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Overview of MCLE requirements: 

Organization’s Application 
Requirements: 
͆ Application Form 
͆ Description of the Program 
͆ Mentoring Agreement 
͆ Mentoring Plan 
͆ Evaluation Form 

Please note: Send the application 
& materials to mcle@wsba.org. 
It is your responsibility to inform 
MCLE (mcle@wsba.org) of any 
changes in your program or if the 
program is terminated. 

Mentor/Mentee Eligibility 
͆ Active members of the WSBA 
͆ Match must not work for the 
same employer 

͆ Mentor must be a WSBA 
member in good standing 
for at least 5 years. Mentors 
cannot charge or be paid. 

Mentors and Mentees 
Responsibilities: 
͆ Attend an orientation meeting 
(not available for CLE credit) 

͆ Sign a mentoring agreement 
͆ Create a personalized 
mentoring plan 

͆ Have face-to-face mentoring 
meetings (in person or 

Program Guide  
WSBA MentorLink has created this Mentorship-in-a-Box Program Guide, 
with accompanying documents and workshops, to help organizations design, 
implement, and evaluate a mentoring program that: 

•	 Analyzes and identifies the right type of mentorship opportunity for your 
organizational needs; 

•	 Appropriately matches qualifying mentors and mentees to create impactful 
mentorship experiences; 

•	 Assists mentors and mentees in creating a plan that will best serve them in 
achieving their goals; 

•	 Provides support to help mentors and mentees fulfill their responsibilities; 
and 

•	 Meets the MCLE requirements. 

This programming creates an opportunity for a mentor to provide professional 
guidance and share practical knowledge and skills with a mentee in order to: 

1. Foster professionalism, civility and collegiality in the legal community; 
2. Bridge the gap for new and transitioning attorneys; 
3. Promote inclusion and eliminate bias with respect to the practice of law; 
4. Encourage professional development, including insights into the practice of 
law; 

5. Encourage personal development, including the need for healthy work-life 
balance and awareness of mental health, addiction, and stress issues; and 

6. Support the legal community through public service. 

This Guide is divided into six segments that include best practices, templates, 
and checklists. The Guide and accompanying documents are based on programs 
throughout the country with varying mentorship opportunities. This is a best 
practice tool for your organization to use and modify based on the needs of your 
unique programming. 

A Commitment to Inclusion 

The Washington State Bar Association is committed to advancing diversity and 
inclusion within the legal profession. Toward that end, WSBA is committed to 
understanding and responding to the professional environment which exists for 
all lawyers in Washington. Inclusion is best understood as an environment which 
encourages and incorporates different perspectives, ideas, and experiences. 
The legal profession is changing. The business interests of attorneys, employers, 
and clients call for more diverse legal representation across the state. WSBA 
recognizes the need to enhance opportunity in the legal profession and the 
public’s experience with lawyers by demonstrating to its members and the 
public at large a genuine commitment to supporting and advancing diversity and 
inclusion. 

Recognizing the differences and similarities among mentors and mentees are 
essential to any program. This guide integrates best practices for developing an 
inclusive program. More detailed information is also included after Section VI. 

electronic, i.e., Skype) 
͆ Provide an evaluation to the 
Organization 

͆ Report MCLE Credits (see 
page 9 of the included MCLE 
Portal Member Guide) 

MCLE Credit Information (APR 11) 
͆ Credits are earned at the rate 
of one credit per each 60 
minutes of mentoring. 

͆ Credits can only be applied as 
“Other” or “Ethics” credits. 

͆ Approved Structured 
Mentoring Program or the 
Self-Directed Structured 
Mentoring Program must be 
followed. 

Mentorship-In-a-Box Program Guide  01 



         

 
 

 
 
 

 
 
 
 
 

 
 
 
 

 I. Program Design 
For the purposes of this Guide, we will cover the most important elements as they pertain to mentorship programming: 
scope, time, and cost. There is also a list of resources at the end of this Guide that provide further instructions on how to 
design and manage a program. When designing your program consider the following questions: 

•	 What is the need for a mentorship program in your organization? 
•	 What is the scope of the program? (Are you looking for a full long-term matching design or creating one-time  
mentorship experiences?)
	

•	 How does this program fit within your mission, vision, and strategic goals? 
•	 Who is the main audience for this program? Mentor, mentee or both? 
•	 How do you create a program that is inclusive for members of underrepresented populations (i.e. racial and sexual 
minorities, disabilities etc.)? 

