third parties is central in this stage. This will ensure
motivation and accomplishment of the plan of action. Although, this is the final phase of this
model, its application does not end here. It is necessary for the mentor and mentee to
frequently review the progress of the achievement of the set goal. This does not only ensure
accountability, but it also provides the mentor and the mentee an opportunity to rethink the
chosen approach should it not be yielding the desired results.

Some questions that are essential in this stage include for example:
§ What exactly will you do to reach your goal, and when? Which of these options will
you take? Are all obstacles taken into account? What cold stop you from moving
forward?
§ How will you overcome your obstacles?
§ How motivated are you, on a scale from 1 to 10, to go for this option? What do you
need to have a 10? Where can you get it?
§ When would you like to review progress? Daily, weekly, monthly? Alone? With who?
Further reading resources8 on the GROW model:
BUSINESSBALLS: GROW model

8

The explanation on the GROW model in this handbook has been deduced from information from some of the
following links.
The Entrepreneurial Capacity Building for Young Migrants (YMCB) project (no. SI2.789119)
has received funding from the European Union

Centre for Lifelong Learning of the Warwick university: The GROW model
MindTools: The GROW Model of Coaching and Mentoring – A Simple Process for Developing
Your People
MindTools: The GROW Model Animated Video
MTD Training: The GROW Coaching Model EXPLAINED!
The Balance Careers: 70 Coaching Questions for Managers Using the GROW Model

6.4. Problem solving
6.4.1. SWOT analysis
A SWOT analysis is a strategic problem solving or planning tool used to evaluate the strengths,
weaknesses, opportunities and threats.
§

§

Strengths refer to positive attributes of people or companies, resources, capabilities,
experiences, tangible assets, skills and existing support structures. When thinking
about strengths, one answers the questions: “What I’m I or what is my business good
at that is necessary to achieve the set goal?”.
An analysis of weaknesses helps one to understand the shortcomings or the areas that
are lacking e.g., in terms of skills or other resources that could prevent a person or
business from achieving the expected goals. Here the relevant question is: “What I’m I
or what is my business not good at?” or “In what areas could I or my business improve
on to achieve the set goals?”

Appreciative inquiry: Traditionally SWOT analysis, like described above, refers to the
strengths, weaknesses, opportunities and threats. However, instead of looking at
weaknesses, which are often difficult to admit, one can focus on wishes instead in what
is referred to as appreciative inquiry. Looking at wishes instead of weaknesses can
often inspire people to be more forthcoming with suggestions of aspects of their own
personalities or business ideas that can be improved.
Weakness: “My weakness is lack of organisational skills”
Wish: “I wish for stronger organisational skills”
§

Analysing the opportunities enables one to see existing favourable external factors.
Here one answers the question: “Where do I see possibilities that could support me or
my organisation to achieve the set goals?”
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Opportunities are available to everyone in the environment that one operates in and
as such, they are not specifically reserved for a specific person. As a result, it is
important to consider these opportunities as strengths and develop strategies to reap
them.
§

Threats like opportunities are external factors beyond one’s control that could possibly
put the achievement of the set goals at risk. Although these cannot be controlled, it is
wise to think about them, anticipate them and proactively make contingency measures
to limit the harm should they occur. Therefore, the guiding question for identifying
threats is: “What do I see on the horizon as being potentially harmful to reaching my
goal or that of my business?”

Strengths and weakness refer to internal factors, at an individual level, those that relate to
the person, company or business idea under analysis and which the subject9 has direct control
over and can change. Opportunities and threats on the other hand, refer to external factors;
that is, factors that are not directly under the subject’s control and that one cannot change;
one can only take advantage of the opportunities and protect oneself from the existing
threats.

The mentor should consider doing this exercise with the mentee once he or she has had
enough time to know the mentee well because strengths and weaknesses are internal which
need good self-reflection skills which is quite difficult for some people.
The mentor should also consider advising the mentee to go through the developed SWOT
analysis with the mentee’s trusted people who might offer other insights which the mentee
wasn’t personally able or willing to identify and the mentor was not able to identify because
he or she might not know the mentee well enough.

As opportunities and threats are external, the mentor and mentee might not be able to
identify all the vital ones at one sitting especially if the SWOT analysis is being carried out with
regards to the business idea and not the individual person. It is therefore advisable for the
mentor to advice the mentee to carry out further research into these factors in books,
publications, online research, talking to relevant, experienced people etc.
The SWOT analysis technique can be used both at the individual level and at the business
level.
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As such, in the mentoring relationship it can be used by the mentor at the individual level, to
assess the positive attributes and resources that he or she has to offer to the mentoring
relationship, i.e., strengths. The aspects that the mentor feels that he or she needs to improve
on or skills that he or she needs to acquire to make the mentoring relationship work best are
the weaknesses. The resources in his or her environment that he or she has access to and
could exploit for the benefit of the mentoring relationship are the opportunities, and the
elements in his or her environment that could challenge or jeopardise the mentoring
relationship are the threats.
This technique could also be used at the individual level in the mentoring relationship to
assess the mentee’s individual traits with regards to the functioning of the mentoring
relationship; similar to that of the mentor as described above or in relation to the mentee’s
business idea. In the case of the latter, with support of the mentor, the mentee would take a
good glimpse at himself or herself and what he or she as an individual has to bring into his or
her business development in terms of strengths and weakness. At the same time, with the
support of the mentor, the mentee would also assess his or her personal environment and
evaluate what opportunities and threats exist that could affect his or her business.
At a business level, this technique could be used in the same way to assess the strengths and
weaknesses of the business idea as well as outside factors that could influence the business
both positively, opportunities, and negatively, threats. Due to the mere fact that in a start-up,
the budding entrepreneur is part and parcel of the business idea, one could and should go a
step further and include the individual qualities of the mentees in terms of strengths and
weaknesses as well as the existing opportunities and threats in his environment that are
bound to have an impact on his or her upcoming business.
Further reading resources10 on the SWOT analysis:
SWOT analysis of mentees’ capabilities
LeadershipThatWorks: SWOT Analysis as Inspiration: Coaching the Big Picture
Sauder & Stoltzfus Blog: SWOT Analysis for the Aspiring Entrepreneurs
ToughNickel: SWOT Analysis for Entrepreneurs, in Guideline Format
SWOT analysis of mentors’ capabilities
Islamic university of Gaza, faculty of nursing: The effective mentor
Royal Australian college of surgeons: The mentor (S.W.O.T) analysis
SWOT analysis for start-up
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The explanation on the SWOT model in this handbook has been deduced from information from some of the
following links.
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BusinessBalls: SWOT analysis
Mats institute of management and entrepreneurship: The SWOT Analysis Guidance for a
Budding Entrepreneur!
PESTEL Analysis: SWOT Analysis For New Business Planning
SCORE: Your First Step Toward Business Growth: SWOT Analysis
The Community Tool Box of the University of Kansas: Section 14. SWOT Analysis: Strengths,
Weaknesses, Opportunities, and Threats
The Houston Chronicle: SWOT Analysis of an Entrepreneur
The Part-time CFO: SWOT Analysis For Your Start-Up
The University of Notre Dame: What is SWOT analysis

