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The Washington State Bar Association (WSBA] provides this Guide, related materials, links, and
resources for informative purposes only—The WSBA does not warrant the information provided with
regard to accuracy or any other purpose. No endorsement is intended, nor does the information
contained herein constitute legal advice or legal opinions. You are responsible for ensuring your own
legal and ethical compliance. Any use of the materials herein is not a defense against discipline, a
malpractice claim, or other legal proceeding. This Guide does not modify the rules, statutes, and
regulations set by the federal government, state legislature, Washington Supreme Court, or the Bylaws
and policies of the WSBA, or confer any additional rights.
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Introduction

I From casual coffee shop meetings to office discussions over an
agreed list of topics, mentoring can happen in a variety

of settings, take a variety of forms, and is dependent on the needs
of each pairing. WSBA Mentorship programming supports
members engaging in helpful and valuable mentoring experiences
with innovative mentorship initiatives and by providing
mentoring opportunities across the state. As a WSBA member,
you can choose the opportunity that is right for you.

This Mentorship Curriculum Guide was created as a supplement
to the WSBA Mandatory Continuing Legal Education (MCLE]
Self-Directed Structured Mentoring Program Guide with the goal
to enhance mentor-mentee relationships. Each worksheet

Is designed to enrich conversations around the six categories laid
out in the guide. The worksheets are designed around the

MCLE guidelines to simplify the process for those who are seeking
CLE credit for their mentorship activities. While the

worksheets are designed to be a helpful tool for those seeking CLE
credit, this curriculum is not required to receive CLE credit.
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Optimizing Your Experience

I I These worksheets follow the six categories laid out in the MCLE
Self-Directed Structured Mentoring Program Guide, thus there are
worksheets addressing ethics and professional responsibility, improving
the legal system, office management, personal development and mental
health, professional development, and substantive law topics. To make
them more user friendly, each worksheet is structured in the same way.
Specifically each worksheet has a:

» Theme or “Big Idea” for the topic.

« Conversation starters to help direct the conversations that a mentor and
mentee will have.

« Activities for hands-on learning that allows mentees to better internalize
the material.

+ Resources to review in preparing for the discussion of the topic or as
supplemental material afterward.
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List of Worksheets

ETHICS AND PROFESSIONAL RESPONSIBLITY

1. Ethics Traps and How to Avoid Common Pitfalls
2. Quality Control and the Practice/Business of Law
3. Ethics and Civility

4. Race, Culture, and Civility in the Legal Profession

IMPROVING THE LEGAL SYSTEM
Access to Justice
Introduction to the Courthouse

Oral Advocacy

1

2

3

4. Pro Bono Opportunities
5. Niche and Nontraditional Legal Careers
6. Alternative Dispute Resolution

7

Diversity

OFFICE MANAGEMENT

1. Starting Your Law Office

2. Financial Management for the Law Office
3. Screening and Managing Clients

4. Office Technology and Infrastructure

PERSONAL DEVELOPMENT AND MENTAL HEALTH
1. Substance Abuse and Mental Health
2. Work-Life Balance

PROFESSIONAL DEVELOPMENT
1. Civility and Etiquette in Your Practice
2. Goal Setting

SUBSTANTIVE LAW
1. Administrative Law

2. Appellate Law

3. Bankruptcy/Consumer Law

4. Civil Rights Law

5. Elder Law

6. Estate Planning, Probates, Trusts
7. Labor/Employment Law

8. Family Law

9. Health Law

10. Real Estate Law
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o0me ideas to get started?

Take time to clarify why you are forming a mentor-mentee relationship. You
might start by sharing answers to questions like:

Why did you seek out a mentor?
Why did you choose to mentor?

What do you think are the benefits/costs to being part of a
mentoring relationship?

Activities you could do to get started:

Jointly create a purpose statement for your mentoring relationship [(i.e. we
are entering into this mentoring relationship to...).

Create a list of what each of you must or must not do to make this mentoring
experience a success for both of you.

Develop an agreed upon minimum viable product (MVP]). A minimum viable
product is a description of the minimum result you must be getting

in order to continue the relationship (i.e. quarterly we will revisit whether we
think we are getting what we need out of the relationship and renew

our commitment to working together if appropriate).

