
Geing Started: 

Launching
Your Program



Hi there! 👋
So you’ve done all the hard pre-launch work, created 
some buzz around your program, and now you’re ready 
to get to the fun bit - launching! Fantastic! 

The question now is ’how do I do that?’

The answer is - there’s a bunch of ways!

We’ll go through them in this short guide, showing you 
some examples and sharing a bunch of pro tips as we 
go along.

Let’s get to it!

Introduction



Email announcements are always a good way to 
go. It has a very high chance of being seen and/or 
read and it’s a fuel-eicient way of reaching 
everyone. 

To make them more eective, here are a few tips:
➔ Spruce your email up with photos or 

graphics
➔ Don’t forget to include relevant links like 

your sign up link, or a link to your FAQs or 
mentoring manual

➔ Review the basics: who, what, and why
➔ Throw in a dose of scarcity or urgency to 

jolt people into action

Ideally, you’ve sent some informative marketing 
collateral beforehand that explains how the 
program works, expectations, and the process. If 
not, no worries, just make sure to inform your 
audience of those things on the email.

Even if email isn’t the main launching method you 
go with, it’s a great idea to send one anyway.

On the next page is a template we’ve used in the 
past. Feel free to use it! 😉

Note: If your company uses other email 
replacement communication channels like Slack 
or Teams, the process is much the same. 

The Classic Email



Email Announcement Template

Email Announcement Template

Hi [Name],

I’m excited to inform you that our <insert year> 
mentoring program is oicially underway!

For potential mentees, this is a great opportunity for 
you to connect with a mentor who can oer you 
insight, advice, opportunity – and help you navigate 
the next stage/s of your career. (FYI, in studies, it has 
been shown that employees with mentors are 5x 
more likely to get promoted).

For potential mentors, this is a great opportunity to 
give back, become a beer leader, and refine your 
own skills and networks (FYI, Managerial productivity 
increased by 88% when mentoring was involved, 
versus only 24% with training alone).

Unfortunately, there is a limit on the number of 
people we can accept into the first <group/cohort> of 
mentors and mentees – so make sure to sign up right 
now using the link below.

<Insert your link>

We are excited to see the mentorships and outcomes 
which evolve from this initiative, and look forward to 
matching you!

Thanks,

Best,

[Name]

http://www.magazines.org.au/wp-content/uploads/How-to-use-a-mentor-.pdf
http://www.magazines.org.au/wp-content/uploads/How-to-use-a-mentor-.pdf
https://books.google.com.au/books?id=TvIlAgAAQBAJ&pg=PA432&lpg=PA432&dq=35%25+of+younger+employees+who+did+not+receive+mentoring+looked+for+another+job+in+12+months.&source=bl&ots=eX4YSOJn_f&sig=K_uAc9WE_lbWCRR__FfWH8nE264&hl=en&sa=X&ved=0ahUKEwiSt_SC9dXVAhUMf7wKHWWcCQgQ6AEIJjAA#v=onepage&q=35%25%20of%20younger%20employees%20who%20did%20not%20receive%20mentoring%20looked%20for%20another%20job%20in%2012%20months.&f=false


Gather the troops! It’s a great way to kick o 
your program. And everyone welcomes a 
break from the normal working grind 😄
Geing sta and management together for a 
small (or large!) launch party showcases that 
the program has leadership support and is 
being advocated for. It also allows everyone 
to have a chat about the program.

Get everyone chaering about who they’re 
hoping to get matched with, what they’re 
hoping to get out of the mentoring 
relationship, and everything 
mentoring-related!

Pro Tip: Get your Mentoring Champions 
involved! Maybe get one of them to kick o 
the event with their mentoring story, or get a 
leadership figure to talk about the support 
behind the program. It gives potential 
participants confidence to join.

A Launch Party

https://mentorloop.com/blog/mentoring-champion/


Mentoring Stories

Check out some of the stories we’ve collected over the years:

Mentoring Stories

For More Mentoring Stories:

Visit the Blog

https://mentorloop.com/blog/mentoring-program-promotional-message/
https://mentorloop.com/blog/


If you’ve got an established intranet that 
your organisation heavily uses, this is a great 
method that makes sure you get maximum 
visibility!

Create a feature announcement on your 
homepage and news page which 
clicks-through to your sign-up form and/or 
somewhere prospective participants can find 
more information on the program.

This way, people can mull it over and demand 
can trickle in from interested parties. 

