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Why get a mentor?

A mentor is an experienced colleague who can provide invaluable guidance
as you begin your career and advance in it. They may work for the same
organisation, sector or be from a completely different background. It is
often better to choose a mentor who is also in your sector because he or she
will have an insight into your organisation that someone else won't.

Other benefits of getting a professional mentor include:

Access to insight and knowledge

Inspiration to go further and advance in your career
Boost in confidence and personal growth

You’ll gain a friend

Plus lots more!

Background

The Mentoring scheme for the IRMS was launched in 2015 and has had a
number of mentees work with their mentors to achieve a wide range of
things. From simply working towards their IRMS accreditation right the way
through to wider professional development and going for more senior roles.

In 2022 the Accreditation & Fellowship Subcommittee took on oversight of
the Mentoring programme to incorporate it into the wider programme of
work on professional development. From apprenticeships through to
Fellowships - ensuring members have everything they need to excel in their
career.

After a refresh the scheme was re-launched and is now underway looking at
2023 and beyond!

So, what is Mentoring?
We’ve included some examples of what mentoring looks like below:

“Mentoring is for the mentee. Most of all, for the mind of the mentee. |
think that Mentoring needs to focus on and develop the mentee’s finest
independent thinking about their work, their career, their life, their
dreams. The Mentor’s perspective is an important ingredient in this special
relationship. But it feeds. It is not the feast” - (Kline 2009)

“to help and support people to manage their own learning in order to

maximise their potential, develop their skills, improve their performance,
and become the person they want to be” - (Parsloe 1992)
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“off-line help by one person to another in making significant transitions in
knowledge, work or thinking” - (Megginson and Clutterbuck 1995)

“A learning relationship which helps people to take charge of their own
development, to release their potential and to achieve results which they
value” - (Connor and Pokora 2007)

We think mentoring is all of that, plus whatever the mentee and mentor
wants to make of it. Providing both the mentee and mentor are enjoying it
and the mentee is achieving their agreed objectives, what those objectives
are and how often you check in with each other is down to you both to
agree. Mentoring, therefore, is what you make of it in order to develop
yourself.

Governance

Having said that, there are some rules for how mentoring under the IRMS
works. Contained within this handbook are details of the criteria, rules on
behaviour, complaints, codes of conduct and other relevant information on
how Mentoring works within the IRMS.

Mentoring is currently overseen by the Accreditation & Fellowship
Subcommittee. This subcommittee is authorised by the IRMS Executive to
oversee the operational running of the mentoring scheme plus ensure its
review and ongoing development. To find out more information about the
work of the Subcommittee please visit www.irms.org.uk/accreditationsc.

Who is eligible for a mentor?

The IRMS wants to ensure that the Mentoring Scheme is as inclusive as
possible. Anyone from any background in the information and records
management profession can apply for a mentor. Our only stipulation is that
you are currently an IRMS member. This does include individual, corporate
and student/apprenticeship members but does not include affiliate
members.

As part of your application form we will ask you about your background,
experience and what you are looking to get out of having a professional
mentor. You therefore need to be someone that is ready to commit to your
own professional development and be willing to work with your mentor to
develop.
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Does my job title have to have 'Information’' or '‘Records’ in it for me to be
eligible to apply?

No. Application has been designed to be inclusive over a broad range of
skills and work practices within the fields of information management,
governance, knowledge management or any other allied profession,
including data management, Information Rights requests, archive services,
digital preservation, and librarianship.

Do I need to already have a qualification in information and records
management?

No. You simply need to be currently working or studying in the profession in
some manner. This could be in addition to your non-IRM role or your primary
role.

Applying for a mentor

The Mentoring Application forms are available at the bottom the Mentoring
page of the IRMS website (www.irms.org.uk/mentoring). Please note, you
will need to be signed in to your IRMS account to access the application
form at the bottom of the page.

As well as completing the form with your background and goals, we also
recommend confirming that you have the support of your current employer
to undertake a mentor. This is to ensure that any goals that are set that
need to be undertaken at work, you have the support of your line manager
in order to do them.

Once your application form is complete it should be submitted to
mentoring@irms.org.uk.

Applications are assessed by the mentoring team, overseen by the
Accreditation Subcommittee. We will take in your application, do some
basic checks on your membership status, then look to have an initial
discussion with you. From there we will pair you up with the most
appropriate mentor.

We will do our best to pair you with a mentor as quickly as we can but
please be aware that your most ideal mentor may already be working with a
mentee. We will update you every step of the way and you can decide if you
want to see if another suitable mentor is available.
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Confidentiality of your data

We recognise that having a mentor can mean that you and your mentor
discuss a number of issues - from the professional to the personal. While a
mentor is not a counsellor, we will nonetheless respect your confidentiality
and privacy over what you discuss between mentor and mentee. The
supporting team, for example, does not have access to your specific
discussions. Instead the mentor will update us on progress and, where we
are obliged to, report any concerns they may have.

We do not record mentoring sessions by default however if you and your
mentor wish to do so, that is something you shall both need to agree and
document.

Data Protection

The IRMS will be processing your Personal Data to process your application,
run your mentoring and as part of our record keeping requirements.