6.4.2. Ability to ask (the right) questions – Socratic/Maieutic
method
At a certain age, children discover the question “why” and question everything including the
answers they are given: “You need to eat your vegetables” … “why?” … “Because they are good
for your health” … “why?” … [and this can go on forever]. In a similar way, there is an anecdote
of the Greek philosopher after whom the socratic method is named. Socrates found out he
was considered the wisest man in Greece by the members of the Oracle of Delphi. This
surprised him and he thought that it was a paradox; as for him to be determined the wisest
man in Greece, the people or person who came to this conclusion would have needed to be
wiser than him to know how wise he was.
The socratic method (also known as the maieutic method) is a method of questioning to
stimulate critical and reflective thinking, draw out underlying presumptions and generate or
illuminate (new) ideas. As a result, in mentoring especially, this technique helps to develop
the mentees’ critical thinking skills, reasoning and logic, increases their ability to maintain
independence with regards to making decisions and learn to find their own solutions. In the
mentoring scenario, the socratic method goes beyond being just a technique but it is rather
an approach that should be implemented by all mentors, since the basis of mentoring is
supporting the mentees to reach their goals not by telling them what to do, but rather by
supporting them come to solutions on their own hence helping them grow both on a personal
and professional basis. The mentors are not expected to be experts in everything. Employing
the socratic approach increases the mentors’ confidence in supporting mentees as it also
reduces the chances of mentors giving bad advice as both the mentor and mentee are able to
reflect, think and discuss intensely on the subject at hand. Furthermore, this technique is also
beneficial to the mentor, in that on one hand, it gives him or her a very good insight into the
mentee, his or her thought processes, experiences etc. and at the same time, the mentor may
be able to learn about himself or herself.
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The socratic technique goes hand-in-hand with active listening skills (see section 0 of this
handbook). It starts off with the mentor asking an open-ended question about a specific topic,
followed by follow-up questions. To formulate the follow-up questions, active listening
techniques come in handy. The mentor should listen for trigger words that will guide the next
series of questions.

Other than relying solely on the trigger words from the mentee’s answers, to generate a better
more effective and timely solution, the mentor can prepare for socratic questioning. With the
topic of discussion in mind, you can think of a good open-ended question and imagine or
predict various possible answers from the mentees and already prepare follow-up questions
on this basis.
This also ensures that the questions remain focussed on a specific topic which should always
be the goal. If the mentee goes off-topic with his or her answers, through further questioning,
the mentor should direct him or her to the topic of discussion.
The tips below show examples of follow-up questions based and adapted from Paul W.
Richard’s six types of socratic questions that have recently been expanded by the foundation
of critical thinking into nine types.

1. Questions for clarification: These types of questions direct the speaker to delve deeper
into the discussion subject and explain it in more details. Section 6.1.3 of this report
provides more detailed examples of the clarification technique. Some examples of such
questions include:
§ Repetition: “Could you rephrase that?”, “Could you put that in another way”
§ Summarising: “If I understood you correctly: you saying…or…? / you
mean…or…? Your basic point is…or…?”
§ Examples: “Could you give me an example?”, “What would be an example
(of…)?”, “Would this be an example: …”
§ Understanding specifics: “Could you explain/elaborate…further?”, “What do
you mean when you say…?”, “Why do you say…?”, “What is your main point?”,
“How does this relate to…?”
2. Questions that probe purpose: Such questions aim to prompt the speaker to think
about the reasons or intentions of certain aspects of his or her answer. Examples
include:
§ “What is the purpose of…?”
§ “What was your intention/purpose when you said…?”
§ “How does the purpose of the different characters you mentioned vary?”
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§

“What do you think is the purpose of addressing this question at this time?”

3. Questions that probe assumptions: Questions that target the speaker’s assumptions
aim to explore his or her reasoning by provoking him or her to reflect on premise or
beliefs on which he or she is basing his or her response. Some examples of such
questions include:
§ “What are you assuming here?”
§ “How did you come to that assumption?”
§ “Why do you choose to believe/assume that?”
§ “What else could we assume?”
§ “How can we verify or disapprove that assumption?”
4. Questions that probe information, reasons, evidence and causes: To seek whether
answers or arguments have a basis (e.g., from research, experiences etc.) or whether
they are just opinion-based as well as to determine whether the speaker questions
occurrences or seeks to find out why certain things happen as they do or to prompt
them to do this, specific questions can be posed. Examples include:
§ “What evidence is there to support what you are saying?”
§ “How do you know this”
§ “Could you give us an example?”
§ “By which reasoning did you come that conclusion?”
§ “What do you think is the cause?”
§ “How would we go about finding whether that is true?”
5. Questions about viewpoints or perspectives: On one hand to demonstrate to the
speaker that there are more perspectives than his or her own, and on the other hand
to determine whether the speaker has reflected about other possible valid viewpoints,
one can ask questions such as:
§ “What would be an alternative/another way to look at…?”
§ “What would someone who disagree with you say?”
§ “How would you respond to the argument that…?”
6. Questions that probe implication and consequences: To ascertain whether the
speaker has thought about the repercussions of his or her argument or answers, one
could ask questions like:
§ “What consequences/results/effects will…have on…?”
§ “Would that necessarily happen or only probably happen?”
§ “For this to happen, would any conditions need to be satisfied?”
7. Questions about the question: Questions that fall under this category not only invite
the speaker to reflect on the question asked and to dismantle it into different
components if necessary, but they also encourage the speaker to reflect and analyse
the session at hand critically. Some questions that fall under this type include:
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§
§
§
§
§

“Is the question clear? Do we understand it?”
“Can we break down this question?”
“What does this question assume?”
“Why is this question important?”
“Why do you think I asked… (this question)?”

8. Questions that probe concepts: In mentoring for example, when the mentor would
like to inquire about the mentee’s process at arriving at certain conclusions, he or she
would pose questions in this category. These include for instance:
§ “What is the main idea that we are dealing with here?”
§ “Why or how is this idea important?”
§ “Do these different ideas conflict?”
§ “What do we need to consider when figuring out…?”
§ “What was the main idea guiding your thinking behind this answer?”
§ “Which main distinctions should we draw in reasoning through this problem?”
9. Questions that probe inferences and interpretations: Questions under this category
focus on the conclusions and how they were reached. Examples of questions are:
§ “Given all the facts, what is the best conclusion?”
§ “On what information are we basing the conclusion?”
§ “How can we interpret this data?”
From the question examples above, it is clear that the mentor is encouraged to think about
the big picture of the topic under discussion and be able to introduce concepts and ideas that
may be contrary to those of the mentee or those which the mentee has not engaged with, to
encourage him or her to think about other perspectives and possibilities.

Playing the “devil’s advocate”, that is presenting contentious opinion or supporting the other
side of an argument, can be a powerful tool to stimulate the mentee to think critically and
reflect on certain topics. However, this should be done sparingly and also by warning the
mentee beforehand about the intention to avoid the mentee feeling frustrated.
As described above, the socratic method involves asking question after question after
question. If all or most of these questions are flowing in one direction, i.e. from the mentor to
the mentee, and all the questions use the pronoun “you”, then with time, this process can get
frustrating for the mentee to the extent that he or she feels attacked.

