
 

Page 1 of 12 
 

 
W Booth School of Engineering Practice and Technology 

(SEPT) 
 

Business Mentor Toolkit 
Adapted in part from the MBA Corporate Development Centre, Rootman School of Management and 

Canadian Youth Business Foundation(CYBF) Mentorship Programs 
  
  



 

Page 2 of 12 
 

Contents 
Business Mentorship Program Overview ....................................................................................... 3 

Business Mentorship - The Big Picture ........................................................................................... 3 

Assumptions of a Business Mentor-Mentee Relationship ............................................................ 4 

SEPT Business Mentor Requirements ............................................................................................. 5 

Best Practices for Mentors: MENTORING IS IN THE DETAILS ....................................................... 5 

Roles and Responsibilities ............................................................................................................ 6 

Confidentiality .............................................................................................................................. 6 

Conflict of Interest ........................................................................................................................ 7 

Time Commitment ....................................................................................................................... 7 

Relationship Management ........................................................................................................... 7 

Code of Conduct ........................................................................................................................... 7 

Non-Disclosure Agreement .......................................................................................................... 8 

Appendix-I: Characteristics of a Good Mentor............................................................................. 11 

Appendix-II: Technical Mentorship Program Evaluation Guide .................................................. 12 

 
  



 

Page 3 of 12 
 

Business Mentorship Program Overview 
 
The SEPT Business Mentorship Program is a face-to-face mentoring program whereby technical 
mentors and entrepreneurs are matched to establish an ongoing technical mentor-mentee 
relationship throughout the duration of the Master of Engineering Entrepreneurship and 
Innovation (MEEI) / Master of Technology Entrepreneurship and Innovation (MTEI) Enterprise 
Project Development. 
 
The Program revolves around four guiding principles: Rational Matching, Quality Relationships, a 
Sense of Belonging and Ownership for both entrepreneurs and technical mentors, aimed at 
ultimately establishing a successful relationship that increases the technical success rate for the 
entrepreneur’s enterprise project. 
 
Business mentors are made available to SEPT MEEI/MTEI students only and are a mandatory 
component of the SEPT MEEI/MTEI enterprise project development. 
 
Business Mentorship - The Big Picture 
 
Mentoring is essentially about helping people to assume more responsibility for more effective 
career and project management. It is a relationship designed to build confidence and help a 
mentee to take increasing initiative for personal development. Mentoring differs from other 
forms of help, such as instructing, training, or tutoring. It helps both partners learn, enjoy the 
learning and apply the learning. 
 
Mentoring is: 

• a balanced partnership requiring equal commitment and investment from both partners 
• a career accelerator for those who have already demonstrated the ability to invest in 

personal achievement 
• a process to encourage mutual respect for the perspective of others 

 
Mentoring is not: 

• a one-way coaching initiative 
• a process to encourage unmotivated people to take responsibility for self-directed career 

management 
• a means of recruiting graduate students 

 
Mentoring requires commitment from both partners. While it is an Informal alliance, it is 
nevertheless, a professional undertaking. 
  
  



 

Page 4 of 12 
 

Assumptions of a Business Mentor-Mentee Relationship 
 
Deliberate learning is the cornerstone. The mentor's job is to promote intentional learning, which 
includes capacity building through methods such as instructing, coaching, providing experiences, 
modeling and advising. 
 
Both failure and success are powerful teachers. Mentors, as leaders of a learning experience, 
certainly need to share their "how to do it so it comes out right" stories. They also need to share 
their experiences of failure, i.e., "how I did it wrong". Both types of stories are powerful lessons 
that provide valuable opportunities for analyzing individual and organizational realities. 
 
Business leaders need to tell their stories. Personal scenarios, anecdotes and case examples, 
because they offer valuable, often unforgettable insight, must be shared. Mentors who can talk 
about themselves and their experiences establish a rapport that makes them "learning leaders." 
 
Development matures over time. Mentoring - when it works - taps into continuous teaming that 
is not an event, or even a string of discrete events. Rather, it is the synthesis of ongoing event, 
experiences, observation, studies, and thoughtful analyses. 
 
Mentoring is a joint venture. Successful mentoring means sharing responsibility for learning. 
Regardless of the facilities, the subject matter, the timing, and all other variables. 
 
