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Introduction 
 

Dear mentors, mentees and steering group members, welcome to the third round of the Society of 

Radiographers’ Leadership Mentoring Scheme (LMS) and thank you for your participation. We are 

delighted to be launching the LMS, now in its third round following the success of the initial pilot 

scheme (PLMS). The Society of Radiographers is committed to promoting and supporting leadership 

at every level of our profession and we intend to use the learning from this round of the scheme, as 

well as the pilot, to evaluate the roll out of future schemes to our wider membership.  

We hope that you all gain from participating in the scheme and that your learning experience and 

reflections from this allow for benefits to the wider membership and for the continuing 

development of our profession. 

This handbook provides a guide for the mentor–mentee journey. We hope you find it useful and 

welcome your feedback. 

We would like to thank Coach Mentoring Ltd. for delivering the mentoring training, and our Steering 

Group members (Dr Rachel Harris, Alison Hewitt, Louise Mifsud and Karen Smith) for their oversight 

of the scheme. 

 

Alexandra Lipton 

SoR Professional Officer, Project Lead LMS 
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About the scheme 
 

The Society of Radiographers (SoR) is continuing the LMS in line with its strategic objectives and to 

reinforce its position that future leaders of radiography services should emerge from within the 

profession. 

The purpose of the scheme is to encourage and facilitate current senior service managers and 

leaders from the profession to act as mentors for radiographers in current leadership positions, and 

to promote the role of senior service management and higher leadership posts as achievable and 

attractive career development options. 

It is also anticipated, following evaluation and dependent on the success of the early rounds of the 

scheme, that the SoR may roll out a similar scheme to the wider profession to support and equip the 

radiographic workforce with leadership skills. 

 

Aims 
• To develop mentoring skills in a group of volunteer senior managers and current leaders 

from within the profession (mentors). 

• To support a cohort of radiographers (mentees) to develop the confidence and skills to 

pursue leadership and management roles within the profession. 

• To establish a formal programme for routine delivery to support leadership development 

at the senior level. 

• To consider wider roll out of the scheme to all members. 

 

Scope 
The LMS will involve a cohort of ten mentors and mentees and will be overseen by the LMS Steering 

Group. Virtual training for mentors and mentees will be provided by Coach Mentoring Ltd.. 

Resources will be developed to aid mentors and mentees throughout the scheme (handbook, links 

to useful websites, related publications and a dedicated web page for the scheme).  Support will be 

offered to all participants throughout, including face-to-face networking opportunities, review and 

evaluation, and keeping in touch (KIT) contact points.  A summary evaluation report of the 2023 LMS 

(LMS2) will be provided for SoR UK Council.  

Please refer also to the Mentoring Guidance Document available via the LMS Synapse workspace.  

 

 

  

https://www.coachmentoring.co.uk/
https://synapse.sor.org/PLM_Scheme/view?objectId=182503269
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LMS Steering Group 
 

Purpose 
The purpose of the Steering Group is to oversee the LMS on behalf of the SoR. 

Meetings will take place virtually and a communication and resource port will be hosted on the SoR 

Synapse platform. 

 

Membership 
• Dr Rachel Harris  (Independent Moderator) 

Head of Professional Practice and Education | SCoR 

• Alison Hewitt 

Senior Radiographer (rotational) | Oxfordshire University Hospitals NHS Trust  

• Louise Mifsud 

Course Leader, Lecturer | Robert Gordon University 

• Alexandra Lipton (Project Lead and first point of contact) 

Professional Officer | SCoR 

• Karen Smith 

Radiotherapy Service Manager | Sheffield Teaching Hospitals NHS Foundation Trust 

 

Terms of Reference 
• The Steering Group will select mentees by assessment of the application forms against the 

recruitment criteria (applications will be anonymised).  In the case of non-consensus, the 

decision will firstly rest with the appointed Chair of the group.  If the Chair cannot make a 

decision the final decision will rest with the Independent Moderator. 

• The Steering Group will determine the matching of the mentor and mentee pairings by 

considering the top three preferences submitted by chosen mentees, subsequent to a 

‘speed-dating’ style introductory activity. This evaluation will involve comparing the 

application forms of the selected mentees with the profiles of the available mentors. 

