
 

SkillGate MyMentor 
 

The purpose of this document is to describe to  LMS Administrators how the My Mentor system 

works and what can be customised. 

Mentor or Coach? 
 

SkillGate mentor/coach system is a plug-in option on the Academy10 LMS. It can be used either as a 

mentoring system or as a coaching system.  

The coaching and mentoring processes have strong similarities. Our definition is that; 

• mentors take a long-term developmental approach with no specific/required end, sign-off or 

score. 

• coaches take a shorter term, objective-based approach with a required sign-off and/or 

formal evaluation of competence. 

The similarities are: 

• The mentee (or coachee) must find an appropriate mentor/coach 

• The mentor/coach must accept the relationship 

• There should be some kind of initial objective agreed (and perhaps ongoing objectives set) 

• Mentoring and coaching processes are typically face-to-face and thus hard to record 

• A record of completion is essential and a record of progress may be desirable. 

 

For simplicity, the rest of this document will refer to mentees and mentors (unless specific coaching 

issues are discussed). 

The Mentoring System 
 



In practice, the SkillGate MyMentor system has three parts;  

• a matching system;  

• a progress management system;  

• and an online meeting notes/objectives section.  

The system is highly customisable. In this document we aim to 

detail the most common approaches we use, and will describe 

the principles behind them so that administrators can develop 

their own use. 

 

Part A. The matching system 
 

Creating a mentor profile. 

Normally any user can be a mentor, a mentee, or both. Click the [Become a Mentor]  option. The 

system then requires the user to complete a mentor profile. This includes importantly the subject(s) 

they are prepared to mentor on. Other data such as grade and location are also added – often 

automatically. These will be used in the search algorithm. 

Mentors can change their profiles and selections at any time. They can also change their 

mentor/mentee status from this page. 

Searching with the algorithm 

Mentees search for appropriate mentors via the [Search for Mentor] option. The system will try to 

find the best matches according to an algorithm. The algorithm is customised but typically includes: 

• Subject area (required) 

• Company or group (for larger organisations) 

• Grade (optional) 

• Location (for dispersed organisations) 

There is also the option to include ‘protected characteristics’. Again these are customisable. 

Although these are displayed they are not included in the search algorithm. 

 



The results list of mentors is listed in ‘how well matched’ order. It includes the details of the mentor 

including a link to the mentor profile, and a ‘how well matched’ % score. 

The mentor profile will present all information supplied by the mentor and details of the matching 

criterial they have selected. 

“Not currently available” 

Mentors who wish to remain as mentors but not be found in the search (e.g. because they already 

have their quota of mentees) can select ‘Mentor (not currently available)’ in their profile editor. 

 

Selecting a mentor 

Mentees should read the profiles and consider the information provided and make notes as to who 

they wish to work with. Note mentees can contact mentors directly but they should still record their 

selections. 

1. Click on the [Select a Mentor] button under the name of a chosen mentor. 

 

2. The system will then prompt the mentee to add a short paragraph on what they wish to 

achieve from the process (initial objective).  

 

3. Once [Saved] (there is also the option to Edit) the mentee must introduce themselves by 

sending the initial objectives to the selected mentor using the [Proceed] button. 

 

4. Arrange next stage contact with the mentor. 

 

5. The mentor will typically agree to be a mentor informally.  It is therefore important for 

progress monitoring that the mentee indicates on the system if the mentor has agreed to 

mentor. (This can be done at any stage the MyMentor system). 

 

Part B. Progress monitoring 
 

Mentoring relationships can typically last a long time and the contact will be personal. The 

MyMentor system needs to know if the process has stopped/ended and, if possible, what progress is 

being made. 

Behind the scenes the system manages a four-stage ‘status’ process: 

A. Pending Introduction: mentee has selected a mentor but not completed initial objectives or 

sent introduction 

B. Introduced: mentee has sent introduction to the mentor 

C. Matched: mentee has indicated that the mentor has accepted 

D. Completed: mentee or mentor has indicated the process is complete. 

This status information appears for each mentor/mentee relationship on the Progress page in the 

MyMentor system. 



 

To enable this, MyMentor offers  two approaches: 

1. the system uses the standard SkillGate prompting technology. When the mentee wrote their 

initial objectives and introduced themselves to the mentor, they registered on a mentor 

programme and completed session one. 

In the standard system, session two will ask the mentee if they are matched with a mentor 

and/or if the process has completed. 

Using the standard prompting email system, mentees can be sent reminders on a regular 

basis asking them to update their progress. Standard emails are created in the SmartAuthor 

system. 

IMPORTANT How, exactly, the sessions and email prompts are set up depends on how the 

organisation wants to manage its company mentoring. It would be possible, for example, to 

ask delegates to complete a monthly progress report or reset their objectives every six 

months. 

2. Administrators with permission access to the reports can manage contacts and send off 

group or individual emails when the wish. The emails automatically link to an online  window 

at which delegates and mentors can change the progress status. 

 

Part C. 
 

The Mentor in the LMS 

Via the MyMentor icon on the LMS navigation window, mentors and mentees can: 

• edit their own mentor profile 

• see the profile details of all mentors (subject to the search they enter) 



• see the details of all their mentees 

• view a progress summary for each mentor and mentee relationship 

• add meeting notes 

• add objectives. 

 

Reporting 

Mentor reports are enabled via the [Permissions] option by LMS Administrators. 

The mentor report offers: 

• Mentors: List of mentors with basic details and access to their profiles 

• Mentor details: List of mentors with profile criteria and access to their profiles 

• Mentors/Mentees: Matching list of mentors with linked mentees and current progress 

status 

• Mentees/Mentors: Matching list of mentees with linked mentors and current progress 

status 

• Subject Statistics: Totals by progress status and a statistical summary of the number of 

searches made for each subject and the number of matching mentors. 

Appendix 1 

 

Example on screen instructions to users (for reference): 

This system is designed to put you in touch with appropriate people who have indicated they are keen to offer 

a mentoring/coaching role. 

1. To find a suitable mentor please select your search criteria in the Search for a Mentor box. A selection of 

relevant Mentors will be provided. 

2. Read the profiles of the Mentors in the search results and then [Select a Mentor]. You must add intial 

objectives send them as an introduction to your chosen Mentor. 

3. The system will save your search criteria so that you can retrieve the options at any time via View Mentor 

search results. Change your criteria at Search for Mentor (Reset). 

4. Important: Please arrange your own meetings with potential Mentors. 

5. You can have a maximum of five Mentors at any one time. A list of your current Mentors appears in the 

menu. Please keep your record up to date by selecting the Mentor and following the instructions on the 

'Progress' panel. You (or your Mentor) can add meeting notes and objectives to your profile. 

6. Every few weeks the system may send you a prompt asking you to confirm if you have completed the 

Mentor process. Please complete the online form as this will enable us to keep the system up to date and 

improve our processes. 

For Mentors: 

To become a Mentor or change your Mentor Profile please select Become a Mentor or My Mentor Profile. You 

MUST complete the profile or mentees will not find you in their searches. 

In your Profile you can change your Mentor availability status. At 'Current Mentor Status:' switch between 

'Mentor' and 'Not a Mentor' and 'Mentor (not currently available)' 