As can be seen in the examples of questions listed in the tips section above, some questions
are phrased in plural, i.e. use the pronoun “we”. While practicing the socratic technique, in as
much as possible, the mentor should integrate the pronouns “we” and “us” in the questions
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to deflect from addressing the mentee directly. This gives the mentee a sense of a
collaborative approach to solving the problem, at the same time, because it is the mentor
asking the questions, the responsibility of the answers still lie with the mentee.

With regard to time, when posing the questions, the mentor should allow the mentee enough
time to respond without interrupting him or her.

The mentor should also choose the phrasing of the follow-up questions with caution;
ensuring that the questions still show respect and value of the mentees thoughts and ideas
and not belittle their responses.
At the end, the mentor should summarise the results of the socratic questioning session
highlighting any learning and new ideas generated or illuminated. To ensure that the mentee
feels integrated and has a sense of ownership in the process, after this summarisation, the
mentor could employ clarification techniques to inquire whether the summary that he or she
has delivered was accurate and comprehensive and invite the mentee to add his or her own
experiences, feedback and learnings through the process.
Although this technique focusses on the mentor as the main inquirer, the mentor should give
the mentee room and time to also ask questions and be open to answer them either directly,
or through further questioning, according to their own discretion.
Further reading resources11 on socratic/maieutic method:
Children’s Winsconsin: SOCRATIC QUESTIONS: to clarify accuracy and completeness of
thinking
eMentorConnect®: How do I Ask the Right Questions? Mentoring and the Socratic Method
FindAMentor.com: Socratic Mentoring. Do it.
Franco, Mário. (2016). ENTREPRENEURSHIP: Practice-Oriented Perspectives. Available
online. [Book]
Inc.: Things Socrates Can Teach You About Being a Better Mentor
Intel®: Designing Effective Projects: Questioning The Socratic Questioning Technique
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The explanation on socratic/maieutic in this handbook has been deduced from information from some of the
following links.
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Kwantlen Polytechnic University: Critical Thinking through Socratic Questioning
Max Maxwell: Introduction to the Socratic Method and its Effect on Critical Thinking
Megginson, D., & Clutterbuck, D. (1995). Mentoring in action: A practical guide for
managers. London: Kogan Page. Available online. [Book]
Mentorphile: Ask don’t tell
Nevers S. T., Melrose S. Commentary: Posing Questions to Support and Challenge -- A Guide
for Mentoring Staff. The Internet Journalof Allied Health Sciences and Practice. 2016 Jul
02;14(3), Article 2. Available online. [Article]
Paul, R. and Elder, L. (2006). The Art of Socratic Questioning. Dillon Beach, CA: Foundation
for Critical Thinking [Book]
Paul, Richard & Elder, Linda. (2008). Critical Thinking: The Art of Socratic Questioning, Part
III. Journal of Developmental Education. 31. Available online. [Article]
Professional Learning Board: 6 Types of Socratic Questions that Stimulate Learning
St-Jean, Etienne. (2013). The Effect of Mentor Intervention Style in Novice Entrepreneur
Mentoring Relationships. Mentoring & Tutoring. 21. 10.1080/13611267.2013.784061.
Available online. [Article]
StrengthsCape®: Top Tips On How To Be A Mentor – Socrates Mentoring Secret – The Art Of
Questioning
TalentC®: The Socratic Method – The Key to Effective Mentoring
The Foundation for Critical Thinking: Socratic Questioning by Binker A. J. A. [Book chapter]
The Right Questions: The Socratic Method and How to Use it as a Questioning Technique
University of Colorado Denver: Sample Questions for Critical Thinkers
University of Michigan: The Six Types of Socratic Questions
University of Nebraska-Lincoln: Socratic Questioning

6.5. Conflict resolution
Conflicts are misunderstandings or disagreements between people over e.g., values,
motivations, perceptions, ideas, desires or perceived incompatibility of actions and can occur
in any relationship e.g. personal, professional or wider society. They are normal and if dealt
with in the right manner, they can even be healthy leading to a stronger bond between those
involved. This goes to say that conflicts that are ignored or not dealt with properly can have
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detrimental effects to relationships. As a result, it is crucial that both mentors and mentees,
and especially the former, have suitable skills for dealing with conflicts in a positive way.
Like with the different topics discussed in Chapter 6 of this handbook, there are different
techniques of conflict resolution. Here, the focus will be on the “interest-based relational
approach” developed by Roger Fisher and William Ury and published in their book “Getting to
Yes: Negotiating Agreement Without Giving In” in 1981. Additionally, general guidelines of
dealing with conflicts are also be provided to guide difficult conflict-related conversations.

General guidelines for dealing with conflicts in the mentoring relationship:
§

THE relationship over winning an argument: When dealing with a conflict with a
mentee, rather than focussing on “winning” the argument, both parties’ interests and
especially that of the mentor, as the more experienced in the relationship, should be
on building the relationship between himself or herself and his or her mentee.
Therefore, rather than focussing on “being on the right” he or she should put a genuine
interest in respecting and understanding the mentee’s viewpoint and in the ability to
communicate his or her viewpoint to the mentee in a respectable, eye-level manner.

§

Focus on coming up with solutions rather than assigning blame: A conflict may stem
from the building up of tension caused by a string of actions over a period of time or
from a specific situation. However, when it becomes a fully blown disagreement, rather
than focussing on the past actions, one should try to understand the reason for the
conflict and focus on the present situation and what the parties involved can currently
do to solve the problem rather than trying to assign blame for the situation in the first
place. Assigning blame becomes irrelevant and only the search for a fitting solution for
all parties involved is at the forefront.

§

Get rid of an ant hill before it turns into a mountain: People in different kinds of
relationships are bound to have disagreements or act against the expectations of the
other at some point. Problems can often be prevented from becoming serious conflicts
when ground rules for the relationship exist. As such, resolving conflicts should be a
fixed discussion point when developing the mentoring agreement. This will make it
clear to both parties, how they are expected to handle difficult situations. With time
and work on the mentoring relationship, growing trust between the mentor and
mentee will increase the ability of both parties to effectively communicate to the other
about things that they don’t like as soon as they happen. This will therefore prevent
small things from building up and finally exploding out of control putting the mentoring
relationship at risk and at the same time, it will increase trust and understanding
between the mentor and the mentee.
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§

Be willing to get over it: Once a resolution has been reached, close the chapter and
avoid going back to the conflict. Instead, implement any agreements reached to move
on from the situation and continue with the mentoring relationship as planned.
Bringing up the conflict after it has been resolved only adds insult to injury.

§

Be willing to seek mediation when you can’t reach an agreement: Should a mentor and
his or her mentee be unable to solve a conflict jointly, the YMCB national coordinator,
who can mediate in such situations to facilitate reaching a solution that works for and
respects both the mentor and the mentee, should be engaged. This should not be seen
as a weakness; but rather as an opportunity, as a fresh set of eyes and ears can help
the mentor-mentee pair reach an impartial resolution by helping break the stalemate.

The interest-based relational approach is premised on respect of individual’s viewpoints at
the same time supporting the individuals from being too attached to them. This approach
separates the problems from the people and their emotions; hence enabling conflict
resolution while maintaining positive personal relationships. This is important as conflicts are
bound to happen and for the mentoring relationship to be successful, both the mentor and
mentee need to be in a positive space after a conflict to continue working together to achieve
the jointly set goals for the set duration of the mentoring relationship. Additionally, this
approach encourages joint resolutions of problems based on mutual respect and
understanding.