• The Steering Group will moderate should there be a breakdown or difficulties between a 

mentor and mentee pair and they should endeavour to get the relationship back on track. In 

the case of a complete breakdown of relationship, the Chair will refer the matter to the 

Independent Moderator. 

• The Steering Group will ensure the success of the scheme by means of identified reporting 

points throughout the year. This will be in the form of a report from the Project Lead at six, 

nine and twelve. The Project Lead will alert the Steering Group to any concerns during the 

pilot phase. 

• The Steering Group will approve the final evaluation report prior to submission to the UK 

Council of the SoR.

mailto:alexl@sor.org
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Mentors and Mentees 

 

Volunteer Mentors 
• Adam Turner 

Head of Imaging | Somerset NHS Foundation Trust 

• Claire Mercer 

Head of Radiographer  I University of Salford 

• Clare Simcock 

Lead Radiographer | Great Ormond Street Hospital NHS Foundation Trust 

 

• David White 

Head of Operations - Imaging| University Hospitals of Coventry and Warwickshire NHS Trust 

 

• Elizabeth Ladd (Lizzy)  

Head of Imaging | NHS England (South West) 

• Helen White 

College Lead for AHP Practice Quality | Birmingham City University 

• James Triscott 

 Programme Manager, National Imaging Programme| NHS Wales Executive 

• Kerry Mills 

National Programme Lead – Cancer and Diagnostics| Workforce, Training and Education 

Directorate, NHS England 

• Kim Hutchings 

Development & Governance Advisor /Radiographer/ Leadership mentor| NHS Providers, 

Independent leadership consultant and mentor, Lymington New Forest Hospital (Southern 

Health NHS FT), Independent Forensic Radiographer 

• Kirsty Wood 

 Associate Professor- Lead for Allied Health Professions| Leeds Trinity University 

• Lisa Severena 

Quality Lead- Diagnostic Radiography |Nuffield Health 

 

• Paula Brown 

Radiotherapy Services Manager| Radiotherapy Department, Lincoln County Hospital 

• Sam Bennett 

Clinical Services Lead, Radiotherapy |GenesisCare Oxford 

• Sam Newton 

Radiology Services Manager |Queen Elizabeth Hospital ,Kings Lynn  

 



v0923.0 LMS Handbook 2024 Page 7 of 25 

 

Mentees 
• Adam Corking 

CQC registered Unit Manager |Alliance Medical Ltd 

• Amanda Peace 

ACP Section Lead Therapeutic Radiographer| Radiotherapy Department, Weston Park 

Cancer Centre 

 

• Deborah Rogers 

Quality and Change Management Lead| 

• Emma Edwards 

Programme Director Radiography (Diagnostic Imaging) |Keele University 

• Emma Wilson 

Clinical Lead in Plain Film| Manchester Foundation Trust (Wythenshawe site) 

• Ferdouz Ramazan  

Unit Manager | Alliance Medical Ltd 

• Gemima Savage 

Interventional Radiology Team Lead| Royal Cornwall hospital NHS Trust 

• Hayley Greenaway 

Clinical PET-CT Unit Manager |Alliance Medical Ltd 

• Lara Burgess 

Senior Therapeutic Radiographer | 

• Marie Nicol 

Specialist Advanced GI Practitioner | North West Anglia NHS Foundation Trust 

• Rachael Hillyard 

X-ray Clinical Lead |Radiology Department University Hospitals, Dorset 

• Sarah Hind 

Radiotherapy Education Lead | St James Hospital, Leeds 

• Sarah Thomas 

Unit Manager |Alliance Medical Ltd 

• Victoria Fletcher 

Senior Lecturer in Diagnostic Radiography | Birmingham City University 

• Victoria McArthur 

MRI Radiographer | Norfolk and Norwich University Hospital NHS Foundation Trust  

 

Terms of Reference 
Mentors and Mentees are expected to: 

• Attend the virtual training webinars. Steering group members are welcome to attend both 

training sessions. 

o Pre-launch online training event   Tuesday, 08 October 2024– Mentees (completed) 
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o Pre-launch online training event   Wednesday, 09 October 2024 – Mentors 

(completed) 

o Online training and networking event Wednesday, 15 January 2025 

 

• Sign up to and use Synapse (Kahootz platform). Help and information regarding the use of 

this platform can be found here. 