Review the Quick Tips for Seeking Mentors and Advisors one-pager
on how to adhere to the Rules of Professional Conduct in establishing a
mentorship relationship.
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IV
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ouggestions for Mentees

Establish goals at the outset for what you wish to achieve from the mentoring
process.

« Clearly explain your personal goals to your mentor early in the relationship.
+ Help your mentor understand your reasons for these goals.

« Reach an understanding with your mentor as to the goals for the
mentoring relationship

o These goals may differ somewhat from your personal goals, but your
personal goals should have preeminence.

o Mentoring should be focused on your success.

+  Keep in mind that your mentor may have a different background or culture
than you. Explain any background cultural matters or issues that underlie
your goals to the extent that you believe a deeper understanding may be
helpful to the relationship.

- Always keep your goals (personal and mentoring relationship) in mind
and remind your mentor when you seem to be drifting away from them in
your discussions.

Listen carefully to what your mentor is telling you.

- Listening is key to succeeding in the practice of law, so use your mentoring
sessions as a means of developing this skill.

«+ Discuss your learning style with your mentor to facilitate learning, paying
particular attention to how you best receive suggestions and feedback.

(Reference Section VI of Guide)

« If the mentor’s advice or the reasoning behind it is not clear, ask questions
until you fully understand the advice.

« Try not to be dismayed or hurt by advice given by your mentor.

o If your mentor is offering critical advice about personal matters,
understand that he or she is taking a chance of losing your trust.

o Ask yourself why the mentor is offering such advice.

o Appreciate the chance your mentor has taken to share this advice with
you. Remember, you will ultimately decide whether the advice has merit.
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suggestions for Mentees

o

If the mentor seems somewhat off base in their advice, take the
opportunity to ask yourself what there is about the advice that misses
the point and dare to discuss the matter further until you reach some
acceptable agreement about the matter at issue.

Remember that your background and culture may differ from that of your
mentor, so take the time to explain yourselves to each other so that more
effective understanding may begin.

If you need to take more time to process a suggestion or comment, let
your mentor know you are doing so in order that he or she can come back
to the matter later.

Be aggressive about chasing your personal goals.

+  Mentoring is all about your future success, so you have the primary obligation
to remind your mentor of your personal goals when you believe your mentor’s
advice has strayed from them.

If you feel you have strayed off track, explain your reaction to your mentor
as clearly as possible. Be open to considering your mentor’s reasons for
the direction your discussion has taken.

Remember that your mentor may be staying true to your goals by seeing
an issue that is not clear to you and may be trying to bring it to your
attention.

If you feel your mentor has made an assumption about you that is
incorrect, discuss the matter as soon as possible to clear up any
misconceptions.

At times, there is great benefit to be found on brief trips down side roads,
especially if the diversion is relevant to the topic at hand, even if it is
not within the scope of your goals.

+ Since mentoring should be focused on you and your goals, you have the final
say whether the mentoring relationship is working for you.

« Trustis at the heart of every successful mentoring relationship, so if it
doesn’t develop for any reason within a reasonable time, ask to be relieved
of the relationship.

«  Not every senior practitioner is an effective mentor and if you decide your
mentor isn’t effective for you ask to be relieved of the relationship.
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suggestions for Mentees

+ However, don’t give up on any mentoring relationship too soon as trust
always takes a great deal of time to develop.

+ If you had difficulty with more than one mentoring relationship, ask
yourself what caused your past unease and select your next mentor with
greater care.

Be open to receiving advice and be eager to implement it.

« Generally, mentors give advice for a reason. If you are not clear why a piece
of advice is being given, ask questions until you understand.

« Resistance is sometimes a natural reaction to well-intentioned advice, so
remember that your mentor is trying to help you succeed.

« If the mentor persists in his or her advice after you resist, try to have
as candid a discussion as possible so that each of you can understand why
the other is taking your respective positions.

« If you are resisting a mentor’s advice even after understanding his or her
reasons for giving it, ask yourself why.

o If there is merit to the mentor’s advice, engage in reflection about
the source of your resistance.

o If you feel the mentor’s advice is without merit or is due to a misperception
about you, your background, or your culture, explain to your mentor what
the misperception is in your opinion.

o Have a discussion about the misperception until you achieve common
ground with your mentor.

«  Your mentor wants to see you succeed, so take time at a subsequent session
to explain to your mentor what steps you have taken to implement
advice given at previous sessions.

o Ask for suggestions for course corrections if the mentor feels you have
not implemented his or her advice in the most effective manner or if you

have not achieved the results you thought you would.

o Share the results achieved by taking your mentor’s advice.