Successful business mentoring begins with setting a contract for learning around which the 
mentor and the mentee are aligned. 
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SEPT Business Mentor Requirements 
 

• Experienced entrepreneur/business professional with solid reputation and strong 
business acumen 

• Effective communicator and advisor 
• Available for in person meetings with entrepreneur 
• Able to contribute at least 2 hours of time monthly 

 
Best Practices for Mentors: MENTORING IS IN THE DETAILS 
Adapted from an article by Dr. Linda Phillips-Jones, www.mentoringroup.com 
 
Details make the difference between merely ordinary and exceptional mentoring relationships. 
Mentors monitor numerous details in their own roles and actions, and they also give their 
mentees a hand keeping track of theirs. Read the following examples of details, and decide which 
ones fit your mentoring style and the needs of your mentee. 
 

1. Details while exploring the possibility of working together: Think about these details as 
you look at each potential mentorship relationship: 
• Your other commitments and how this relationship could enhance or hinder them 
• How this potential relationship ties to your personal vision and core values? 
• What help the potential mentee expects/is really asking for 
• How often and for how long he/she would like to interact 
• What your intuition and past experience are telling you 
• When you need to give each other your answers 

 
2. Details while building the relationship: If you agree to proceed, include these (and other) 

details during the first phase of your partnership: 
• Contact Information for each other 
• Appropriateness of phone and e-mail contact between meetings; when to expect to 

hear back from the other 
• Specific details of what the mentee tells you about his/her life, career, and dreams 

for the future 
• Concrete ways of building trust 
• Your initial impressions about your mentee 
• Specific ways you can learn more about your mentee 

 
3. Negotiating the arrangement: Be sure to think through, agree upon, and even write down 

such details as: 
• Your mentee's tentative goals and objectives 
• Logistics (where, when, and for how long you'll meet) 
• Confidentiality rules 
• How you'll give each other feedback 
• Ways you'll measure the mentee's progress and the quality of your mentoring 

relationship 
• Additional contact information and communication ideas 
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4. Helping your mentee develop: During the longest phase, in which your mentee is learning 
and growing, take care to keep track of: 
• Each goal and development activity your mentee is trying 
• What you agree to do at each step 
• Meeting dates and when goals are to be reached 
• Resources (noting ones that help, ones to discard) 
• People to whom you can refer or introduce the mentee 
• Upcoming events in his/her life, your life, the partnership, the program 
• Ways to build in spontaneity 
• Good questions to ask 
• Specifically, how you're reacting and what you require (from your mentee or from 

other sources) 
 

5. Ending the formal relationship: as you wind down and end the formal aspect of your 
partnership, consider these details: 
• Specifically, what you've observed in your mentee 
• Concrete ways to convey your appreciation, observations, and well wishes for the 

future 
• Feedback from your mentee about how you could be a better mentor 
• Future options for the relationship 
• What contact (if any) to expect from each other after this 
• Completing all requirements of your mentoring program 

 
Be aware of what’s going on and what’s likely to come next. At the same time, don't over-structure 
your mentoring relationships, or they won’t be any fun. 
  
Roles and Responsibilities 
 
I agree to participate as a technical mentor to SEPT MEEI/MTEI students. I understand that the 
mentor's advice or counsel is part of a coaching relationship and I pledge to use my best judgment 
independent of personal bias in my role as a SEPT technical mentor. I understand my mentee 
remains fully and solely responsible for any and all personal, technical and business decisions 
during his/her participation in MEEI/MTEI Enterprise Project Development program and my 
mentee shall not create any fiduciary or other obligation with respect to any outcomes of the 
advice or assistance provided by me or by other SEPT associates. I agree to support the enterprise 
project of my mentee by serving as the principal investigator on funding proposals and by 
reviewing and critiquing these proposals. I agree that I will provide technical advice and direction 
on the selection of Advanced Engineering courses that are relevant to the technical subject matter 
of my mentee’s Enterprise project. 
 