• Attend the LMS launch (SCoR HQ on Thursday, 17 October 2024) and other networking 

events.  

o Event: Launch | Thursday, 17 October 2024 at SCoR HQ, London | 10:30 – 16:30 | 

face-to-face event 

o Event: Networking 2/Training | Wednesday, 15 Jan 2025 | 09:30 – 17:00 | virtual 

event 

o Event: Networking 3 | Tuesday, 3 June 2025 @ UKIO | 1 hour session (timing and 

attendance TBC) 

o Event: Final celebratory closing event |Thursday 18, September 2025 at SCoR HQ, 

London | all day | face-to-face event 

 

• At least one event must be attended either in person or virtually. 

• Accept the matched pairings as determined by the Steering Group. 

• Sign the LMS Mentoring Contract, also available to download from the LMS Synapse 

workspace. 

• (Mentee) arrange contact points and meetings with their mentor. 

• Complete evaluations at specified time throughout the scheme. 

• Alert the Project Lead immediately if for any reason there is a breakdown in the mentor-

mentee relationship.  

https://help.kahootz.com/kb/functions-of-kahootz
https://synapse.sor.org/PLM_Scheme/view?objectID=57470736
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Recruitment Selection and Pairing Criteria 
 

The timeline for mentee recruitment and pairing of mentors with mentees will be approximately one 

month during the preparation phase of the scheme  (25 July – 25 August 2024). 

Mentors 
The volunteer mentors are all experienced service managers or leaders of the profession. Many 

mentors on the scheme have remained from the previous pilot version of the scheme.  

 

Mentee Recruitment 
Recruitment for the LMS is by formal application to Professional and Educational support.  

Promotion of the scheme and application criteria are circulated via the Society and College of 

Radiographers website, SoR social media platforms and member publications. 

The deadline for applications to the LMS was 5pm Thursday, 29 August 2024. 

A guidance document containing information on the scheme and application criteria was provided 

alongside the application form. 

Those wishing to be considered for this scheme must: 

• Be a member of the Society of Radiographers 

• Be working in a leadership position: either leading a team, delivering a service or managing a 

high-level project for the whole service (for example managing a quality initiative) 

• Be able to evidence their level of autonomy, responsibilities and accountabilities (including 

budgetary where applicable) 

• Commit to the full duration of the scheme 

• Adhere to the requirements of the scheme 

• Attend online training on 08 October 2024 

• Attend the in-person launch event on 17 October 2024 

• Have the support of their head of service  

 

The application form includes space for a supporting statement from the applicant’s Head of Service. 

 

Mentee Selection 
Applications received by the closing date were anonymised and submitted to the Steering Group. 

The Steering Group selected mentees by assessment of the application forms against the 

recruitment criteria. In the case of non-consensus, the decision rests with the appointed Chair of the 

Steering Group.  If the Chair cannot make a decision, the final decision rests with the Independent 

Moderator. 

Twenty-three applications were received and mentee selection finalised by 9 September 2024. 
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Pairing Criteria 
 

The Steering Group will determine mentor-mentee pairings by considering the top three preferences 

submitted by selected mentees, following an introductory ‘speed-dating’ style chemistry 

conversation. This evaluation involves reviewing mentees' application forms alongside the profiles of 

available mentors to find the best matches. 
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Time Commitment and Expectations 
 

It is advised that each mentor and mentee pair maintain communication at a frequency of at least 

every four to six weeks, meeting for a minimum of one hour.  This is to ensure continuity without 

creating a burden on mentors or mentees.  This time can be spent as the mentor and mentee agree, 

e.g. by phone, in person, virtual meeting, etc.  Mentors and mentees can increase this time 

commitment if they feel they have the capacity, and the partnership produces good results.  This will 

need to be stated in the reflective diary. 