The five-step process of conflict resolution using the+ interest-based relational approach:
1. Set the scene for the discussion: The mentor sets the scene by explaining the
importance of cooperating to jointly solve the problem. It is vital for the mentor to
state clearly that that both him or her and the mentee have had a role to play in the
occurrence of the problem and it is not completely one or the other’s fault, i.e. not
one-sided. By addressing the problem jointly and not referring to each other’s
personalities but rather trying to understand the different viewpoints involved and in
a respectful manner, there is a high chance that the conflict can be resolved peacefully
and might even result in a stronger relationship between the two of them. The mentor
should suggest the ground rules for the discussion; that is, the importance of being
open in the conversation, actively listening12 to one another without being defensive,
judgemental or interrupting them to correctly hear and understand what they are
saying. The mentor should encourage the mentee to take notes so that he is able to

12

See Chapter 0 on active listening skills.
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ask questions once the mentor has explained his or her viewpoint; the mentor should
also take notes when the mentee explains his or her viewpoint on the issue.

This process or whatever conflict resolution technique the mentor may choose
to use in an attempt to resolve an issue in the mentoring relationship should be
done in person. Both the mentor and mentee should refrain from using written
communication such as e-mails, instant messages or other electronic
communication when trying to resolve a conflict, as such communication
means can easily be misunderstood leading to an escalation of the issue
altogether.
2. Explain each point of view: The mentor then goes on to explain what he or she
perceives to be the problem from his or her point of view. While doing so, the mentor
should set a good example for the conversation by communicating in a positive, neutral
manner avoiding blaming the mentee by using an adult, assertive language rather than
an aggressive style.

When explaining their viewpoints, both the mentor and mentee should avoid
“you” statements and rather use “I” statements to ensure that the other
doesn’t feel personally attacked.

Communication13 can create or solve conflicts. Therefore, it is important for the
mentor to pay special attention to ensure that he or she correctly understands
what the mentee is saying and at the same time communicate effectively to
ensure that his or her message to the mentee is correctly received. Here,
especially the sub-chapter on “clarification” (Chapter 6.1.3) and “ability to ask
the right questions” (Chapter 6.4.2) can come in handy. This sort of effective
communication will ensure that “little issues” are dealt with immediately and
don’t become “big issues” which would be more complex to solve.
After the mentor has explained the problem from his or her point of view, he or she
invites the mentee to ask any clarification questions14 and to offer his or her viewpoint
after all the clarification questions have been answered satisfactorily. While the
mentee explains his or her viewpoint, the mentor observes the same rules of openness

13
14

See Chapter 6.1 on active listening
See Chapter 6.4.2 on the ability to ask the right questions
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and active listening, takes notes and only asks clarification questions after the mentee
has finished explaining his or her point of view.

After setting the scene, the mentor may give the mentee the chance to explain
his point of view first. This will signal to the mentee that he or she is being taken
seriously and the mentor lays a strong importance in understanding his or her
viewpoint which might make him or her more receptive to understanding
where the mentor is coming from. In deciding whether to let the mentee
explain his or her viewpoint first, the mentor should use his or her intuition to
determine whether the mentee is open enough to do so or very tensed up
about the situation. In case of the latter, it might be better for the mentor to go
first and by releasing positive energy while explaining his or her viewpoint on
the situation and also act as an example of how the mentee should best go
about telling his or her perspective on the issue. Should the mentee be unsure,
of what is best in this situation, it might be advisable to allow the mentee the
opportunity to decide who explains his perspective first once the scene has
been set by the mentor.

Take the concerns of each other seriously as trivial as they may seem to you;
failing that, these “small problems” might lead to irreconcilable differences due
to strong feelings being triggered by the involved parties feeling that their needs
are not being taken seriously.
3. Agree on where the conflict lies: After having listened to both points of view and
clarifying any aspects that were unclear, it is important, if the problem is to be solved
jointly, that both the mentor and the mentee reach the same understanding of the
problem. At the very least both the mentor and the mentee should understand each
other’s perception of the problem. Ideally, however, the mentor and mentee will reach
a common perception of the problem through establishing the facts relating to the
problem.
4. Brainstorm possible solutions: By reaching the same perception and understanding of
the problem in the previous step, it is then vital that both parties are involved in the
generation of possible solutions; this ensures that both parties feel included and are
more likely to be satisfied with the outcome. To do this, the mentor can lead a
brainstorming exercise. Both he or she and the mentee should feel that they are able
to contribute ideas without judgement which will not only lead to openness in the
generation of ideas but also in the acceptance of different proposals.
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5. Negotiate a solution: The aim of this process is to come up with a solution that is
mutually acceptable or mutually satisfactory to both the mentor and the mentee and
then to take the respective action. By this stage, the most appropriate solution might
already be obvious. If not, the mentor and mentee should explore all the options
suggested and discuss each one of them in a constructive and respectful manner
irrespective of whose suggestion it was and finally decide on one or more that fits both
well.
This process may uncover serious differences between the mentor and the mentee
that cannot be solved jointly. In this case, the mentor should engage the YMCB national
coordinator as mediator.
If the conclusion reached by both the mentor and the mentee after a conflict is to
prematurely end the mentoring relationship, the mentor should inform the YMCB
national coordinator as soon as possible to facilitate ending the relationship without
any animosity and ensuring both parties are protected.
Mentee needs may change over time and it may not be possible for a single mentor to
respond adequately. If the mentor reaches a point where he or she feels that he is no
longer able to productively and constructively support the mentee, he or she should
contact the YMCB national coordinator immediately.
Further reading resources15 on conflict resolution:
Edmonds college: Conflict Resolution Skills
Hudson, P. (2014), Queensland university of technology: Conflicts and conflict resolution
strategies in mentor-mentee relationships.
Lifehack: The Secret to Effective Conflict Resolution: The IBR Approach
MindTools: Conflict Resolution - Using the "Interest-Based Relational" Approach
Oregon health and science university (OHSU), school of medicine, mentoring: Resolving
conflict
Pathways Coaching: Understanding The "Interest-Based Relational Approach" to Conflict
Management
Pivotal Education, Behaviour Specialists, A Division of CPI: Understanding the theory: The
interest-based relational approach
15

The explanation on conflict resolution in this handbook has been compiled from information from the
provided links.
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Resolution People: Conflict Resolution – How to manage difficult situations in the workplace
Resource Performance Management (RPM): The IBR Conflict Management Strategy
Swenson College of Science and Engineering: Challenging mentoring relationships çFaculty
Mentoring Program
UCSF Faculty Mentoring Program: Effective communication in mentoring