WSBA mcg-v5 122718 9 Mentorship Curriculum Guide



WSBA mcg-v5 122718

suggestions for Mentees

Remember that your mentor is like a coach.

Your mentor hasn't joined the relationship in order to perform your work; he
or she is in the relationship to teach you skills necessary for you to do your
work.

Usually, your mentor will advise you on a course of action without giving you
the final answer to a specific question of law.

Remember that we generally learn best by doing.

Sometimes a specific answer to an issue is important, so push back if you
believe your mentor is trying too hard to avoid giving that answer,

and listen carefully to the reasons your mentor gives if he or she continues
to withhold the specific advice.

At times a mentor should give you specific answers to specific questions, so
be assertive if you feel you have reached that point and explain clearly why
you believe it ought to be given.

Discuss with your mentor why he or she has decided to become a mentor.
You may gain a great deal of insight into your mentor by better understanding
their story and motivation.

Confidentiality is a key ingredient to successful mentoring.

All personal information exchanged between a mentor and a mentee should
be kept confidential under normal conditions.

o There are always exceptions to any rule, but the exceptions to this one
should be quite narrow.

o Asuccessful mentoring relationship is a matter of trust, and trust requires
confidentiality.

If a mentor shares personal information with you to illustrate a point that he
or she is trying to make, do not share this information with any third party
without the mentor’s prior consent.

Expect your mentor to treat your personal information in the same manner
as the previous bullet point.

This is such an important issue that the principle of confidentiality should be
discussed candidly with your mentor at your first meeting.
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suggestions for Mentees

Candor and honesty are necessary in order for you to benefit the most from a
mentoring relationship.

There are times when you might be embarrassed to admit to a lack of
knowledge about a matter under discussion, but your mentor will be unable
to assist you effectively without understanding your need.

Take a chance and explain your lack of understanding.

Help the mentor backtrack to a point where his or her advice becomes
meaningful and relevant to your situation.

Ask your mentor to assist you with overcoming your lack of knowledge.

Ask your mentor to tell you what further efforts you ought to make on
your own to overcome any gaps in knowledge.

If you feel you cannot tell your mentor about sensitive personal information,
ask yourself why that might be.

If itis due to an excess of caution, work yourself up to taking the chance
to share.

If itis due to a lack of trust, consider ending the mentoring relationship.

Consider what impact withholding this information may have on the
mentoring relationship.

Remember to thank your mentor or otherwise show appreciation.

Mentors are giving their time freely for your personal benefit and they want
to know that you are appreciative of the effort they are making.

Appreciation is best expressed in words, not gifts.

Most successful mentors are repaying their own mentors in kind, by passing
along advice that they once received in a similar relationship.

If you understand this to be the case, take the time to ask the mentor
about his or her own mentor, as doing so will tell you a great deal about
your mentor’s motivations for entering a relationship with you.

Try to understand the fellowship that this chain of mentoring brings to the
legal profession.

The greatest compliment you can give to your mentor is to mentor a younger
practitioner at some future time in your career when you have gained the
experience and expertise to become an effective mentor.
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ouggestions for Mentors

Mentoring is fundamentally about how you can assist your mentee.

Tell your mentee that he or she will be the sole subject of your meetings.

Use anecdotal stories to illustrate advice, not to make yourself look good.

Spend a few minutes getting caught up on personal matters at the start of
each meeting, then remind your mentee that the meeting is all about him or
her and get down to business.

Mentoring is about helping others help themselves.

Discuss with your mentee your reasons for wanting to mentor.

Consider these reflections on what it means to mentor:

o

Defining mentoring is difficult. Although in a broad sense it is about
education, it is easier to begin with what it isn't. In this firm, it is not
training to perform a specific legal skill or function. Nor is it something
that you pass off to someone else when you are out of town. Rather,

it is what we do when we are in town, the rendering of assistance, advice,
knowledge, attention, caring and interest by a senior lawyer to a junior
lawyer, with the goal of helping the junior lawyer become better:

= atthe practice of law as a process, not merely as a technical skill or
trade,

= in his or her relationship to the Firm’s community,

= in his or her relationship to the business and legal communities and to
the community at large,

= in his or her efforts to attract and hold business, and,
= at enjoying the privileges and obligations of being a lawyer and holding
those things in balance with the junior lawyer’s relationships with

families, friends and the world at large.

