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Candidate Mentoring Guide

Candidate Mentoring in Your Chapter

INTRODUCTION

What is the benefit of a Candidate Mentoring Program? 

(1) The support and encouragement of a local CPCU chapter member can be an enormous motivating factor for a candidate; 

(2) Candidates with the support of a mentor are more likely to become active members of your chapter.

To be successful, a mentoring program requires strong leadership and continuity. There needs to be emphasis placed on the program by the chapter's Board of Directors.

Newer designees are particularly effective mentors.  Those who completed the CPCU program recently can relate well to current students.  They have experienced the same feelings and are familiar with the curriculum, exam process, study aids, etc.  Mentoring is an excellent way for new designees to become involved in the activities of the chapter.

Candidates to be mentored can come from a variety of sources:

· New candidates identified by chapter members.

· Candidates who have dropped out of the program but with some encouragement may reenter the program.

· Candidates referred by the Institutes or the Society.

· Students already enrolled in the program but who do not have a mentor.
· Industry personnel interested in enrolling identified through company visitations, education booths, I-Day seminars.  These potential new students may welcome assistance in getting started: understanding company procedures, selecting a course sequence and study method,  ordering books, registering for the first exam, etc.

Who Can Be a Mentor?
The chapter’s Candidate Recruitment & Development Committee should encourage all chapter members to serve as mentors.  In addition to new designees, mentors can include new designees, retired members, past chapter officers or directors, or members-at-large.  Interest group members in your chapter can be valuable mentors to candidates who work in the same area of the industry as the student (e.g. underwriting, claims, reinsurance, etc.)
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STEPS TO IMPLEMENTING A SUCCESSFUL CANDIDATE MENTORING PROGRAM

1.  The first step is establishing a pool of mentors who come forward to offer their guidance to CPCU cand​idates, especially new candidates. The Candidate Recruitment & Development Committee should work with chapter officers to stress the program's importance in promoting the insurance profession by helping qualified individuals earn the CPCU designation. There are several effective methods for enlisting mentors:

· Advertise the program on the chapter website and through the Chaptergram/newsletter.

· Send an email to chapter members from the chapter president asking for volunteers (see sample invitation on page 8.
· Explain the program at a chapter meeting, disseminating information about mentorship, how rewarding it is and little time it takes, and what is not expected of mentors (i.e. financial support or personally answering technical questions). 

· Recognize mentors at a formal chapter function, such as Conferment, and solicit new mentors at that time. 

2.   Obtain/monitor the chapter’s list of candidates.  By obtaining a PIN number from the AICPCU, your chapter can have access to the Institute’s Active Candidate database which will give you name and contact information for CPCU students as well as the parts to credit for each.  To obtain a PIN number, contact Dotty Platt at (610) 644-2100, Extension 7636 or platt@cpcuiia.org.   Note:  it is particularly important to locate candidates who are self-studying, because they may require mentoring more than those who have the support and built-in scheduling of a classroom or on line class. 

3.   Matching:  the chapter candidate recruitment and development committee matches willing mentors with students.  Company, geography or job function can be among the criteria used.

4.   Contact the candidates with a welcoming and supportive message from the chapter and advise them that a mentor will be in touch to offer assistance and support in their pursuit of the CPCU designation and their orientation into your chapter.

5.   Meet with your mentors individually or as a group to discuss their roles in supporting and encouraging candidates.  The ‘Duties of a Mentor’ (pages 4-5) and the ‘Candidate Mentoring Contact Calendar’ (page 6) sections of this guide are helpful tools to orient and prepare a mentor.  Set a process to follow up with mentors that contact was made and all is proceeding well.  (If a mentor relocates to another area before a candidate completes the program, be sure to provide continuity to that student by assigning a new mentor.)

6.   Set up a special function during the year that will bring all chapter mentors and candidates together.  This special event can be motivating to mentors and students alike and demonstrate to the students that the “CPCU Experience” is broader than just studying for exams.  Completion of the CPCU program is the beginning of a lifelong association with your chapter and the CPCU Society.

7.    Contact all mentors periodically to discuss any problems, suggestions and success stories. Remember to let the mentors know their contributions and ideas are valuable to the success of the chapter and its future members.  Recognize mentors on your website, in the conferment program, or in other ways.