The mentee is expected to contact their mentor first to arrange an initial discussion and the 

responsibility to arrange all future meetings remains with the mentee.  A mutually agreeable time 

and date for the next contact as well as some key actions should be confirmed at the end of each 

meeting.  The mentee will be responsible for keeping track of the agreed actions, keeping minutes of 

each meeting and following up with progress made or any issues arising.  If any issues arise, the 

mentee must first discuss with their mentor and if no resolution can be found the mentee should 

alert the Project Lead in the first instance.  It is also expected that the mentee will notify their line 

manager of their involvement in the mentoring scheme prior to fully engaging with the project, to 

ensure there is no conflict of interest.  

Mentors are expected to dedicate at least one hour per month to their mentee in any agreed format 

of interaction and do their best, within their expertise, to advise their mentee.  If either mentor or 

mentee will be absent for a long period of time for any reason, they will need to notify their 

mentoring partner as well as the Project Lead by email at the earliest convenience. The Project Lead 

should also be notified if either mentor or mentee do not respond to communication from their 

mentoring partner for a period exceeding four weeks.  

Mentors and mentees should make every effort to attend networking events as these offer support 

and aim to increase positive outcomes of the scheme; they are expected to attend at least one of 

these events.  Finally, mentors and mentees must be willing to engage with evaluation of the 

scheme and to assist in understanding what works well and what doesn’t. More information on the 

evaluation stages of the scheme can be found in the following sections. 

  

mailto:alexl@sor.org
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Outcomes 
 

The definitive outcome of the LMS would be the mentee securing a higher/high-level leadership 

role, e.g. Radiology/Radiotherapy Service Manager or AHP leadership role. 

This is unlikely to be a measurable outcome during the pilot and further examples of outcomes that 

applicants might expect from their involvement in the scheme are listed below. 

Note: this list is not exhaustive and should be used as guidance. 

It is expected that mentor and mentee pairs will agree specific objectives during the first month 

and following their initial meeting. 

 

Example Outcomes 
• Increased confidence and visibility 

• Enhanced communication and negotiating skills 

• Vision setting 

• Professional leadership 

• Effective networking 

• Empowering and championing others 

• Increased understanding of how to influence and impact to improve service 

• Promoting service, staff and profession 

• Increased understanding of department, organisation, regional structure and the wider 

healthcare arena 

• Increased understanding and awareness of regional and national issues 

• Development of a personal leadership plan/career portfolio 

• Preparing and delivering a presentation to a board 

• Updating CV or writing an impactful personal/supporting statement 

• Submitting an application for a higher leadership post 

• Business skills development, e.g. preparing a business case; managing, interpreting and 

understanding finances/budgets; utilising data for reports 

• Operational skills development, e.g. evaluating training and development needs for a 

specified modality 

• Understanding workforce planning methodology 

• Risk management 
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Resources 
 

The SoR LMS web page and the LMS Synapse workspace 

Providing full details and progress updates alongside all materials and links to useful resources. 

Self-Assessment 

A useful exercise for mentees would be to assess their leadership skills before and after the pilot; 

one such assessment tool is provided by the NHS Leadership Academy Healthcare leadership model 

self-assessment tool. 

NHS Leadership Development Programmes 

If you would like to learn more about leadership, there are a number of resources at the NHS 

Leadership Academy. The following leadership programmes are available: 

Edward Jenner Leadership programme 

A first port of call if you’re looking to build a strong foundation of leadership skills that can 

help enhance your confidence and competence in your role. 

Mary Seacole programme 

Recommended for those new into a leadership position, this programme covers the 

fundamentals of leadership, leading for improvement and management skills. 

Coach Mentoring Ltd. 

The following mentoring resources from Coach Mentoring are recommended. 

Setting direction in a mentoring relationship 

Setting Direction in Mentoring – 60 second briefing 

Agreement Setting in Mentoring – 60 second briefing 

Building Rapport in Mentoring – 60 second briefing 

Coach Mentoring will be running free lunchtime education webinars for Mentors throughout 

Autumn 2023. Anyone is welcome to join. 

