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Communication Skills: checklist for mentors
	Skills and behaviors
	Comments

	Environment

Conducts the discussion in an appropriate environment.

Recognises the need for privacy, comfort and time to discuss issues. 
Avoids barriers between themselves and mentee e.g. desk.
	

	Builds rapport

Shows empathy

Is supportive, understanding and willing to listen and help.

Uses appropriate non verbal communication e.g. active listening, open body language
	

	Structure

Introduces self, name and role

Establishes mentee’s own knowledge of what mentorship is and what it involves
Clarifies the areas for discussion

Structures the discussion providing purpose and clarity.
Uses signposting where appropriate to signal where the discussion is going.

Provides information and guidance in manageable amounts i.e. chunks information.

Checks mentee’s understanding of information provided and then moves on.

Summarises the discussion and information given
Closes the discussion so the mentee is aware of the next steps
	

	Language

Uses appropriate language, reflects language used by the mentee
Avoids the use of jargon, complex words and abbreviations.

Is aware of verbal and non-verbal cues from the mentee and responds appropriately.

Actively encourages mentee input
	

	Questioning

Avoids multiple questions and leading question styles

Uses open questions to gain information e.g. How are things going?
Uses focused questions to check understanding of specific issues e.g. What do you understand to be your role in this situation?
Uses closed questions to elicit specific responses e.g. Do you think you should have asked for help in that situation?
Gains mentee’s perspective – thoughts, opinions and concerns.

Allows mentee time to answer questions and time to talk 
Engages in active listening (avoids interrupting but encourages continuation of dialogue with short words of encouragement such as yes, go on or maintains eye contact and uses appropriate body language such as nodding).
	


Communication skills tool modified for mentors
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