In other words, mentoring should be about helping the young associate
take his or her place in the world as a first-class lawyer in all respects.
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suggestions for Mentors

«  Mentoring meetings work best when held at regular, scheduled intervals.

- Consider a reoccurring appointment on Outlook [i.e., the third Thursday of
each month).

« Treat the meetings as an important business meeting and only reschedule
when absolutely necessary.

+ Give the mentee the obligation to find a new date for a missed meeting if
rescheduling is required.

+ Your mentee should be advised about your availability between meetings,
especially when they have a matter of substance on which they need
immediate advice.

o The greater your availability, the more benefit you will provide.

o However, you should not become an agony aunt to simply listen to all of
your mentee’s problems.

o Learn to be firm about sending a mentee away when they cross the line in
the previous bullet point.

o Encourage your mentee to contact you whenever they have a specific
issue with which they need assistance.
You are a mentor, not a rescuer or a substitute hitter.

+ Itis not up to you to do the mentee’s assigned work for him or her, and, in
fact, doing so will not serve the mentee well.

+ Itis uptoyou to advise the mentee how to do the work or how to improve
their work product.

« Mentoring has the most lasting impact when you can focus on teaching the
mentee a new skill or a refinement of an existing skill.

«  When reviewing actual work product, it is best to offer general suggestions
rather than actual wording, and send the mentee off to do the work.

o If you have time to review his or her edits, you can be more specific as to
wording, structure or topic.
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suggestions for Mentors

o Mentees learn best by doing, not by being told.

o The more times you are able to repeat a review of successive drafts, the
more your mentee will benefit from your involvement.

o |If the mentee is stumped, offer specific language or refer them to a
specific resource on the topic at hand.

o If your mentee wishes to discuss a particular issue, ask your mentee to
bring forth their best solution to the issue before giving your own advice.

If you realize that the mentee is about to fail in a way that is damaging, offer
help, but also realize that sometimes measured failure is a path to success.

A mentee’s failure is an opportunity to teach, so don't just focus on future
work product but review failures with them as a teacher, not as a judge. Use
the opportunity as a teaching moment.

Your primary job is to enhance your mentee’s skills and abilities to guide
them in their pursuit to become a better practitioner.

Listen carefully to what your mentee is saying.

Treat the mentee as you would a client.

o Listen not only to his or her actual words, but listen to understand the
reasons behind them.

o Sometimes the question being asked is not the root of the problem with
which the mentee is trying to deal.

o As a mentor, you need to answer the actual question as well as offer
solutions for the underlying concern you believe prompted the question.

Have empathy for the mentee’s situation, culture and concerns.

o When you sense an underlying concern but aren’t certain you understand
what it is, ask questions and delve deeper until you fully understand.

o Ifitisacultural issue, engage in conversation as equals to understand
what those differences might be and how they might affect your mentee’s
approach and thinking.

° Do notjudge a mentee because of their cultural concerns; try to
understand your mentee’s worldview and learn about their culture in
order to gain new perspectives.

Mentorship Curriculum Guide



WSBA mcg-v5 122718

suggestions for Mentors

If cultural issues are involved in your discussions, consider your own
biases, whether explicit or implicit.

Mentoring is best done in the context of an issue. A significant part of that
context is the mentee’s view of it and its importance.

The mentee will likely teach you as much as you teach them, so treat your
mentee as an equal and as a resource.

As you listen to questions which your mentee is asking but which you
find confusing, irrelevant, or off-base, ask yourself what might be driving the
question.

Often, something might be going on in the mentee’s life that is causing
concern and somehow relates, in their mind, to the question being asked.

Your mentee may need help with the underlying concern more than they
need an answer to the question being asked.

Respect your mentee’s privacy.
Consider that you are one of the people best placed to confront your
mentee about hard personal issues and consider taking the chance to do

so when it would be of benefit to the mentee.

Work to gain your mentee’s trust. A high degree of trust is necessary
to allow candid discussion of private matters.

Always keep your mentee’s private matters confidential. Make mutual
confidentiality one of the touchstones of your relationship.

You may have an obligation to report your mentee’s behavior under
applicable ethical rules; this decision is up to you, not your mentee.

