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 eMentors Student Guide 
 

 

Student Goals 

 Understand that what you learn in school is 

important for your future, no matter which 

career you choose 

 Increase your knowledge of the importance 

business and career skills play in your future 

success in the workplace 

 Improve your written communication skills by 

connecting with a volunteer via professional 

email 

 
 

 

What is Your Role in eMentors? 

As a student participant in eMentors you will be guided by a mentor 

who wants to see you succeed and will give you real, honest 

responses. The top expectation is that you act in a professional and 

respectful way. The mentors give their time, and that commitment 

should be treated with respect. Additional expectations include: 

 Emailing your mentor each week according to the schedule and 

Guiding Questions 

 Using appropriate language when speaking with or writing to 

your mentor 

 Answering your mentor’s questions before moving on to the new 

Guiding Question 

 CCing your teacher on each email to ensure all guidelines are 

met 

 Being respectful of the mentors and their company  

 Using “eMentors Week _#_” or “eMentors Topic ___” as the 

subject line in each message
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Student Email Etiquette 

Email etiquette is crucial to maintain a professional and 

healthy relationship. Guidelines are as follows: 

 Proofread each email to ensure it is sent to the correct 

person. 

 Do not send/open attachments. 

 All messages should be thought-provoking and questions 

should be clear and concise. 

 Writing is different than speaking and tone can often be 

misunderstood. For example, most people understand an 

email written in all UPPERCASE as shouting. 

 Sarcasm does not exist in email. What is written is taken at 

face value. 

 Do not use text message abbreviations, such as C U, LOL, or 

emoticons/emogis, colors, pictures, or unique/fancy fonts. 

Meet & Greet 

 

 

 

 

At the Meet & Greet you will meet your mentor 

in-person. Dress your best; business casual is 

suggested. This means dressing in slacks with 

collared shirts or sweaters; appropriate length 

dresses or skirts for girls are a good choice. 

Hats and shorts are not allowed. Make eye 

contact and shake your mentor’s hand when 

you first meet. Prepare questions for your 

mentor and be prepared to answer questions 

your mentor may have for you. If you have any 

dietary restrictions, please let your teacher 

know far in advance so he/she can inform the 

BestPrep coordinator. Leave cell phones and 

other electronic devices at school, home, or 

on the bus. They should not be brought to the 

Meet & Greet. Most importantly, relax, learn, 

have fun, and thank your mentor. 

 

Your teacher MUST be CCd on every email 

This is to ensure that all messages between you and 

your mentor are appropriate and that all rules are 

being followed, so that eMentors is a safe program 

for everyone involved. By CCing him/her on each 

message, your teacher will be able to give you the 

proper credit for each message and know that you 

are completing the class assignment. 

Boundaries 

Emailing is the main activity of eMentors. We expect 

mentors and students to follow the code of conduct. 

Below are examples of boundary violations: 

 A request to borrow something 

 An invitation to an outing, a movie, etc. 

 Use or sharing of personal email address rather 

than company or school email address  

 A request for contact outside the program  

 Sharing of personal information such as photos, 

phone numbers, or home addresses  

 A request to join a student or mentor’s social 

network (Facebook, Twitter, etc.) 

 Rude, threatening, or disrespectful statements  

 