6.6. Adult learning
Unlike the term pedagogy, which in Greek means “child-leading”, andragogy refers to “manleading”, a term coined by Dr. Alexander Kapp in 1833 and popularised in the 70’s and 80’s by
Dr. Malcolm Knowles who used it synonymously to adult education. Knowles argued that
there six main assumptions of adult learners differentiate them from child learners:
1. Self-concept: “As a person matures his/her self-concept moves from one of being a
dependent personality toward one of being a self-directed human being”
“In its broadest meaning, self-directed learning describes a process in which
individuals take the initiative, with or without the help of others, in diagnosing
their learning needs, formulating learning goals, identifying human and
material resources for learning, choosing and implementing appropriate
learning strategies, and evaluating learning outcomes.”
Interpretation: Adults have a deep desire to be treated and perceived by others as able
to take responsibility for themselves e.g., adults expect to take responsibility for their
learning, their decisions and lives in general. Resentment occurs when adults feel that
others are imposing on their wills and that they are not being included in decision
making processes that involve them. Nevertheless, although adults have a great desire
to be more autonomous as learners, often they’ve been trained to be dependent
leaners. Therefore, there is often a need to find ways to facilitate how to retrain adults
to be self-directed learners.
Application of the first assumption of andragogy to mentoring in the YMCB support
scheme:
§ The mentoring relationship should be based on mutual trust, respect and
support.
§ To facilitate the mentees to be self-directed learners, the mentor should act as
a facilitator rather than an expert or a tutor.
§ The mentor should emphasise and regularly remind his or her role as facilitator
to the mentee in a bid to train the mentee to be more self-directed; ensuring
that the mentee takes responsibility for his or her business idea, development
and related decisions.
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§

§

§

§

§

§

The definition of the goals and objectives as well as the ground rules and
boundaries of the mentoring relationship (documented in the mentoring
agreement) should be directed by the mentee in the spirit of taking
responsibility for his or her business. The mentor should guide the mentee
through this process, keeping his or her expectations in check and exposing any
blind spots.
The mentoring sessions should take place in locations that create safe, nonthreatening, informal ambience for the mentee to openly share ideas and
experiences. Therefore, formal learning environments that remind mentees of
formal education should be avoided.
The mentee should drive the planning process of the mentoring relationship
i.e., scheduling the meetings, jointly agreeing on the action points, sending out
the agenda for subsequent meetings and sharing responsibility with the mentor
in terms of implementing the action points.
The mentor should facilitate a regular progress review. Instead of evaluating the
mentee’s progress, the mentor should encourage the mentee to reflect about
his or her progress and self-evaluate.
The mentor should allow room and provide the right environment for the
mentee to ask questions and guide him or her towards finding his or her own
answers.
Each meeting with the mentor should be wrapped-up by reflecting on the
action points for both the mentor and mentee to achieve the desired goals.

2. Experience: “As a person matures, he/she accumulates a growing reservoir of
experience that becomes an increasing resource for learning.”
Interpretation: In general, compared to children and the youth, adults have a richer
foundation of experience to which they bring to learning and to which they can relate
new experiences. This should be acknowledged, and efforts should be made to tap into
them. These experiences vary greatly from person to person. Consequently, there is a
need for individualised learning plans. Furthermore, in many ways, in themselves,
adults are the richest resource of learning for one another. Hence, encouraging group
activities and introducing experiential learning techniques can be very beneficial.
Having said this, often, through their vast experiences, adults have acquired a large
number of fixed habits and patterns of thought that can have negative implications to
their learning. To reduce these personal biases, it is necessary to provide adults in
learning situations opportunities for self-reflection to support them in being more
open-minded.
Application of the second assumption of andragogy to mentoring in the YMCB
support scheme:
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§

§

§

§

In the early phases of the mentoring relationship, it is vital for both the mentor
and the mentee to invest a lot of time in getting to know each other. This not
only helps to build trust, but it also gives the mentor especially, a better idea of
the mentee’s background, what he or she has gone through in life in general as
well as any experiences in the entrepreneurial scene and possibly his or her
previous experiences in learning. In this way, the mentor is able to draw from
and reference the mentee’s experiences (positive and negative) in supporting
him or her to reach their set objectives; thereby enabling also learning from
experiences. Acknowledging and referring to the mentee’s experiences,
emphasises the mentor’s interest in and respect of the mentee and works
towards building trust.
In the joint development of the action plans, the mentor should encourage the
mentee to take on tasks with an emphasis on application. This also applies to
other activities that the mentor can suggest for the mentee (see section 5.5).
Each mentee in the YMCB support scheme together with their mentors will
develop an individualised mentoring agreement which is specifically tailored
and focussed on the needs of the mentee. The individual interaction between
each mentor with their assigned mentee works on these individual needs at a
personal level.
The budding entrepreneurs in the YMCB support scheme will not only be able
to share their experiences in the training section of the scheme, but also in the
forum meetings which are part of the mentoring. Here all the mentees, the
sector-specific mentors, cross-disciplinary mentors and guest speakers will
come together to discuss topics of interest to them in the entrepreneurial field.
This enables tapping into the learners’ experience further.

3. Readiness to learn: “As a person matures his/her readiness to learn becomes oriented
increasingly to the developmental tasks of his social roles.”
Interpretation: Often, adult’s readiness to learn is directly linked to a specific, current
need in their lives. As a result, if adults need to do something new or something better,
i.e., out of necessity, in order to make an improvement in their life situations, they
become willing and ready to learn. As a result, timing is key; the need has to be actual.
At the same time, readiness can be prompted by the facilitator through support in the
identification of gaps and introduction of new role models.
Application of the third assumption of andragogy to mentoring in the YMCB support
scheme:
§ All the budding entrepreneurs in the YMCB support scheme have chosen to
voluntarily take part in the programme with the aim of becoming established
entrepreneurs. This choice alone shows their readiness to learn.
§ In the mentoring relationship, the mentor will play a very central role in
supporting the mentees to identify their specific roles; possibly boosting their
need to learn.
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§

One of the key roles of the mentor (see Section 3) is to act as a role model to
their mentee. In this way they provide their mentees with inspiration to pursue
other goals that they had not yet defined.

4. Orientation to learning: “As a person matures his/her time perspective changes from
one of postponed application of knowledge to immediacy of application, and
accordingly his orientation toward learning shifts from one of subject-centeredness to
one of problem-centeredness.”
Interpretation: Adults learn best when the content is directly relatable to their reallife situations and at the same time, when that learning brings about knowledge and
solutions that can be used to solve their present problems or meet their present
needs immediately.
Application of the fourth assumption of andragogy to mentoring in the YMCB support
scheme:
§ The mentor-mentee relationship is based around meeting the goals of the
mentee in relation to setting-up a business in the involved country. Hence, the
learning that takes place in this situation is problem centred.
§ Each meeting between the mentor and mentee will cover specific agreed points
after which action points are decided on and these are implemented by both
the mentor and mentee within an agreed period of time, immediacy.
5. Motivation to learn: “As a person matures, the motivation to learn is internal.”
Interpretation: In learning, motivation to learn plays a central role. Whereas adults are
also motivated by external motivators, the most effective motivators for adults are
internal. Extrinsic motivation is characterised by the desire to meet expectations or
avoid consequences set by others or external factors e.g., need to: renew old skills or
learn new ones, adapt to job changes and comply with new or changed directives etc.
Intrinsic motivation, on the other hand, is characterised by the inherent desire to
follow the course of an activity because it for example makes them feel good, improves
their self-esteem and self-confidence and gives them a sense of accomplishment etc.
Facilitators can bolster participants’ intrinsic motivators by regularly acknowledging
and appreciating their contributions, treating the participants in a respectful manner
and even drawing on participants’ backgrounds can help a learner feel valued and
respected.
Application of the fifth assumption of andragogy to mentoring in the YMCB support
scheme:
§ Through the frequent interactions between the mentors and mentees, mentors
are encouraged to acknowledge the mentees’ contributions especially with
regard to the set goals and objectives as well as with regards to the set action
points.
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§