•	 Will the program include cross-cultural and/or cross-gender mentoring? 
•	 What are the parameters, risks, and dependencies associated with this program?  
•	 What type of time/capacity will be needed to operate this program? 
•	 What is the projected cost to develop this type of programming? 
•	 How will you know if the program is making an impact? How are you defining impact/success? 

The included Program Project Plan and Logic Model documents will help you think through these questions, and design a 
timeline for implementation. 

 II. Marketing and Recruitment 
How you recruit will depend on the type of mentors and mentees you want and the type of commitment each is looking 
for, or the requirements you design for your program. 

Example: If your organization supports immigrant issues, you could email flyers to organizations that work directly with 
the immigrant community and use list serves that address immigration issues. We also recommend advertising to new 
attorneys and those who have a solo or small firm practice. These attorneys could be great mentors and mentees. 

Recruiting and retaining mentors is a challenge that organizations across the country experience. Therefore, recruitment 
needs to heavily center on mentors. Creating a pathway for mentees to become future mentors is essential. To aid with 
recruitment, included is a Mentor Tips flyer, and a Quick Tips for Seeking Mentors and Advisors flyer. These flyers provide 
questions for mentors/mentees to consider before participating.

 III. Screening and Placement 
Matching a mentor and mentee are critical to a successful relationship. Creating a good application and using an 
application process are best practices. The process informs the matching and screening of your volunteers, giving you the 
information you need to make a good match. Sample templates for mentor and mentee applications are included in this 
packet.  Remember, these are templates that you may want to delete or add certain questions. 

Clearly defining the roles of the mentors and mentees is very important in the screening and placement process. This 
ensures that everyone understands their part in the match and there is no confusion or miscommunication. For example: 

• The mentor can be available for professional development or substantive law coaching. 
• The mentor is not a professional counselor or a co-counsel on a case. 
• The mentee needs to clearly express what they are expecting in a Mentor. 
• The mentee should not expect the Mentor to find the Mentee employment. 
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 IV. Orientation and Training 
An introductory orientation is mandatory for all mentors and mentees wishing to attain MCLE credit. The orientation 
consists of an initial meeting designed to review and create MCLE required documentation. The mentor and mentee then 
agree upon, and are clear about, the mentoring relationship, purpose, and how they expect the requirements to be met. 

Although not required, in-person orientations are strongly encouraged since the orientation serves as a starting point 
in developing the mentoring relationship. In-person orientations also allow the mentor and mentee to ensure they 
are a good match. At the orientation meeting, the mentor and mentee must sign a Mentoring Agreement defining the 
parameters of the mentoring relationship, and create a Mentoring Plan which will serve as a guide for all subsequent 
meetings. This Plan also keeps the match on track for MCLE purposes. 

There is no required length for the orientation. A sample agenda is: 

1. Share the following information (15 minutes): 
• Organization’s goals, mission, vision (as an organization and of mentoring program) 
• How were mentors/mentees paired? 
• How does the program work? What are the policies of your particular program? 
• How does the pair receive credit? 
• Organization’s resources,  MentorLink, and other outside programs 

2. Address (15 minutes): 
• The fear of difference and finding common ground 
• Cultural - and gender - based assumptions 
• How to openly discuss differences for mutual learning 
• Managing and recovering from micro-inequities (mentors and mentees) 

3. (45 minutes) Allow the matched pairing time to work on the Mentoring Plan and sign  
the Mentoring Agreement.
	

Micro-inequities 
are messages of 
prejudice that are 
often unconscious and 
subtle. These messages 
can be verbal or non-
verbal. 

We recommend creating written materials that supplement the information presented. These documents can be 
electronic or hard-copy, except for the Mentoring Plan and Mentoring Agreement.

 V. Ongoing Supervision and Management 
Supervision and Management refers to the program, not the individual match. However, you should check-in with the 
matches to ensure their success and the success of the program. 

Prevent Over-Involvement in the Match: Create a list serve for easy communication between you and the matches, 
as well as the matches with each other. Promoting resources, meet-ups, CLEs, or events where matches would find 
opportunities to engage and connect are appropriate uses of the list serve.  Registering for a CLE, however, is the match’s 
responsibility. 

What Happens When a Match Doesn’t Work Out? Supporting the mentorship match when either the mentor/mentee 
stops communicating or just isn’t working is the most difficult part of running a mentorship program. The right policy, 
communication, and procedures will help you manage the process and not the volunteers. Please see the section on 
successfully navigating this difficult situation (See Challenges to Volunteer Management section on page 05). 
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 VI. Evaluation 
You can evaluate at any time to ensure your goals are being met and to change aspects of the program to further its 
success. The type of evaluation you design determines how often you will analyze your program. Best practices suggest 
that when piloting a program, administering an annual evaluation allows for course correction early enough to improve 
the success of your program. A good evaluation has four key elements and most of it is defined during program design. 
This allows you to know what impact your program has on your matches. 

