Irms
Code of Practice for Mentors

Purpose

Mentors play a vital role in supporting the professional development of our
members. As a mentor, you can have a vital and key role in someone’s professional
career and life. As such, as you will be placed in close 1:1 contact with
professionals from the age of 18 and above, we expect you as a mentor to commit
to the highest standards of professional practice.

Becoming an Mentor

Anyone that meets the criteria can apply to be a mentor. Applicants fill out the
application form online and submit to mentoring@irms.org.uk.

The Accreditation and Fellowship Subcommittee is responsible for agreeing the
appointment of mentors. Once approved, you will be added to the register, and we

will confirm the below details with you.

1. Your preferred contact details
2. Your availability for being an mentor
3. Your preference on communication with mentees

Your personal contact details as well as speciality/expertise (professional
background) details are kept with the Mentoring team and your name is published
on the list of Mentors on the |IRMS website.

Being a Mentor

The expectations placed on you as a Mentor are broken up into the below sections.
Ensure you read and understand them and raise any questions with the
Accreditation and Fellowship Subcommittee.

Understanding the requirements. The Society will provide you with guidance and
templates for your mentoring of your mentee. From the initial discussion you’ll
have with them through to agreeing and monitoring their goals and giving
feedback.

The following documentation should be read and consulted by all assessors, all of
which can be found at www.irms.org.uk/mentoring:

1. Mentoring Handbook
2. Mentor Role Profile
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The Subcommittee reviews the criteria and guidance on an ongoing basis therefore
if you have any suggestions for edits or additions, please ensure you share with the
Subcommittee at your earliest convenience.

Setting objectives. In order to ensure the mentee gets the most out of being
mentored it is important that you agree upfront why they want a mentor and what
their specific objectives are. Ensure the objectives follow the SMART model and
these must be agreed by both you and your mentee.

Managing conflicts of interest. Before a mentee is issued to you, we will do what
we can to ensure that the applicant does not present a conflict of interest for you.
However, where this is not possible, you are under an obligation to highlight any
conflicts of interest to you.

To support this process, therefore, it is important that you keep the admin team
apprised of your current employers and any voluntary roles you may have outside
of the IRMS. This information is not published but instead is kept within the
mentoring team.

Maintaining contact. The mentoring team will do what they can to support you in
your role as a Mentor. However, this is dependent on you maintaining contact with
the mentoring team. We are not your employer, therefore, there is no requirement
to ‘book leave’ with us. However, if you are going to be unavailable for a period
then please let us know so that we don’t contact you or assign any assessments to
you.

It is also important that you keep your contact preferences up to date with us. This
is a voluntary role and we do not wish to chase/bother you; therefore, we want to
ensure we follow and respect your contact preferences.

Additionally, linked to your obligations to mentor someone effectively, where you
are arranging catch ups and check ins with your mentee it is just as important to
ensure they are kept up to date with any issues/actions/updates.

To maintain your skills as a mentor we expect mentors to take on at least 1 mentee
a year (depending on the number of applications we receive). Exceptions are
granted through the Accreditation & Fellowship Subcommittee based on personal
circumstances and the number of applications received during the year.

Maintaining and protecting records. As part of the mentoring process, you will be
issued with a mentoring log to be completed by you as the mentor. This log is a key
record in capturing what the goals you agree are and monitoring progress. It is
therefore important that you ensure it is completed as thoroughly as possible and
provided back to the accreditation team to sit with the mentee’s central record.
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We will take all reasonable steps to balance the need to keep the mentee’s data
secure vs the need to make available data to a range of volunteers and volunteers
technical capability. We therefore require mentors to ensure that they handle any
data they are exposed to in accordance with the Society’s Data Protection and
Information Security policies (both available in the volunteers group area on the
IRMS website or made available to non-IRMS member mentors).

Raising and handling issues

Because you will often be in a 1:1 and trusted position with a member aged 18 and
above you must ensure that your behaviour and interactions with them are
professional at all times. The Society has a zero tolerance approach to any form of
physical or mental abuse, bullying, assault, sexism, racism, homophobia,
transphobia or sexual inappropriateness.

Mentee complaints. At any point a mentee can raise a complaint against any
aspect or person involved in their mentoring process. This will be handled in
accordance with the IRMS Complaints Process. If the complaint is upheld, like the
above, the Subcommittee may either issue a warning to those involved or remove a
mentor from the roll.

Mentor complaints. Mentors also have the right to raise a complaint about any
aspect of Accreditation at any time, including inappropriate behaviour by the
mentee. This will also be handed in accordance with the Society’s complaints
process. The requirements of this Code of Conduct, what the mentee agreed to as
part of their onboarding into the process and wider Society standards and policies
will be considered.

Where any criminal accusations are made, the Society reserves the right to liaise
with the Police in order to investigate and resolve the matter.

Removal as a Mentor
Mentors can be removed from the mentor roll in several ways outlined below.

Resignation. At any time, a mentor can ‘resign’ from their position as a mentor. To
do so, simply email mentoring@irms.org.uk and mark it for the attention of the
Chair of the Subcommittee. The Chair or other member of the Subcommittee will
provide an acceptance of that resignation and work with you to ensure any
handovers and return of any IRMS material.

Removal by the Subcommittee. Where the Subcommittee believes that a Mentor
has breached this code of conduct, they can, by way of written notification,
remove a mentor from the roll. A nominated member of the Subcommittee will
work with you to ensure the appropriate return of any IRMS material.
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