§
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§

Especially at the final session (see Section 5.4), the mentor should recognise all
the progress that the mentee has achieved throughout the mentoring
relationship and encourage him or her to continue pursuing their goals.
One of the roles of the mentors is to support the mentee to be self-reliant. The
ability to be self-reliant promotes the intrinsic motivation of the mentee; hence
increasing the likelihood of the mentee achieving his or her ventures.
The mentor can also support to increase the mentee’s motivation by advising
him or her on interesting courses, trainings, workshops, events etc. that can
work towards achieving their goals.
The mentor is encouraged to learn as much as the mentee is willing to expose
about his personal and entrepreneurial life and experiences and apply this
knowledge in the mentoring relationship which can on one hand support the
mentee in furthering themselves through real-life lived examples and also as a
sign of respect and valuing of the mentee.

6. Relevance: “As a person matures, he/she increasingly needs to know why he/she needs
to learn something.”
Interpretation: Adults learn best when they know why they should be learning
something, i.e., “What is in it for them”. Therefore, before embarking on a learning
venture, it is of outmost importance to gain an insight of what exactly the adults in
questions want to learn and the facilitators should integrate these wishes into the
learning plans. This assumption is closely interlinked with the third and fourth
assumption, i.e., that the learning content is directly connected to a real-life need and
the application is immediate. Sometimes, although adults may need to learn
something to directly a meet a real-life need, they may not know. As a result,
facilitators should make them aware and convince them of this need.
Application of the sixth assumption of andragogy to mentoring in the YMCB support
scheme:
§ When developing the mentoring agreement, it is of utmost importance that the
mentor provides the mentee with the space and freedom to define his or her
own goals for the mentoring relationship. This will ensure that the mentee takes
responsibility for seeing these goals through.
§ At the same time, being the more experienced party, the mentor may be able
to identify some skills gap that the mentee would need to fill in order to achieve
their set objectives. Should the mentee not be aware of this, the mentor should
make a good case for the mentee especially relating the gap to the mentee’s
needs and the immediacy of application. While doing this, the mentor should
make sure that he is not telling the mentee what to do or what he needs, rather
the mentee should come to this conclusion on his or her own through the
exercise of jointly identifying the mentee’s strengths and weaknesses.
§ Both the mentor and mentee should regularly review the identified goals,
determine which have been achieved, whether other strategies are required to
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achieved the remaining goals, adding new goals that had not yet been defined
or those that emerged through mentoring relationship.
Further reading resources16 on adult learning:
Andragogy academy for teaching and learning
Black ink training: Malcolm Knowles’ Six Assumptions for Adult Learners:
Consortium national de formation en santé (CNFS) – Volet Université d’Ottawa: The six
principles of andragogy
Cornerstone University: A Simple, Easy To Understand Guide To Andragogy
eLearning INDUSTRY: 9 Tips To Apply Adult Learning Theory to eLearning
eLearning INDUSTRY: Instructional design: The Adult Learning Theory - Andragogy - of
Malcolm Knowles
eLearning INDUSTRY: The Adult Learning Theory – Andragogy (pdf)
eLearning INDUSTRY: The Adult Learning Theory – Andragogy – of Malcolm Knowles
(slideshare)
eLearning INDUSTRY: The Adult Learning Theory – Andragogy – of Malcolm Knowles (pdf:
Thursday 9 March 2013)
HRDEVELOPMENTINFO: Malcolm Knowles and the Six Assumptions Underlying Andragogy
Infed: Andragogy: what is it and does it help thinking about adult learning?
infed: Malcolm Knowles, informal adult education, self-direction and andragogy
infed: Self-directed learning
InstructionalDesign.org: Andragogy (Malcolm Knowles)
Journal of Extension: Training and the Needs of Adult Learners (Ota, Carrie & Dicarlo, Cynthia
& Burts, D.C. & Laird, Robert & Gioe, C.. (2006). Training and the needs of adult learners.
Journal of Extenstion. 44.)
Journal of Interactive Online Learning: Evaluation and Application of Andragogical
Assumptions to the Adult Online Learning Environment (Blondy, Laurie. (2007). Evaluation and
Application of Andragogical Assumptions to the Adult Online Learning Environment. Journal
of Interactive Online Learning. 6.)

16

The explanation on adult learning in this handbook has been compiled from information from the provided
links.
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Learning theories: Andragogy – Adult Learning Theory (Knowles)
ROI Leaning Services: How to Teach Adult Learners

6.7. Networking
Networking, especially for mentoring relationships with budding entrepreneurs, is a vital
component of these relationships. Mentors recruited into the YMCB support scheme are
people who have succeeded in setting up and running their own business or have a wealth of
experience in areas important to any business. Based on this experience, mentors are
expected to have wider networks than mentees and are encouraged to not only share valuable
contacts with their mentees, but to also instil networking skills in them, which for
inexperienced people and especially for the participants of the YMCB support scheme who
would like to found a business in a country other than their country of origin, can be
considered a daunting experience. The foundation of the mentoring component in the YMCB
support scheme is mutual benefit for both the mentors and mentees. In terms of networking,
the mentors may be expected to give more than they receive based on their experiences,
however, they may also benefit from the mentees’ networks and also refreshen their
networking skills in a bid to impart these on their mentees.
A mentor can support the mentee’s networking skills and help him or her expand his or her
networks in the following ways:
1. Discuss the role of networking in business: The mentor should discuss the role of
networking in business with his or her mentee. It might be the case that the mentee
may be used to acting as an “island” or may not know the added value of networking.
Furthermore, the mentor should stress on the importance of reciprocal relationships.

People do not like to get used!

Networking can be a daunting task for some people. The mentor should therefore not
force the mentee to network if he or she is not ready, instead together, they could
practice mock networking scenarios to get the mentee ready.
2. Develop and practice a 30-second “elevator pitch”: The mentor can support the
mentee in developing a short (up to 30 seconds) and effective description of his or her
business idea. This can be put to use when the mentee is meeting people who may be
useful in helping the mentee put his or her idea into practice.
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After developing the elevator pitch, the mentor is encouraged to organise a meeting
between the mentee and a person in the mentor’s network who is close to the mentor
and able to give him or her feedback on the mentee’s elevator pitch and networking
style to be able to train the mentee on this skill further for future, larger networking
possibilities. During such a meeting, the mentor should not be present and even better,
the mentee should be encouraged to set up the meeting by himself or herself to
encourage self-reliance.
3. Identify local business associations that provide networking opportunities: Different
branches have associations that offer networking opportunities. The mentor and the
mentee could research search groups in the mentee’s area of interest. The mentor
should encourage the mentee to explore these opportunities and discover what he or
she needs to join them and go as far as to joining them or speaking to some of their
representatives to determine whether they are a good fit. If appropriate and the
mentor is willing, he or she can accompany the mentee to such events.
4. Explore own network in relation to the mentee: The mentor should explore his or her
own network and determine in how far which people can be helpful to the mentee.
The mentor could then prepare a letter or an email to introduce the mentee to the
relevant people. The mentee should then take responsibility and connect with these
people on his or her own.