8.  Remind the chapter members who are not participating in the mentorship program of the importance of actively recruiting and mentoring qualified candidates. 
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DUTIES OF A MENTOR
The following is a list of ideas for successful mentoring.   Use this “job description” when recruiting members and make it available at your mentor organizational meeting.  Feel free to expand the list with other “best practices” of your own!
· Mentoring is a commitment.  Your assigned student is counting on you to be a source of information, motivation, caring, celebration of results, as well as encouragement and “course correction” when needed.

· Introduce yourself to your candidate and arrange to meet.  Even if it is someone you know, formalize the mentoring process and let your candidate know how pleased you are that he or she is working toward the CPCU designation and that you are there to help in any way possible.  
· Verify that you have your candidate's correct contact information including address, company, email address, and phone number(s).  Advise how/where you can be reached.  Agree on preferred times and methods of contact.  
· Discuss with the candidate the parts already completed and those still ahead.  Help the candidate, as needed, to join a classroom or on line class, study group, or to access other appropriate study aids.
· Although a mentor is not expected to provide technical “tutoring,” be able to find this support for your candidate as needed.   Interest group members in your chapters are often ideal sources of technical expertise.

· Invite your candidate to any specially planned function or to one or more chapter meetings during the year. If you can't escort your candidate to the meeting, be sure another chapter member will be there to meet the student and make introductions.

· The main benefit of mentoring is ongoing support. Keep in touch with your candidate. Particularly offer encouragement prior to the exams.

· Check with your candidate after exam results are issued (normally student receives an e-mail within several weeks of the exam date).  Offer sincere congratulations for a successful exam. Here’s where a personal note or letter can be extremely motivating! 

· If the exam was not passed, it is most important to assist the candidate in overcoming a sense of discouragement.  The AICPCU can provide an exam analysis demonstrating the areas of strength and where the student still needs more work.  Go over this report with your candidate and help him/her focus on the weaker points and prepare to take the exam again without delay.  Point out that many CPCUs failed an exam somewhere along the way (perhaps it happened to you). 
· If you encounter difficulty, contact your chapter candidate recruitment and development chairman for assistance. Talking to other mentors to share ideas will often solve a problem.

· If your candidate moves out of the area, advise the candidate recruitment and development chairman who can help the candidate get connected to his/her new chapter. 
· Make your candidates aware of Candidate Membership in the CPCU Society.  Candidates are eligible to join the Society at 50% dues upon the completion of four parts of the CPCU program.  Studies have shown that the candidates who join the Society as students have more successful completion rates and a shorter time to completion.

Transition to New Designee

· As your candidate nears completion, encourage him/her to attend CPCU Society’s Annual Meeting and Seminars as well as the local chapter Conferment.  

· Encourage new designees to maintain membership in the CPCU Society and active participation in the chapter.  If you have been bringing your candidate to chapter events or if they have been candidate members, this will be easy. Encourage new designees to sign up for a chapter committee.  This is also a good time to introduce new designees to the Society's Continuing Professional Development program.  Mentoring does not have to stop once your candidate earns the CPCU designation! 

· Encourage new designees to become mentors so they can continue to share The CPCU Experience!
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Candidate Mentoring Contact Calendar
	CANDIDATE ENROLLMENT
	Hello! You've made a great decision.  Exchange or update email address and telephone data and discuss study plans.  Share your personal success story.

	COMMENCEMENT OF STUDY
	Is everything okay? Check that course materials have arrived,  that the class or study group is meeting, or that self-study is progressing.  Help candidate with time management issues.

Help get information on company policies and procedures if candidate is unaware of how to order materials, get reimbursed, etc.

	ANYTIME
	Invite candidate to appropriate chapter activities.  Make sure he/she is introduced to members and other candidates.

	AS  STUDIES  PROGRESS
	How are you doing? Check on any problems. Offer to help, or refer candidate to CPCUs or others with technical expertise if student is having difficulty with subject material. 

	PRIOR TO EXAM
	Good luck on your exam! Give support and encouragement, and answer questions about course material or exam location and procedures.

	FOLLOWING EXAM
	How'd it go? Discuss the exam experience, give support and reassurance, and ask about plans for the next round of course work.
For unsuccessful exam results (or failure to sit for exam), devote special attention to re-motivating the candidate.  Your personal story may be helpful!

	UPON RECEIPT OF EXAM RESULTS
	Did you get your results? Offer praise for passing, or understanding and encouragement if candidate received a non-passing grade. Check for any trouble spots in the next round of course work.