To apply for a mentor, we have a legitimate interest to collect information
from you on your professional background and objectives. Accreditation
application information is kept confidential and not shared outside of the
Mentoring team unless you request us to do so or it is absolutely necessary
to do so to protect yourself or others.

Your application data is shared with your mentor to manage your
mentoring and determine if the mentor is suitable for you. This data is not
published. If an employer wishes to confirm your mentoring progress with
us we will only share this with your consent.

You will receive a copy of your mentoring records when your mentoring
comes to an end. After which the IRMS will retain a copy for a period of 6
years from the date of your mentoring end.

You can see the IRMS’ full privacy notice at www.irms.org.uk/privacy.

The Mentoring process

While each mentor/mentee relationship is different, there will be some
core things that your mentor will do with you. These include the following;

Step 1: Application review & matching
After your application has been received we will review your details and set

up a quick discussion with a member of the mentoring team. This discussion
will just flesh out your application in a bit more detail to get a feel for you
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and what sort of mentor might be the best fit for you. After that call we will
match you with an available and most appropriate mentor.

Step 2: Initial discussion & goal setting

Once matched, your mentor will contact you to set up an initial meeting
either online or in person. In that initial meeting they will get to know you a
little more and see if you are both a fit. If either of you feel that you are
not suitable for the other, that is absolutely not a problem and please feel
free to say so. We want to ensure that you and your mentor have the best
experience together so if simple human chemistry means that might not
happen, we are happy to try another combination under we get the right
one. By the end of your initial meeting, especially if you both agree to work
together, you should have some provisional goals.

Step 3: Routine check-ins

You and your mentor will agree how often you want to check in with each
other and via what means. That can also mean agreeing to some ‘actions’ to
support your goals and the mentor may even set you some homework!
Remember, the more tangible actions you commit to and complete the more
likely you will be to achieve your goals.

Step 4: Annual reviews

The length of your mentoring period can vary and there is no ‘standard’.
Some have a mentor for a short period of time, others go on for years. All
are valid! If you are with your mentor for longer than 12 months the Mentor
will review with you at the end of that 12 months since you first started and
ensure you are progressing and are both satisfied with your progress. If
anything is wrong, it can be resolved then or if you both feel another
mentor might be able to take your actions a step further, we can reassign
you accordingly.

As we said above, the admin team won’t be privy to the conversations you
have with your mentor. They will only get involved if asked to or if we have
to.

Step 5: Mentoring completion

When you and your mentor think that you have what you need (or have
achieved the goals you wanted to and now don’t need a mentor) you will
have a final session together to tie up any loose ends and agree that this has
come to an end. We will ensure you have all records relevant to your
mentoring and would encourage you to think about becoming a mentor
yourself in your future.
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Setting goals:

Everyone sets goals differently. You and your mentor will need to agree how
and what goals to set. However, we train and encourage our mentors to
ensure that your goals follow the following;

e Are SMART (Specific, Measurable, Attainable, Relevant and
Time-Bound)

e Have a sensible strategy/approach to how you’re going to achieve
them

e Have an agreed monitoring approach to track progress with them

And fundamentally they must be goals that both you and your mentor are
happy with. So if they don’t feel quite right, feel free to tweak them and
revisit them as you go along.

Can | re-apply for a mentor in the future if I’ve already been through it?

Yes! Anyone can have a mentor at any stage of their career. So if you find
further on in life that actually you want to repeat the great experience you
had, you are very welcome too!

Safeguarding you and your mentor

We do not place anyone younger than 18 years of age with a Mentor.
Therefore we do not currently complete criminal background checks on our
mentors. Mentors do however have to apply for the position and are
interviewed and, if recruited, agree to a code of conduct before being
assigned a mentee.

If any mentee would like a specific mentor based on their specific
background, gender, race or sexuality etc. please let us know in your
application discussion and we will do our very best to respect your
requirements.

If you have any concerns about the conduct of a mentor or mentee during
your mentoring experience this is to be reported to the Secretary of the
Society as soon as possible. The Secretary, in line with the Societies main
complaints and conduct rules, will investigate and take appropriate action
where appropriate.

The Society takes any and all accusations of any form of inappropriate

behaviour seriously and encourages anyone that feels uncomfortable with
their mentor or mentee to report it as soon as you can.
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Complaints

If you are not happy with any element of the mentoring process you can
lodge a complaint with the Society via the IRMS Complaints Process.

Becoming a mentor

If you want to become a mentor, regardless of if you were a mentee or not,
we would encourage you to do so! In order to be eligible you need to meet
the following basic criteria;

1) At least 7 years experience in the field of IG/IRM. If you are an
Accredited member we will accept 5 years plus accreditation

2) Able to demonstrate soft skills such as coaching (examples will be
requested in the application form)

3) Willing to commit to the mentoring process and code of conduct

4) Mentors do not need to be members of the IRMS but they need to be
willing to engage with and support the aims of the society

Further information can be found in the role profile available online.

If you think this is for you then complete the online application form and
send it to mentoring@irms.org.uk. We will then set up an online ‘discussion’
with you to get a feel for you and you as a mentor. If we think you’d be a
good fit, we’ll ask you to sign up to the Code of Conduct and we’ll get you
paired with a mentee as soon as we can (after some training first).

Further guidance & support

If you have any queries that have not been addressed by this guidance

please do get in touch via accreditation@irms.org.uk.
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