If possible, the mentor should accompany the mentee at least to the first meeting with
business association or people in the mentor’s network, to see for himself or herself
the networking abilities and the elevator pitch of the mentee in real life and if need be,
help refine them. At the same time, the mentor should take care not to take over the
discussion and speak for the mentee, instead the mentor should leave enough room
for the mentee to create his or her own success.

In some cases, the mentor may know of a particular person in his or her network who
could help the mentee overcome a specific obstacle. Instead of contacting this person
directly, the mentor should discuss the opportunity with the mentee and depending
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on whether the mentee wants to take advantage of it, the mentor should facilitate the
connection but then let the mentee lead the conversation.
5. Brainstorm relevant professional networking events: Together with the mentee, the
mentor should brainstorm possible, relevant networking events over the duration of
the mentoring relationship which the mentee should attend (when necessary, together
with the mentor) to expand his or her network. Furthermore, the mentor can get
information about such events from his or her network for the mentee.
6. Research relevant informal events: In many countries there are many informal
networks of people on different kinds of topics. The meetings for these networks are
often very open and are geared towards getting people with similar interests and needs
together. One example is the www.meetup.com platform where anyone interested in
a specific topic can start a group that can be attended by anyone interested in real life.
Such informal events offer a person a lot of time to talk to other like-minded people
and can often lead to lasting and supportive relationships.

The mentor should remind the mentee, especially with regards to networking in
person, that it is important to build a rapport with the people he or she is meeting and
not about selling himself or herself or the business idea. The better the rapport the
more likely one is open to be supportive.

A genuine connection or a genuine conversation with a few people at an event rather
is likely to be more fruitful than pressing your business card to 100 people, with whom
you barely exchange words, at an event.
7. Use social media networking: In this day and age, social media has taken an important
role in many areas of life. Like many other things it can be useful, but also destructive.
With regards to the former, both the mentor and mentee should research and join
groups that can be useful for the mentee’s business. With regards to the latter, both
the mentor and mentee, should go through the mentee’s social media presence and
refine it to ensure that his or her media persona corresponds to an image that can be
taken seriously. This is especially important as it has been known that many employers
or funders research people’s private social media accounts and its contents often play
a role in the decisions taken.

The Entrepreneurial Capacity Building for Young Migrants (YMCB) project (no. SI2.789119)
has received funding from the European Union

Especially when looking to expand one’s professional network, the platform LinkedIn
can be very useful. Twitter may also be helpful and informative once one follows the
“right” people.
8. Refer mentee to professional immigrant or cultural networks: As YMCB mentees are
all migrants, connecting with other people who have gone through moving and settling
into a new country may help them not only socially or with settling tips, but may also
inform about some legalities in starting a business that the mentor may not necessarily
know. As a result, if possible, mentors are encouraged to connect their mentees to
relevant professional immigrant and cultural networks.
9. Encourage the mentee to attend relevant short-courses to improve his or her
industry-related skills: Once the mentor carry’s out the SWOT analysis17 with his or her
mentee, the skills that the mentee is lacking to successfully found his or her business
will come to light. In this case, together with the mentee, the mentor should look for
affordable, relevant short courses for the mentee to improve or get some new relevant
skills altogether. Here, it is important that the mentor not only encourages the mentee
to attend these courses, but also encourages him or her to network with the other
participants and trainers of the courses.

Remember, sometimes, it is not about what xou know but who you know!
Further reading resources18 on networking:
AIChe: Networking: The Benefits of Having a Mentor
rise: How mentor's can facilitate networking
SkillsYouNeed: How to Network
triec Mentoring Partnership: Facilitating Networking Opportunities for your Mentee

7. The don’ts of being a mentor
This handbook has described in detail what one needs to do to be an effective mentor; hence,
alluding of what mentors should avoid to avert pitfalls in mentoring relationship. To increase
clarity, this section of the handbook directly highlights some of the most common and most
impactful pitfalls.
17

See Chapter 6.4.1 on SWOT analysis.
The explanation on networking in this handbook has been compiled from information from the provided
links.
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Remember, don’t:
1. Presume that the development of the mentoring agreement is trivial. Especially the
definition of the ground rules and boundaries of the mentoring relationship during the
development of the mentoring agreement is crucial for a fruitful and successful
mentoring relationship. If the roles, rules and boundaries are undefined or
inadequately defined, the chances that difficulties in developing trust and the
relationship in general will be encountered are high. These rules and boundaries
should be defined at the start and regularly revisited.
2. Assume that your schedule always has priority. Both you and the mentee are bound
to gain from the mentoring relationship. In addition, as in any relationship, the
mentoring relationship should be guided by virtues such as mutual respect and
appreciation. The more meetings one misses or reschedules the longer or the more
difficult it becomes to build trust which is key to the mentoring relationship.
3. Take over i.e. for example expect the mentee to always take your advice at face value
or based on your vast experience assume that you know what is best for the mentee
or even make decisions for them. Mentorship is mostly a discussion and / or guidance,
but ultimately the mentees should always make their own decisions.
4. Do most of the talking. It is important that the mentees are given enough room to
express their objectives, ideas, challenges etc. A mentor is supposed to guide the
mentee to be able to identify and express their needs in the first place and secondly
jointly come up with possible solutions and action points. If the mentee feels respected
and heard, this not only instils confidence in them, but it also enables them to take
more ownership of their business creation journey. As such, even planning the agenda
for the meetings should be a joint action and the mentee should be responsible for
sharing the action points after a meeting as well as the agreed agenda for the next
meeting.
5. Create dependency. One of the main goals of the mentoring relationship is for the
mentors to support and encourage the mentees to be self-reliant. The formal
mentorship within the YMCB support scheme will last for a fixed duration of time and
it is vital that the mentees are able to stand on the own after the scheme.
6. Assume responsibility for the success or failure of mentee’s goals or needs. The
mentors should be very clear on their roles and limits and at the same time understand
that it is not up to them for the mentees’ business ideas to succeed; this is ultimately
the responsibility of the mentees. The success of the mentees’ business ideas is tied to
numerous complex factors that are not dependent on the mentors alone; the main role
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of the mentors is to support the mentees to overcome any challenges and
independently find solutions.
7. Expect to solve all problems. The mentoring in the YMCB support scheme lasts over a
period of 7 months. It is unlikely that all the goals up to starting a business of a mentee,
especially when they are in the very early stages of business development can me met
during this time. Therefore, the mentor should keep this in mind especially when
developing the mentoring agreement and keep the mentee’s expectations in check.
Additionally, the mentors are not expected to know everything regarding
entrepreneurship. They should be aware of this and be open and confident enough to
tell the mentee when they are unable to help and at the same time be open to explore
other avenues e.g., through their network that could support.
8. Be afraid to show or admit weakness. One of the roles of the mentor is to be a role
model. This involves sharing both successes and failures. It has been proven that
sharing experiences of things or situations that didn’t go to plan may be important
learning opportunities for mentees. Therefore, don’t shy away from this – it’s human
to have experienced and overcome (or not) challenges in life and business!
9. Neglect agreed commitments without explanation. As much as possible, both
mentors and mentees should follow the action points that they define throughout the
mentoring process. If one is unable to meet commitments at all or in the defined time,
it should not just be ignored but rather openly discussed and new solutions or new
approaches put in place.
10. Give up on the mentoring relationship in the first instance that the mentee seems
disinterested and disengaged. If the mentee doesn’t respond to communication, the
mentor should try and remind him or her the benefits of mentoring. Should this fail,
the mentor can enlist the support of the national coordinator to mediate in such a
situation. In other cases, after realising the challenges they will need to overcome to
start their business, it is not untypical that they might lose interest or hope in starting
the business at all. In this case the mentor should continue encouraging the mentee
that the challenges can be overcome and concretely discuss possible solutions with the
aim bringing back their drive.
11. Ignore considerable differences with the mentee in terms of values or personality.
One of the main pitfalls in the mentoring relationship is failure to hit it off or difficulties
in gelling together between the mentor and mentee based on personality traits or
values. Although it might be a difficult problem to identify or even to accept, it is
important that the mentor reports such a problem to the national coordinator as soon
as possible to, if possible, rematch the mentors and mentees.
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12. Intrude into areas that the mentee wishes to keep private. In developing the
mentoring agreement, confidentiality is one of the key pillars. In discussing this, both
parties should be open about which aspects of their business and lives they would or
wouldn’t like to share and both should respect each other’s boundaries in this respect.
13. Use the mentee for own business gains. It would be unethical and a conflict of interest
for a mentor to use the mentee to advance their own business or needs by for example
hiring them for their business or partnering with them in their business, lending them
money etc.