  

https://www.sor.org/Learning-advice/Career-development/LMS
https://synapse.sor.org/PLM_Scheme
https://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model/supporting-tools-resources/healthcare-leadership-model-self-assessment-tool/
https://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model/supporting-tools-resources/healthcare-leadership-model-self-assessment-tool/
https://www.leadershipacademy.nhs.uk/resources/students/
https://www.leadershipacademy.nhs.uk/resources/students/
https://protect-eu.mimecast.com/s/Y6yECBNwYFMWlxSWLO5S?domain=leadershipacademy.nhs.uk/
https://www.leadershipacademy.nhs.uk/programmes/mary-seacole-programme/
https://www.coachmentoring.co.uk/blog/2021/08/setting-direction-in-a-mentoring-relationship/
https://www.coachmentoring.co.uk/blog/2019/04/setting-direction-in-mentoring-60-second-briefing/
https://www.coachmentoring.co.uk/blog/2019/03/agreement-setting-in-mentoring-60-second-briefing/
https://www.coachmentoring.co.uk/blog/2019/02/building-rapport-in-mentoring-60-second-briefing/
https://www.coachmentoring.co.uk/blog/2023/08/mentor-cpd-free-lunchtime-education-webinars-autumn-2023/
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Training 
 

The mentor and mentee training will be provided by Coach Mentoring Ltd. and will take place 

virtually on the following dates: 

• Tuesday 08 October 2024 | Pre-launch training 

o Mentee session  10:00 – 12:00 

• Wednesday 09 October 2024 

o Mentor session  10:00 – 12:00 

Steering Group members are welcome to attend both pre-launch training sessions. 

 

• Wednesday, 15 January 2025 | Training and networking event 

o Mentee and Mentors 09:30 – 17:00 

 

  

https://www.coachmentoring.co.uk/
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The First Month 
 

The first month after the launch event will serve for the mentors and mentees to familiarise 

themselves with their mentoring partner, discuss how they would like to work together and 

establish some ground rules.  Mentor-mentee pairs should discuss what they would like to achieve 

and what they feel is feasible within the 12-month timeline of the project. These initial discussions 

alongside the completion and signing of mentoring contracts by both mentor and mentee must be 

fulfilled by Friday, 29 November 2024. 

A copy of the signed mentoring contract must be emailed to pande@sor.org no later than 29 

November 2024 (both electronic and scanned signatures are acceptable).  A blank copy of the 

mentoring contract can be found in the Appendix of this handbook and on the LMS Synapse 

workspace.  

 

  

mailto:pande@sor.org
https://synapse.sor.org/PLM_Scheme/view?objectId=57470736
https://synapse.sor.org/PLM_Scheme/view?objectId=57470736
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Project Timeline (subject to change) 

 

Activity  Responsibility Reporting to Date  Status 

Launch Event and 
pairings agreed  

Project Team All 17th October 
2024  

 

Mentoring contracts 
completed and 
returned to SoR  

Mentor/Mentee 
pairs 

Project Team 29th November 
2023 

 

Contact point (via 
Synapse/Online survey 
/ email) 

Mentor/Mentee 
pairs 

Project Team w/b 16th 
December 2024 

 

1st evaluation deadline  Mentor/Mentee 
pairs 

Project Team 13th January 
2025 

 

Training and 
Networking Event 
(online)  

Coach Mentoring  Mentor/Mentee 
pairs 

15th January 
2025 

 

2nd evaluation deadline Mentor/Mentee 
pairs 

Project Team 21st  April 2025  

Networking Event at 
UKIO (hybrid) 

Project Team All 3rd  June 2025 *Attendance 

dependent on 
funding 

3rd evaluation deadline Mentor/Mentee 
pairs 

Project Team 21st July 2025  

Celebratory Closing 
Event SoR HQ  

Project Team All 18th September 
2025 

 

Final evaluation 
deadline 

Mentor/Mentee 
pairs 

Project Team 24th October 
2025 

 

 

Change of Circumstances 
We ask that mentors and mentees inform the Project Lead immediately of any change of 

circumstances that might impact their capacity to contribute to this scheme. 

Exit Routes 

 
As with every partnership, LMS partnerships may not go to plan.  It is advisable to discuss any issues 

arising with your mentoring partner in the first instance and to try to resolve these together.  If, for 
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any reason, a partnership dissolves and you agree you cannot work together, there is a no-fault 

clause which allows you to exit the scheme at any point.  These cases must be escalated to the 

Steering Group via the Project Lead. 

