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Information required for the mentorsme portal
The Portal has been created to provide interested parties with a single, easy to use search engine to locate organisations that provide mentor services to small businesses and for those interested in becoming a mentor or joining a mentoring organisation.
Our aim is to provide users with access to existing mentoring organisations and networks under one umbrella, whilst not duplicating or competing with the identities, relationships and services that such organisations already provide.
Please ensure when completing the application that you have considered the mentorsme definition of mentoring (which can be found on the portal) and can evidence that your organisation is offering such a service. The application will be assessed and this will initially take into consideration:

· The responses to the questions posed in this application 

· Additional evidence supplied to support responses

· Information available to view on your company website

· The self certification checklist

Please supply the following information:

	Company name
	

	Contact name & job title


	

	Company address


	

	Telephone number
	

	Web address
	

	E-mail address
	

	Please provide copy on what your organisation does. This will be displayed on the portal should your application be successful. Please include: Introduction to your organisation, geographical coverage & specialism (if appropriate) 
Please ensure that this clearly describes your mentoring service in addition to any other business support services you may offer 
Min words 100 
Max words 250

	


	Number of years the company has been set up? 
Please note: it is not expected that mentoring organisations will have sufficient experience of delivering a quality mentoring offer if they cannot show evidence of delivering an effective service for at least 12 months
	

	Life Stage of Business your organisation mentors
	Start Up
	Y/N
	

	
	Growing
	Y/N
	

	
	Established
	Y/N
	

	
	Exiting
	Y/N
	

	Channel of Mentoring
	web based
	Y/N
	

	
	Face to Face
	Y/N
	

	
	Telephone
	Y/N
	

	
	Peer group discussion
	Y/N
	


1. Mentoring Resources

	Mentoring Resources

	How many mentors do you have in your organisation?
If this is less than 5 how would you address the need to be able to respond to requests for mentoring services from a large number of mentees?
	

	What % of this is full time?
	

	What % of this is part time?
	

	How many individual clients could you currently provide mentoring support to over a 3 month period?
If this is less than 25 how would you respond to requests for mentoring services from a larger number of mentees?
	

	How do you recruit mentors and what is their typical background and experience?
Please attach job description/specification used to recruit mentors
	


2. Training, Accreditation and Control

	Training, Accreditation and Conduct

	What training do you require new mentors to undertake before they can become a mentor?
Please include details of induction and/or training you provide to new recruits
	

	What ongoing training do you require existing mentors to undertake to ensure their knowledge and skills are kept up to date? (Continuous Professional Development)
	

	Do you have a Code of Conduct that all your mentors must adhere to? 
Please provide a copy when you submit the questionnaire. 
	

	What accountability do you take for the actions of individual mentors working on your behalf?
	

	What Accreditation do you require your mentors to hold before undertaking mentoring?
	


3. Areas of Mentoring Focus

Which of the following areas do you focus on?

	Category
	Information Required
	Tick all that apply
	Comments

	Type of challenge being faced
	Setting up in business
	
	

	
	Making the most of the internet
	
	

	
	Finding new customers and markets
	
	

	
	Energy efficiency and the environment
	
	

	
	Business growth and expansion
	
	

	
	Performance improvement and best practice
	
	

	
	Accessing finance
	
	

	
	Accounting
	
	

	
	Taking on staff and developing people
	
	

	
	Developing new products or service ideas
	
	

	
	Taking new products or services to the market
	
	

	
	Investing in plant, machinery or property
	
	

	
	Exchanging ideas and sharing expertise
	
	

	
	Exporting or funding overseas partners
	
	

	Type of Industry/ Sector
	Agriculture and Fishing
	
	

	
	Energy and Water
	
	

	
	Manufacturing and Engineering
	
	

	
	Transport, Warehouse and Distribution
	
	

	
	Construction and Property Services
	
	

	
	Biotechnology, Medical and Chemical
	
	

	
	Creative Services and Media
	
	

	
	Professional and Other Business Services
	
	

	
	Consumer Products, Personal Services, Retail and Wholesale
	
	

	
	Recreation, Culture and Tourism
	
	

	
	Hotels and Restaurants
	
	

	
	Information Technology and Telecoms
	
	


	Type of Business

	Do you focus on a particular type of business?

If so, please provide details.
	


	Geography

	Do you have a particular geographical focus? 

Local/Regional/National?
Please provide details of any local/regional delivery points and office locations

	


	Mentoring experience

	Please provide a clear example of your experience of delivering mentoring services.

The example should include client testimonials where possible
	


4. Charging for your support?

	Cost of Support

	Is the support you provide free or do you charge for that support?
	

	If you charge, what is the level/ basis of your fees?


	

	Do you receive any external funding? If so, who from?
	.


5. Self-certification checklist
Please complete the self-certification checklist below as this will help us make an informed decision as to your suitability to join the mentorsme portal. 

	Number
	Detail
	Yes
	No

	1
	There is a rigorous and robust recruitment and selection process in place for potential mentors and mentees. The organisation publishes their criteria 
	
	

	2
	Everyone involved in the management and delivery of the mentoring programme is competent to carry out their role or has the appropriate knowledge, skills and experience to carry out their role
	
	

	3
	There is a mentor matching process which takes account of the needs and priorities of all parties. The organisation publishes their criteria
	
	

	4
	All staff, mentors and mentees adhere to a code of ethics and code of conduct
	
	

	5
	Feedback from customers is collected and used to improve the mentoring service being provided
	
	

	6
	The progress of relationships between mentors and mentees is regularly and routinely monitored to determine whether they are functioning successfully
	
	

	7
	There are appropriate arrangements in place to safeguard both mentors and mentees The organisation publishes their criteria
	
	

	8
	 Systems and processes are in place to ensure that all enquiries received from mentors and mentees are responded to in a timely manner. 
	
	

	9
	 Each mentee is given the opportunity to develop their business knowledge and skills through agreed objectives and development activities
	
	

	10
	Changes in the market are identified and responded to by making suitable refinements and developments to the mentoring service being provided
	
	


I can confirm that all responses to the self certification checklist are correct
Checklist completed by: (name and sign)

___________________________








___________________________

Please attach or send links to any mentoring case studies, testimonials, your Code of Conduct and any generic mentoring documentation which might help support your application. 
Confidential
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