8. How do I really know that the mentoring relationship is
working well?
It is quite common for the mentor in a mentoring relationship to wonder whether the
relationship is working or not. Other than direct feedback from the mentee, figuring out
whether the mentoring relationship is working is not so straightforward, but there are some
indications of this:
§

The mentee takes the appointments with their mentors seriously: They always turn up
and rarely have to postpone a meeting and when they do meeting, they inform the
mentor well in advance. The mentees also come prepared for the meetings having
completed their action points and with further questions or ideas.

§

The mentor has regular contact with the mentee.

§

The mentors feel that they are getting along well with the mentees on a personal and
professional level. The mentees seem comfortable and seems to openly share both
personal information and information related to their business e.g., goals, challenges
etc. without having to probe.

§

The mentor is able to notice improvement in the mentee’s personal and business skills
and that they have learnt new things from the sessions.

§

The mentors notice that they are becoming invested in the mentee in the sense that
they feel valued, really “hear” the mentees etc.

§

Both the mentors and mentees are reaching their defined goals for the mentoring
relationship.

9. Monitoring and evaluation
To gain insights into the YMCB support scheme as a whole, both the mentors and mentees
will be asked to complete a survey at the beginning of the scheme and at the end. The results
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of the survey will be handled anonymously and are aimed at providing important
understanding of the scheme that should be considered when scaling-up or replicating the
scheme in other cities or countries or re-running the scheme in the current pilot countries.
The national coordinator will provide the evaluation sheets to the mentors and the mentees.

10. Time commitment and compensation
YMCB mentors are asked to volunteer their time between February/March and
September/October 2020:
§
§
§

Approximately 10 hours for the mentors’ training (2-day training).
Around 12 hours for mentor-mentee relationship (6-8 meetings during the
programme, to be organised individually by the pairs: when, where, how long).
About 8 hours for attending forum meetings (4 meetings of about 2 hours every six
weeks).

The mentoring in the YMCB support scheme is based on a voluntary basis and the mentors
will not receive any financial compensation, nevertheless, participating in the mentoring will
impact both the mentors and mentees positively, as described in section 2 above.

11. Getting in touch
If you require any support regarding the YMCB support scheme, please contact the national
coordinators in:
Austria (if you send an email, please address it to both Carmen and Juliet):
Carmen Siller
Centre for Social Innovation – ZSI GmbH
Linke Wienzeile 246
1150 Vienna
Email: siller@zsi.at
Telephone: +43 1 495 04 42 - 44
Juliet Tschank
Centre for Social Innovation – ZSI GmbH
Linke Wienzeile 246
A – 1150 Vienna
Email: tschank@zsi.at
Telephone: +43 1 495 04 42 - 54
Belgium:
Nicolás Oliveri Ibaldi
AIEDL
Chaussée Saint-Pierre, 260
B – 1040 Brussels
Email: nol@aeidl.eu
Telephone: +32 2 736 49 60
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Italy:
Sabina Morosini
Oxfam Italy
Via P.da Palestrina 26r
IT – 50144 Florence
Email: sabina.morosini@oxfam.it
Telephone: + 39 055 3220895
Giulia Tacetti
Oxfam Italy
Via P.da Palestrina 26r
IT – 50144 Florence
Email: giulia.taccetti@oxfam.it
Telephone: +39 055 3220895
Netherlands:
Klaas Molenar
THUAS-FINE
Hugo de Grootstraat 20
NL – 2518 ED The Hague
Email: n.molenaar@hhs.nl
Telephone: +31 6 54 620 36
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Annex
The Mentoring Agreement
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Mentoring Agreement
YMCB support scheme is based on an innovative approach towards creating the appropriate
ecosystem to support young migrants entrepreneurship, which is being tested in four target
countries, Austria, Belgium, Italy, the Netherlands, with the aim to scaling up and replicating
it in other territories.
The relationship with mentors is the core of the project, enabling the improvement of
emerging business ideas through the interaction with experts in the given business sector
and national context.
This document shall serve as a basis to further elaborate the professional mentoring
relationship. It represents an honest commitment by both parties and is not legally binding.
1. Organizational Issues / Meetings
Contact details of both mentoring partners:
Phone Mentee:
__________________________
Phone Mentor:

__________________________

E-Mail Mentee:

__________________________

E-Mail Mentor:

__________________________

How and when do we prefer to be contacted (day/evening/weekend)?
___________________________________________________________________
___________________________________________________________________

How often will we meet?
___________________________________________________________________
___________________________________________________________________
Where do we meet?
___________________________________________________________________
___________________________________________________________________
2. Defining Goals
In which areas would we like to collaborate?
- _______________________________________________________________
- _______________________________________________________________
- _______________________________________________________________
What do we want to achieve? Define 2 to 3 goals that will be worked on by the signatories.
- _______________________________________________________________
- _______________________________________________________________
- _______________________________________________________________
3. Confidentiality and further agreements
§ You will hold all personal and professional information about your partner confidential.
This requirement will still be adhered to even after the mentoring ends.
§ The responsibility for a successful mentoring partnership is shared equally by both
partners.
§ During the mentoring, personal circumstances may change so that the mentoring cannot
be continued due to a variety of reasons. Both mentoring partners have the option to
prematurely end the mentoring relationship at any time but are requested to inform each
other and their contact person from the YMCB National Coordination (NC) team.
If problems occur during the mentoring or advice is needed, the YMCB team will be ready to
support throughout the mentoring process.
This document has three copies. One for each mentoring partner and one for the YMCB team.
__________________________
Place and date
_________________________
Mentee

__________________________
Mentor
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