Confidentiality 
 
I agree that I will not disclose the ideas, technical or business information or personal affairs of 
my mentee outside of the organization without my mentee's explicit consent. I agree that I will 
not publicly disclose technical information relevant to my mentee’s enterprise project without 
consideration for the protection of intellectual property. In the case where intellectual property 
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is not protected by patent application, I will agree to support such application where deemed 
necessary to the success of the project and will refrain from publication of such information until 
intellectual property protection is in place. Further, I agree I will discuss the personal and business 
affairs of my mentee only with those people within SEPT who have a reasonable need to the 
information in order to assist in its deliberations. I understand that discussions with SEPT will 
remain confidential. I further agree to take due care to safeguard all plans or other material 
entrusted to me by my mentee or any SEPT representative. 
 
Conflict of Interest 
 
I will disclose all financial investment in the business of my mentee. I will immediately report any 
real, potential, or perceived conflict of interest, personal interest, or competitive position of 
mentors or others involved with SEPT to a SEPT staff member such as the director or enterprise 
development manager. 
  
Time Commitment 
 
I will be available for one to two hours of dedicated time with my mentee each month to provide 
support consistent with the agreement we develop. 
Reporting 
 
In consultation with my mentee, I will report on the technical progress of the project to SEPT as 
requested by the Director. I further agree to provide program feedback through a survey that may 
occasionally be requested by SEPT. 
 
Relationship Management 
 
I agree to attempt to work through any relationship conflicts that may arise with my mentee. If 
my mentee and I are unable to design or maintain a constructive and beneficial working 
relationship within the context of the technical mentor program, I will advise the SEPT Director. 
 
Code of Conduct 
 
A technical mentor relationship is a unique partnership that requires the highest standards of 
frankness and openness. Therefore, the mentor and the mentee commit to the following Code of 
Conduct: 
 
Technical mentorship communication is based on mutual trust. All discussions and other 
communications will be conducted in the utmost spirit of integrity and ethics. The technical 
mentor will approach the mentorship with an open mind. The mentor will provide frank feedback 
with no intent to insult or harm the mentee. The technical mentor will challenge the mentee to 
exceed his or her expectations and encourage him or her to grow personally and professionally. 
 
The mentee will be as open as he or she feels able. The mentee commits to providing an honest 
presentation of technical issues and being forthcoming in discussions and answering questions. 
The mentee understands that the primary means of learning is from feedback provided by the 
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technical mentor. The mentee trusts that the mentor is providing his or her opinions, observations 
and questions in the spirit of constructive critique and means no harm or insult. 
 
Non-Disclosure Agreement 
 
In wake of above, the following NDA needs to be signed: 
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Non-Disclosure Agreement 
 

Between 
 

Name: 

Address: 

Referred henceforth as “Mentor” 
 

AND 
 

Name: W Booth School of Engineering Practice and Technology, 

Address: McMaster University, ETB 5th Floor, 1280 Main Street West, Hamilton, Ontario L8S 0A3, 
Canada 

Referred henceforth as “SEPT” 
 
Acknowledgement 
 

• The Mentor acknowledges, by signing below, that during the Mentor’s engagement with 
SEPT, the Mentor may become privy to certain projects (referred henceforth as: Projects) 
or parts of Projects created by students undertaking the SEPT programs (referred 
henceforth as: Program) or by members of staff supporting the Students (which includes 
other mentors) or by third party collaborators with SEPT (also referred henceforth as: 
Projects) which may include but shall not be limited to ideas, inventions, plans and 
concepts (referred henceforth as: Ideas) for which patent or other intellectual property 
and legal protection may be, or is being sought. 
 

• The Mentor also acknowledges that the Ideas which form part of the Projects, together 
with any other information, disclosed by SEPT or by any other Students or members of 
staff or any third party collaborator in relation to the Projects or the Ideas to which the 
Mentor may become privy, constitute confidential information that may be of 
commercial value. 