Your Intranet



Your Intranet
Our biggest tip for using your intranet is this: 

Take advantage of any and all pages that you think are 
appropriate. If you’re also doing a launch party, pop that 
into ‘Events’ too! If you have a ‘Special Features’ section, 
use that for a story from one of your Mentoring 
Champions!

 Get creative and don’t be afraid to hype the launch of your 
program absolutely everywhere! 😄

Your Intranet



If your organisation still gets the whole crew 
together for general assemblies, 
quarterly/annual meetings or reviews, or an 
All-Hands, take advantage of them! 

These are great avenues to launch your 
mentoring program because it allows people 
to gauge the importance of the initiative and 
ensures that everyone is aware of it. 

Pro Tip: Have your CEO speak about the 
power and importance of mentoring! 

(75% of private sector executives said that 
mentoring had been critical in helping them 
reach their current position)

 Nothing works beer than social proof. 👍

At The All-Hands

http://commongoodcareers.org/index.php?/articles/detail/finding-a-guide-the-value-of-having-a-professional-mentor/


If your program needs a more fragmented 
and/or targeted approach, separate 
meetings might be the way to go. 

Have each department head or team leader 
pull their own teams in for team meetings 
where the program can be announced and 
discussed. 

This approach can garner the most aention 
and ensures that everyone understands that 
their own department head, executive, 
manager, or team leader is pushing the 
program forward and encourage participation 
and buy-in.

Pro Tip: Meet with the team leaders 
beforehand and provide them with the 
materials they need - set them up for a 
successful meeting with their teams!

Meetings



Assets and 
Materials to Share
If you’re going with this approach, make sure you 
send team leaders into their meetings armed, so to 
speak.

Provide them with some materials they can use, 
reference, or share when speaking with their teams. 
This could be something as simple as a flyer with 
some basic information on it, or as detailed as a 
mentoring manual. 

Materials and Assets to Share



If your organisation has employee or 
community channels on social media, these 
are great avenues for launching!

Social media is a great way to communicate 
with potential participants directly and as 
an added bonus, if these channels are 
public, it’s can be great for employer 
branding too. 😉

Pro Tip #1: If you’re having a launch event, 
take some photos and post them to social 
media afterwards. This is a great way to 
keep the buzz going after the launch and 
also keep those who weren’t able to aend 
in the loop. 

Pro Tip #2: Depending on the kind of 
program you’re running, posting the sign-up 
link to social media is a great way to keep 
that link public, visible, and easy to find. 

Social Media



Whichever platform (or combination of 
platforms) you choose, make sure to 
amplify the announcement as much as 
possible so that everyone is aware of 
your program, what it’s about, and how 
they can benefit.

Social Media

Social Media

And don’t be afraid to pull your marketing 
department in to help you create and 
disseminate awesome marketing 
materials that do your mentoring 
program justice. 

https://www.linkedin.com/feed/update/urn%3Ali%3Aactivity%3A6847079660153556992/?actorCompanyId=3280314
https://www.linkedin.com/posts/european-cities-marketing_ecmmentorprogramme-weareecm-activity-6828946421270556672-a7YD


This is especially useful for industry 
associations, not-for-profits, alumni 
associations, and similar organisations, It’s 
also a great option for always-on programs.

Taking advantage of your website is a great 
way to keep the information about your 
program and your sign-up link visible and 
easily accessible.

Pro Tip: If your mentoring program is a 
mainstay of your organisation’s oerings or 
activities, consider having a dedicated page 
for mentoring information and the sign-up 
link on your website. Plus points if it’s on the 
main menu!

Your Website



Your Website 

Check out how Out for Australia facilitates sign-ups for 
their always-on program via their website.

Assets to Take Advantage Of

https://www.outforaustralia.org/mentoring-program


It’s always a good idea to introduce your cohort to the tools 
they’ll be using for any upcoming project or endeavor. In this 
case, they’ll be using Mentorloop!

So, here’s a user guide you can use to give them a bit of an 
introduction.

*Click on the image to download it

And A Bonus Lile Nugget

https://mentorloop.com/wp-content/uploads/2021/10/Getting-Started-With-Mentorloop-End-Users.pdf


In this guide, we covered some 
ways you can launch your 
program via dierent channels - 
from the classics like emails and 
marketing collateral, to the 
more involved methods like 
launch events. 

So, whichever method or combination of methods 
you choose, we hope this guide has helped you 
decide how you go about it. 

As always, if you’ve got any questions or need a 
hand with something we haven’t covered here, feel 
free to contact us and let us know!

Good luck!

Summary

mentorloop.com

For more information, resources, and guides like 
this, head to the website:

https://mentorloop.com/resources/