If issues arise, please address these as early as possible to allow for a quick resolution and to 

minimise disruption to your experience on the scheme.  If there is a complete breakdown of a 

pairing support will be offered to both parties. 

Networking and Contact Points 
There will be an initial launch event for the LMS 3 held on Thursday, 17 October and three further 

networking events between the mid-point and end-point of the scheme. Additionally, there will be  

contact points with the Project Lead and LMS team virtually throughout the scheme with the first 

taking place in December. These will be in the form of a survey to check-in with you and to provide 

additional support should you require. 

Accommodation and travel for the in-person events is covered by the Society of Radiographers. 

December 2023 contact point 

A December contact point will give mentors and mentees the opportunity to let us know how they 

are going. This will be via an online survey, with the option to follow up with the Project Team where 

necessary. 

January training and networking event 

The January training and networking event will be delivered by Coach Mentoring Ltd. and will be 

tailored to the cohort according to the information from the December 2024 contact point.  The aim 

of this event will be to help mentors and mentees consider future developments and plans for the 

remaining duration of the scheme. 

June networking event 

The June networking event will take place at UKIO, with an option to attend virtually. 

September final networking event 

The final networking event will be a celebration of the scheme and the outcomes achieved (or in 

progress) by the mentoring pairs. 

Further information on all networking events will be provided closer to the time. 

  

mailto:alexandral@sor.org
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Evaluation 
For quality assurance purposes and for the sustainability of the mentoring scheme, a thorough 

evaluation strategy is needed. Therefore, information will be collected at certain time points 

throughout the scheme.  

• Please complete, sign and date the mentoring contract, and return by email to 

pande@sor.org no later than 29 November 2024. 

• Contact points and evaluations/reflective accounts will be in the form of online surveys, with 

the option to follow up with the Project Team, where necessary. 

• Mentors and Mentees must agree to timely response to evaluations, as indicated in the 

project timeline. 

• Mentees are asked to use reflective diaries to keep notes throughout the duration of the 

scheme, indicating the date and providing a short-written account for each entry.  It is 

advised that mentees keep a record for each meeting in the form of minutes and a list of 

agreed objectives and actions.  Any issues that arise should also be recorded as well as how 

these were resolved. The reflective diaries will be useful in providing vital material for the 

evaluations/reflective accounts requested throughout the scheme; it is therefore important 

that records are kept up to date. 

 

Contact Details and Social Media 
 

For any issues arising and for information, please contact the Steering Group via the Project Lead. 

You may wish to use social media to advertise your progress throughout the scheme using the 

hashtag #SoRLMS 

All participants will be asked to confirm in writing that they agree to share pictures from the 

networking events on social media. Anything that mentees and/or mentors publish on social media 

relating to the LMS needs to be followed by the disclosure that any opinions reflect those of the 

individual and not the SoR or LMS Steering Group. 

We wish you a happy and successful leadership mentoring journey. 

  

mailto:pande@sor.org
mailto:alexandral@sor.org
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Appendix  

LMS Mentoring Contract 

 

Leadership Mentoring Scheme  

(LMS) Mentoring Contract 

To be discussed and signed by both the mentor and mentee 

We agree to: 

• meet, speak or email on a regular basis, as mutually agreed. 

• provide feedback and evaluation as requested. 

• review our progress regularly against our objectives/plan. 

• respect the development aims of this leadership mentoring scheme. 

If we cannot attend a scheduled meeting/ telephone conversation, we agree to notify our partner 

and reschedule. 

We agree that if for any reason either of us is not comfortable in our mentoring relationship, we can 

end the partnership after consulting with the Independent Moderator. 

 

We will meet regularly in a location where we can talk openly. Our plan is to: 

 

 

 

 

 

 

 

 

 

 

 

 

 

We will abide by the confidentiality rules we choose. These are: 
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We will establish a clear purpose and agree on some objectives for the mentoring relationship. 

These are: 

 

 

 

 

 

 

 

 

 

The best way/time to reach us is: 

Mentor: 

 

 

 

 

 

 

  

Mentee: 
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Mentor Signature Mentee Signature 

 

 

 

 

 

 

(Print name) (Print name) 

 

 

 

  

Date Date 
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Getting started with Synapse 
 

What is Synapse? 