 
Clauses 
 
1. In consideration of SEPT, Students, members of staff or third party collaborators disclosing 

any such information to the Mentor and administering the Course and subject to clauses 2 
and 3 below, the Mentor agrees: 
1.1. To maintain as confidential, the Projects and the Ideas and any and all information that 

may be imparted to the Mentor obtained during the course of the Mentor’s engagement 
with SEPT or which may come into the Mentor’s possession whether it is disclosed orally, 
in writing, machine readable or in any other form (referred henceforth as: Confidential 
Information), 

1.2. Not to use or copy the Confidential Information for any purpose other than in the normal 
course of the Mentor’s engagement with SEPT and in particular not to make any 
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commercial use of it for the Mentor’s own benefit or for the benefit of any third party 
whether commercial or otherwise, and 

1.3. Not to dispose of or publish (whether orally or in writing) any Confidential Information 
in any circumstances. 

 
2. The undertaking in clause 1 shall not apply to information: 

2.1. In the public domain at the time of disclosure, or subsequently comes within the public 
domain without any fault on the Mentor’s part, 

2.2. Known to the Mentor at the time of disclosure, provided there is adequate 
documentation to confirm such prior knowledge, 

2.3. Approved for release by written approval of SEPT, 
2.4. Disclosed to third parties by SEPT without similar restrictions on such third parties, or 
2.5. Required to be disclosed by government agency or law, provided that SEPT is provided 

with prior written notice of any such disclosure. 
 
3. The obligations set out in clause 1, for the avoidance of doubt; do not prevent the Mentor 

from using, copying, disposing of or publishing in any way the Confidential Information upon 
the written instructions of SEPT. 

 
4. The Mentor acknowledges that the obligations set out in clause 1 shall remain in force in 

respect of each piece of Confidential Information for period of five (5) years from the date on 
which such Confidential Information is disclosed to the Mentor. 

 
5. If the Mentor ceases to be engaged with SEPT for any reason whatsoever, the Mentor agrees 

to return immediately upon request to SEPT any and all materials in the Mentor’s possession 
that contain any Confidential Information. 

 
6. The Mentor acknowledges that the Mentor is giving this undertaking to SEPT for its own 

benefit and for the benefit of its existing and future collaborators and their respective 
members of staff, students and other agents. Accordingly, the Mentor agrees that SEPT may 
assign the whole or any part of its rights to enforce this undertaking and its rights to claim 
damages as a result of any such entities or individuals suffering loss as a result of any breach 
of this undertaking. 

 
7. This undertaking shall be governed, in all respects, by the laws of the province of Ontario, 

Canada. 
 
Signatures 
 

Mentor 

Sign: 
Name: 
Date: 
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Appendix-I: Characteristics of a Good Mentor 
 
The qualities that are essential in an effective mentor include: 
 
A DESIRE TO HELP 

- Individuals who are interested in and willing to help others 
 
HAVE HAD POSITIVE EXPERIENCES 

- Individuals who have had positive formal or informal experiences with a mentor tend to 
be good mentors themselves 

 
GOOD REPUTATION FOR DEVELOPING OTHERS 

- Experienced people who have a good reputation for helping others develop their skills 
 
TIME & ENERGY 

- People who have the time and mental energy to devote to the relationship 
 
UP-TO-DATE KNOWLEDGE 

- Individuals who have maintained current, up-to-date technological & Business knowledge 
and/or skills 

 
LEARNING ATTITUDE 

- Individuals who are still willing and able to learn and who see the potential benefits of a 
mentoring relationship 

 
DEMONSTRATED EFFECTIVE MANAGERIAL (MENTORING) SKILLS 

- Individuals who have demonstrated effective coaching, counseling, facilitating and 
networking skills 
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Appendix-II: Technical Mentorship Program Evaluation Guide 
 
Following is a suggested guide that may be used by the Technical Mentor and the Mentee. 
 
Technical Mentor's Name: 
Name of Student (Mentee): 
 
List Personal Observations & Learning 
 
List Personal learning discovered during the mentorship 
 
List Practical tips & suggestions from your mentor that fostered personal & professional 
development 
 
List New/upgraded skills that developed as a result of the mentorship 
 
How many times did you meet with your mentor? Was this adequate? Why or why not? 
 
Overall, what was your impression of the mentorship partnership? What difficulties, if any, did 
you encounter in the new partnership? 
 
How did you overcome challenges or roadblocks? 
 
What would you have done differently to be a more effective mentee? 
 
Would you recommend that your mentor continue in next year's mentorship program? If not, 
why not? 
 
What suggestions can you provide to improve the quality of the program? 
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