1. Focus: What type of evaluation are you trying to conduct? The most common types of questions asked fall under 
one of the categories below. You determine if you want to design evaluations that address all four categories or if you 
want to focus on just a few. 
a. Program theory: Questions about program conceptualization and design. 
b. Program process: Questions about program operations, implementation, and service delivery. 
c. Impact: Questions about program outcomes and impact. 
d. Efficiency: Questions about program cost and cost-effectiveness. 

2. Design & Collect Data: An evaluation design must identify the methods that will be used to answer each of the  
questions identified.  
a. What are the techniques and tools needed to best answer the questions identified? 
b. Will it mainly be a qualitative or quantitative design, or mixed methods? 
c. Will it include questions related to the cultural diversity of the program? 
d. Will you need to use surveys, questionnaires, snowball sampling, focus groups, or one-on-one interviews? 
e. Who will be doing the evaluations? 
f. When should you be conducting these? 

3. Analyze & Interpret: Now that you have the data, you need to analyze and interpret it. Who will do this? Best 
practice is to have multiple people working on understanding the data. Some questions to help you think through this 
are: 
a. Will you hire a consultant? 
b. If not, who will be your team to analyze that data? 
c. Should it include volunteers, staff, and/or other stakeholders? 

4. Report: You have conducted the survey, collected and interpreted the data. What’s next? Reporting results to your 
stakeholders, whether positive or negative, is often a missed step and opportunity.  Informing your stakeholders 
indicates that you are willing to be transparent and accountable for your program. 
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Diversity and Inclusion
	
Diversity is an important element of any mentoring program. Diversity can include race, gender, disability, sexual 
orientation and many other dimensions. A mentoring program that provides broad diversity in its recruitment and 
training of mentors and mentees should consider the challenges of cross-cultural and cross-gender mentoring. The social 
conditioning of racial groups informs our ideas, perceptions, stereotypes, and assumptions of others. A strong mentoring 
program ensures that participants understand the influence of socially-constructed theories such as race, gender 
binaries, and disability. Understanding the influence of these constructs on the development of stereotypes, implicit 
bias, and negative perceptions can be critical to building healthy and sustainable mentoring relationships. 

3 Steps to Deepening the Dialogue 

1. Mutual learning through differences:  The mentoring relationship can become the  
space for mutual learning by openly and freely discussing the natural differences that  
exist for both mentor and mentee such as (but not limited to):
	

a. Professional experience 
b. Cultural background 
c. Generational 
d. Gender perceptions 
e. Disability/impairment 
f. Economic status 

2. Overcoming the fear of difference: Often, individuals are afraid of cross-cultural  
conversations because they worry about making a social faux pas. Openly discussing  
this and creating the opportunity to learn from one another can serve to greatly reduce  
this fear.  Some topics to openly discuss are:
	

Gender binary is the 
classification of all people 
into one of two distinct 
and separate forms of 
masculine and feminine. 
The binary model is 
viewed as rigid and is 
grounded in a person’s 
physical anatomy. 

Implicit Bias includes the 
beliefs we carry without 
conscious awareness. 

a. Implicit bias (we all have them regardless of race, economic status, gender, etc.) 
b. Cultural competence 
c. Micro-inequities 
d. Conflict resolution through in-person dialogue 

3. Finding common ground: We refer to common ground as the space two or more individuals are able to occupy 
through a shared experience. This is where we build on our similarities. For instance, both the mentee and mentor may 
discover they are both parents. This is a great opportunity to discuss the joys and challenges of parenting while actively 
practicing law. Each time similarities are discovered, the common ground shared expands its space to include both 
participants. As this space expands, the relationship organically strengthens and the connection deepens. This provides 
fertile ground for continued mutual learning and a more sustainable relationship. 

Challenges to Volunteer Management
	
As noted in this Guide, working with volunteers when either the match isn’t working or the volunteer may not be a fit for 
your program is probably the hardest part of running a mentorship program. Below are best practices for when you need 
to reassign matches or encourage a mentor/mentee to revisit their motivations and availability. 

Dissolving a Match 
The match needs to know what to do and what support you will give if issues arise with their mentor/mentee. Best 
practices include: 

• Flag: The mentor/mentee should approach you right away to avoid an irreparable relationship between the pair itself 
and between the mentor/mentee and you, as the organization. 