Synapse is the Society of Radiographers online collaboration tool for members of participating committees and 

staff. The platform is provided by Kahootz but is branded as Synapse for the SCoR. The Synapse homepage is 

https://synapse.sor.org. This is a secure website that you can access from anywhere. Access to Synapse is by 

invitation only. Groups are known as ‘workspaces’ in Synapse – the terms are used interchangeably in this 

document. The first time you are invited to join a workspace on Synapse you will receive an email invitation 

containing a link to a registration page where you can create your password.   

All workspaces on Synapse are bound by the Synapse terms and conditions.  For details on accessibility, please 

visit the Synapse accessibility information page. 

Finding material 

Once logged on you will see ‘My Dashboard’ with a list of your workspaces, Recent items (a list of the most 

recently added/amended items/documents from across all of the workspaces you are a member of) and a list 

of options to the right. Click on a group to enter it and browse the folder structure down the righthand side of 

the page. Or click My Workspaces in the top left and either scan down the list of workspaces or actively search 

for the group you would like to access. 

 

 

Notification settings 

You can manage your email alerts for each of your groups via ‘My Notifications’. You can, for example, choose 

to only receive a weekly summary email rather than receive emails every time a group member posts a 

message. Please note that if you set your notifications to weekly, you won’t receive emails immediately as 

other fellow members send them.  

Help 

If you have any questions please contact your Synapse group manager. You can find the name of the group 

manager(s) by going to the group home page and clicking on ‘Members’. 

 

Travel, accommodation and expenses 
Trains 

For rail travel you are advised to use Click Travel (see details on the Synapse workspace).  Please arrange your 

travel as early as possible and use the cheapest available option that is practical for your journey. ‘Advance’ 

tickets usually offer best value whereas those purchased on the day of travel can be much more expensive. In 

particular, please try to avoid using ‘Anytime’ return tickets which are normally the most costly. First class 

travel is not permitted under SCoR policy. 

https://synapse.sor.org/
https://synapse.sor.org/system/text?page=terms
https://synapse.sor.org/system/text?page=accessibility
https://synapse.sor.org/PLM_Scheme/view?objectID=46689552
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Flights 

For certain long-distance journeys it may be both practical and economical to travel by air rather than by train. 

This must be authorised in advance.  Please contact the Project Team who will seek authorisation from the 

budget holder. 

Tube and buses 

For travel by tube or bus in central London, please use either an Oyster card or contactless payment card to 

benefit from the most economical fares. Please obtain a print out of the journey history from the ticket office 

or from your online account.  An Oyster card top-up receipt is not sufficient and will not be accepted.  Oyster 

card accounts can be set to automatically email a list of journeys. If using a contactless payment card, please 

link your card to an Oyster card account to enable you to obtain and print a journey history. 

Taxi fares will not be reimbursed without prior authorisation, except in cases of disability, transporting heavy 

items or several persons sharing one taxi. 

Mileage rate 

You are encouraged to use public transport wherever possible. Sometimes it may be necessary to travel by car, 

but you should only do this if it is a cheaper option, except in cases of disability, transporting heavy items or 

several persons sharing one car. You can claim 30p per mile if you use your own car and a further 5p per mile 

per additional passenger, for up to three passengers attending the same event or meeting.  SCoR may 

reimburse the cost of public transport for your journey where deemed to be appropriate. The motorcycle rate 

is 25p per mile. 

Important note: drivers must ensure that their insurance includes appropriate cover for business/volunteer 

use and that their vehicle meets legal roadworthy requirements. 

Accommodation 

Overnight accommodation will normally be booked and paid for by the SCoR if required.  In rare circumstances 

where this is not the case please contact the SCoR to gain authorisation before any booking is made.  The cost 

of accommodation should not exceed £100 per night (£150 per night in central London) including breakfast. 

Subsistence 

Costs will be reimbursed according to the criteria set out below.  A copy of the itemised bill must be included 

with your claim. 