Learn to be critical in an effective manner.

o

Your job as a mentor is to use mistakes as teaching moments to help
your mentee understand what they might or should have done differently.

Be firm if you learn of behavior that is likely to work prospectively to the
mentee’s detriment.

Be stern if you learn of prospective unethical behavior, even to the point
of terminating the relationship if your mentee seems unable to avoid
the behavior in question.

Mentorship Curriculum Guide



WSBA mcg-v5 122718

suggestions for Mentors

You may not possess the requisite knowledge to assist your mentee with
every issue.

+ Offer access to other resources when you do not possess the requisite skills
to assist in a matter.

o Other resources may be people, organizations, or written resources.

o If you refer your mentee to an individual, arrange an introduction in order
to assist your mentee.

o Keeping confidentiality in mind, explain to the resource what you believe
the issue to be, but ask them to spend time with the mentee in order
to be certain that what you believe is correct.

o Ask for feedback from the mentee after he or she has met with the
resource to assure that they got the answer they needed and to help them
implement it if they aren’t certain how to do so.

If you are working on improvement in a specific area, consider giving
meaningful work assignments to be accomplished by the time of your next
regularly scheduled meeting.

« Sometimes incremental improvement is required to achieve a goal, and
work assignments will move a mentee along the path to the goal.

«  Work assignments should be specific to the issue at hand and to the
mentee’s level of performance.

« Work assignments work best when they can be integrated into the mentee’s
work schedule or work habits, as opposed to something which might be
considered as homework.

+ Make certain the work that you assign, or have assigned, to your mentee
will advance his or her knowledge or skills; your mentee needs to stretch
to learn.

Mentoring is not training, although they may prove to be congruent at times.

« While training is important, it is not the essence of mentoring.

«  Remember that your mentee has other means of access to training.

Suggest to your mentee the kinds of training that you feel he or she needs
to achieve specific goals.
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Adapting Mentoring to Meet Different
Learning otyles

Individuals typically fall under one of the following three learning styles
(discover how you learn by taking the Vark Questionnaire):

+ Visual Learners: preference for observed or seen experiences, including
pictures, diagrams, handouts, films, flip-charts, etc. These individuals
typically use phrases such as “show me,” or “let’s look at that.” Visual
learners perform best with a new task when they can first see someone else
conduct the task or exercise you are asking them to perform. These
individuals typically work well with lists, visual depictions of the task, and
written instructions.

o Tips for Accommodating Visual Learners

= Use maps, flow charts, or webs to organize materials
= Create a timeline

= Use a storyboard

= Highlight and color code notes and materials

= Encourage the mentee to make their own flashcards
= Write out checklists

= Draw pictures or cartoons

= Make use of a chalkboard or white board

Auditory Learners: preference for information to be transferred to them by
listening to the spoken word of others, sounds, or noises. These

individuals typically use phrases such as “let’s talk about that,” or “tell me.”
Auditory learners are happy when they are given verbal instructions.

They perform their best when listening to instructions from an expert.

o Tips for Accommodating Auditory Learners

= Engage the mentee in a conversation about the subject matter
= (uestion the mentee about the materials

= Ask for oral summaries

= Tape the lecture for the mentee to replay

= Read material out loud
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Adapting Mentoring to Meet Different Learning Styles

- Kinesthetic or Tactile Learners (Hands-on Learners): preference for the
physical experience of touching, feeling, holding, doing, and practical hands-
on experiences. These individuals typically use phrases such as “let me try
that.” Kinesthetic or Tactile Learners perform their best when they get the
opportunity to try the task first hand, learning as they go. These individuals
like to experiment, hands-on, and rarely look for instructions first.

o Tips for Accommodating Kinesthetic or Tactile (Hands-on) Learners

= Role play

= Ask the mentee to envision a scene where they need the material, then
require them to act it out

= Useagame
= Allow the mentee to job shadow
= Use mock sessions

= Utilize some form of body movement [pacing, snapping fingers, etc.]
while reciting the material learned
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Pre-Mentoring Session Reminders

VI I + Dedicate your undivided attention to the mentoring session
+ Keep the mentee’s individual learning style in mind
- Adapt your pace to the mentee’s needs
+ Be empathetic when a mentee struggles with the material

« Seek constant feedback and confirmation from the mentee regarding their
understanding of the materials

« Take note of particular areas or topics that will require follow-up

« Provide frank feedback in a constructive manner
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Thank You!
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