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mentee checklist (tool F)
MENTEE’S CHECKLIST OF TASKS

Prepare for the partnership

 FORMCHECKBOX 

Identify your personal and/or professional reasons for wanting to participate in the mentoring partnership.

 FORMCHECKBOX 

Talk with the Program Coordinator about plans for the program and your 
participation in it.

 FORMCHECKBOX 

Complete the mentee application.

 FORMCHECKBOX 

Tell the coordinator what characteristics you desire in a mentor.

 FORMCHECKBOX 

Attend a mentee orientation session.

 FORMCHECKBOX 

If appropriate, talk with your supervisor about your participation in the 
program.

 FORMCHECKBOX 

Read additional resource materials on mentoring.

 FORMCHECKBOX 

Think about how you would like the mentoring partnership to operate.

 FORMCHECKBOX 

Determine any limits to set (e.g., maximum amount of time you can spend).

 FORMCHECKBOX 

Keep a log or diary of your interactions with your mentor.

 FORMCHECKBOX 

List any other preparatory tasks.


Implement the mentoring partnership

 FORMCHECKBOX 

Meet with your mentor.

 FORMCHECKBOX 

If possible, obtain more information about your mentor prior to your 
meeting.

 FORMCHECKBOX 

Prior to the meeting, list questions to ask your mentor.

 FORMCHECKBOX 

List your interests and tentative career goals.

 FORMCHECKBOX 

Update your résumé and take it to your initial meeting. 

 FORMCHECKBOX 

Sign the mentoring agreement.

 FORMCHECKBOX 

Make any changes, as appropriate, to your Personal Development Plan.

 FORMCHECKBOX 

Agree to attend meetings with your mentor.

 FORMCHECKBOX 

Study and be prepared to discuss resources (e.g., books, articles) loaned 
to you.

 FORMCHECKBOX 

Exchange information with other mentees.

 FORMCHECKBOX 

Continue to meet with your mentor on a regular basis.

 FORMCHECKBOX 

Follow through promptly on every commitment you make to your mentor.

 FORMCHECKBOX 

Agree to contact and get assistance from individuals suggested by your 
mentor.

 FORMCHECKBOX 

Learn directly from your mentor.

 FORMCHECKBOX 

As partnership progresses, continue to seek guidance from your mentor regarding your performance and the general aspects of your mentoring partnership.

 FORMCHECKBOX 

List any additional tasks.


Review accomplishments and take next steps

 FORMCHECKBOX 

Provide monthly feedback regarding the status of your partnership to the Program Coordinator.

 FORMCHECKBOX 

Towards the end of your agreed-upon time period, reflect upon what you’ve accomplished over the time period.

Adapted from OSP’s Special Emphasis Project: Mentoring Program Model
www.performanceSolutions.nc.gov/developmentInitiatives/KnowledgeTransfer/Models/MenteeChecklistToolF.doc
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