Meal Criteria Limit 

Breakfast For overnight stays or journeys 
commencing earlier than 7.00am  

£6.50 

Lunch Where no lunch is provided £6.50 

Dinner Where an overnight stay is 
necessary or the journey 
ends after 9.00pm 

£25.00 

Evening Snack Where journey ends after 7.00pm 
but before 9.00pm 

£8.00 

 

Expenses 

Please use Assure (formally Selenity) to submit any expense claims.  This is an automated system so particular 

steps need to be followed for a claim to be accepted.  Guidance on how to register and submit claims can be 

found on the Synapse workspace. 

 

 

 

https://synapse.sor.org/PLM_Scheme/view?objectId=46689712
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How to find us 
FINDING YOUR WAY TO THE SOCIETY & COLLEGE OF RADIOGRAPHERS 

207 Providence Square, Mill Street, London, SE1 2EW, Tel: 020 7740 7200 

 
https://w3w.co/tops.pitch.sang 

BY RAIL: The nearest railway station is London Bridge (see below for details on walking from London 
Bridge). 

 
BY UNDERGROUND: The nearest underground stations are: - 

Bermondsey On the Jubilee Line and a 10-minute walk (see below) 
London Bridge On the Northern and Jubilee Lines and 20-minute walk (see below) 
Tower Hill On the Circle & District Lines and a 15-minute walk (see below) 

ON FOOT: From the three nearest stations: - 

From London Bridge: Leave the station following the signs for Tooley Street, Hay’s Galleria and HMS 
Belfast. Turn right onto Tooley Street, cross to the other side of the road and walk past Hay’s Galleria on 
your left. Turn left onto More London Place. Walk around City Hall and under Tower Bridge. Walk straight 
on along the cobbled street and turn left down the alleyway called Maggie Blake’s Cause (watch for the 
blue Thames Path signs). Turn right onto Thames Path, walking past the restaurants on Butler’s Wharf to St 
Saviour’s Dock. Cross over the footbridge, walk up the ramp and follow the Thames Path between the two 
buildings. Walk down the ramp, cross Mill Street and our building is on the corner. 

From Bermondsey: Turn left out of station onto Jamaica Road and cross the street. Mill Street is on the 
right-hand side after two sets of main traffic lights and is the next road past Dockhead. Our building is at 
the end of Mill Street on the right-hand corner. 

From Tower Hill: Turn right out of station, walk down the stairs and under the underpass following the signs 
for HMS Belfast. Bear left and walk around the Tower of London. At the foot of Tower Bridge, turn right and 
climb up the stairs.  Walk across the Bridge and at the far side, walk down the blue staircase, which is in the 
middle of the pavement. At the bottom of the stairs turn left, walk under Tower Bridge. Walk straight on 
along the cobbled street and turn left down the alleyway called Maggie Blake’s Cause (watch for the blue 
Thames Path signs). Turn right onto Thames Path, walking past the restaurants on Butler’s Wharf and The 
Design Museum to St Saviour’s Dock. Cross over the bridge, walk up the ramp and follow the Thames Path 
between the two buildings. Walk down the ramp, cross Mill Street and our building is on the corner. 

BY BUS FROM LONDON BRIDGE: To exit London Bridge Station use direction signs indicating HMS 
Belfast/Tooley St. Head for any of the bus stops located on the opposite side of Tooley Street from the 
station outside Hay’s Galleria, Tesco (to the right) or Duke Street Hill (to the left under the rail bridge) . 
Buses 47 and 381 – listen out for Dockhead (4/5 stops, straight after Boss St). 
Alight the bus, turn back on yourself, walk past the church on the corner and then past Chanel 
café/benches then turn right onto Mill Street. Our building is on the corner at the end of the street. 
Watch out for the cycle path. 

CAR PARKING: We are on the corner of Mill Street and Bermondsey Wall. Parking is restricted and not 
allowed outside the building. There are some metered spaces in the side streets. 
Alternatively, there is a public car park, which is accessed via Shad Thames. 

FROM LONDON CITY AIRPORT: https://www.londoncityairport.com/getting-to-and-from 
Take the Docklands Light Railway (DLR) to Canning Town and change directly on to the Jubilee line for 
Bermondsey. Travel westbound to Bermondsey underground station and follow above directions. 

 

https://w3w.co/tops.pitch.sang
https://www.londoncityairport.com/getting-to-and-from
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