Candidate Mentoring in Your Chapter
SUGGESTIONS BASED ON CHAPTER SIZE

Small Chapter (70 members and under)
· Small chapters may find that chapter talent is in short supply or heavily committed to other chapter activities. The candidate recruitment and development chairman may have to personally oversee all aspects of the Candidate Mentoring Program.

· A chapter member may mentor more than one candidate (up to three is a good guideline).
· Areas represented by smaller chapters may be less likely to hold formal CPCU classes.  There may be a wide geographical spread in the chapter territory.  Remind candidates that on line courses are always available for all CPCU parts each semester.  Informal study groups are also a good method of preparation and study groups may be arranged by mentors whose candidates are studying for the same exam.

· Candidates generally will find the small chapter meeting a friendly place, and the chapter is pleased to have candidates increase meeting attendance.

· Candidates should be added to chapter mailing lists.

Medium Chapter (71 members to 200)

· Medium size chapters should have an active candidate recruitment and development committee that can designate one of its members to lead the Candidate Mentoring Program.

· Many of the suggestions under small chapters may also be appropriate.

Large Chapter (201 members to 450) and Jumbo Chapter (more than 450)

· Assign several members to promote and manage the Candidate Mentoring Program.

· A bulletin or area on the website directed to mentors may be helpful in large chapters to give information on exam periods, review days, class schedules, special educational material, recognition of mentors and candidates, success stories, testimonials and other news.

· A special effort should be made to see that candidates invited to a chapter meeting feel welcome and do not feel "lost in the crowd.”

· Add candidates who are eligible for Society membership (4 + parts to credit) to the mailing list.  Consider a regular e-mailing  just for them.  Promote candidate membership in the CPCU Society.
Invite the chapter new designee representative (or multiple new designees) to serve on the Candidate Development committee.
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Message to Recruit Mentors
Dear Fellow CPCUs:

We in the
_____________Chapter of the CPCU Society have a long tradition of promoting professional development in the insurance and risk management industries. Each of us has made a commitment to our own professional development, as evidenced by the completion of the comprehensive course of study leading to the Chartered Property Casualty Underwriter designation. We know how difficult it can be sometimes, but we also have experienced the pride of completing something really important and know the prestige and value associated with the CPCU designation.

Now it's time to share the “CPCU Experience” and help another person in our industry do the same.  I can think of no better way for you to assure our chapter’s future than to use a few moments of your time throughout the year to mentor one or more of our CPCU candidates.

Under the direction of (name of chapter chair)
, the chapter is now in the process of expanding our Candidate Mentoring Program. We are doing this for two reasons:

· The support and encouragement of chapter members like you can be an enormous motivating factor throughout the candidate's years of study—it may make the difference between success and failure for a CPCU student.

· Our candidates are our future chapter members. It is important that they begin establishing member relationships as early as possible so they will become active members.

If you would like to mentor a new or existing candidate, please respond to this message (smaller chapter can also invite calls).  You will be contacted shortly for our organizational meeting, which will be held in (month).  If you have any questions or suggestion, please contact me at (email/phone number).  Enclosed are the "duties of a mentor" so you can see exactly what mentorship entails.
Being a mentor is a rewarding experience!  Step up now and begin a relationship that will benefit you, the candidate, and the CPCU Society for many years to come!

Sincerely,
(Name)

Chapter President
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Letter of Introduction from Mentor to Student
(Date)

Dear
 (name of CPCU Student):

Congratulations on taking an important step in your professional development—enrolling in the Chartered Property Casualty Underwriter (CPCU) program.  

I am very pleased to serve as your mentor.  I hope to be able to provide you with some assistance and be your ongoing contact with the
__________________Chapter of the CPCU Society.

From time to time, I will check in with you to see how you are doing. Occasionally, I hope we can get together at a chapter meeting or for lunch or dinner.  Please feel free to contact me at any time to discuss preparation for your CPCU exam and any questions or concerns you may have.   
In the
 years since I got my designation, every bit of hard work has been repaid to me multiple times! The prestige associated with the CPCU designation is unique. The satisfaction of completing something you started is a wonderful feeling. You will feel it every time you pass an exam and in even greater measure when you complete the program and become a CPCU!  Note: mentor can elaborate with additional personal insight, success story, etc.)
If you have questions, just contact me at
 _____________.  I'll be contacting you shortly to see how you are doing.  I wish you much success and invite you to call or contact me at any time.  I look forward to the day I will welcome you as a full-fledged member of the CPCU Society.

Sincerely,

(name of mentor)

Note:  letter is an example; please expand/customize as you see fit.
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