• Coach: Encourage the mentor/mentee to talk with their match to respectfully discuss the challenges. 
• Facilitate: If the discussion doesn’t resolve the issues, work with the match to try and reconcile problems. 
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• Reassign: If it is still not working, the mentor/mentee should contact you and ask for a new match. 
• Exit Evaluation: Ask the match to complete the evaluation giving the reason what did/did not work (confidentially) to 
have a stronger chance that the next partnership will be successful. This will also give you feedback on how to make 
the program better. 

• Connect: Work with the mentor/mentee to find a new match. 

A Mentor Withdraws 
If a Mentor, due to unforeseen circumstances, needs to withdraw their involvement completely, the following steps are 
suggested: 

• Thank: The mentor dedicated time and resources to your program. Be sure to thank them for their participation. 
• Exit Evaluation: The evaluation will provide valuable information on how to improve your program. 
• Ask: Inquire if the Mentor knows of any other potential attorneys who would be willing to volunteer. 
• Remove: Once a Mentor asks to withdraw from the program, remember to remove them from your active list. 
• Reassign: Connect with the Mentee to understand what was working and what they may need in a mentor. 

Ending a Relationship with a Mentor or Mentee 
Remember that a low-performing volunteer can be just as detrimental to an organization as an employee. The unsuitable 
relationship can cause mistrust, low morale, and a dissatisfying experience overall for everyone. A volunteer may not 
work out for a wide variety of reasons such as: 

• Having different goals 
• Having different opinions 
• Misunderstanding of the policies/expectations 
Prevention is Key: The first step is to clearly outline the requirements and expectations in the Mentoring Agreement. 
This allows you to have their signature indicating that they understand and will abide by these requirements and  
expectations.  
You may have additional program requirements (beyond MCLE) that could include:
	

• A certain number of meetings 
• Regular communication, which should be defined by the matches, instead of you 
• Attendance at a particular training/CLE/event 
• Trial observation with post-discussion (remember, the trial cannot be affiliated with the mentor or mentee) 
You also want to lay out expectations: 

• The mentor/mentee must follow all of the MCLE policies for mentorship; 
• The mentor/mentee should respectfully remind the other if they are not adhering to policy (i.e., not speaking in  
hypotheticals, etc.);
	

• Professionalism, respect, and willing to learn are essential. This includes working with your program and with each 
other; 

• Following through with commitments to your organization and their match; 
• Both individuals need to keep confidentiality with what is shared (remember, any client/case information must be 
hypotheticals); 

• Harassment and discrimination are not tolerable. 
Address: If someone breaks policies or expectations, talk to them respectfully. Assume the best in that person and be 
willing to give a second chance. It will be a difficult conversation. You owe it to the individual and your organization to 
find out why they broke with policy. 
Decide: Do you need to dissolve the relationship or give a gentle reminder of policy and next steps if they continue to 
break policy and expectations?
	
Act: If you decide it is time to dissolve the relationship, act quickly, professionally, and firmly. Give the volunteer the  
choice to tell the match or have you pass on the news.
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Additional Mentorship Program Resources
	
Please note: These resources are provided for your review. The programs may have different policies and procedures 
than the WSBA MCLE program. 

Washington State Bar Association MentorLink 
http://www.wsba.org/mentorlink 
MentorLink provides information on mentoring opportunities that currently exist across our state’s legal community, in 
addition to other mentoring resources to support WSBA members. The MentorLink library also contains articles and links 
to programs in other states. 

Oregon State Bar 
http://www.osbar.org/nlmp/resources.html#4 
Tips on creating effective mentoring relationships. 

Colorado Attorney Mentoring Program 
http://coloradomentoring.org/
	
The CAMP website has a lot of helpful information geared towards matches and can be used to help run your program.
	

Leadership Council on Legal Diversity 
http://www.lcldnet.org/programs/law-school-mentoring/mentoring-toolkit/
	
The LCLD website contains a template that could be useful for the match to fill out at the Orientation and additional  
helpful tips for the mentor and mentee.
	

Management Mentors 
http://www.management-mentors.com/products/online-mentoring-certifications 
Management Mentors has information and courses to assist you in creating and running a program. They also have 
helpful material for mentors and mentees. Information is mainly geared towards corporate programs, but it is applicable 
to all programs. 

Energize, Inc. 
https://www.energizeinc.com/
	
Energize, Inc. provides training and consultation on volunteerism. Their website has a wealth of information on how to  
manage volunteers.
	

501 Commons 
http://www.501commons.org/resources/tools-and-best-practices/volunteer-management 
Their Volunteer Management Guide contains articles, examples and templates that can help with volunteer 
management. 
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