[image: image1.jpg]



mentor checklist (tool E)
PREPARE for the partnership

 FORMCHECKBOX 

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

 FORMCHECKBOX 

Review your past mentoring experiences for insights to use in your mentoring partnership.

 FORMCHECKBOX 

Think about the amount of time and nature of learning activities you can contribute to program.

 FORMCHECKBOX 

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

 FORMCHECKBOX 

Complete the mentor’s application.

 FORMCHECKBOX 

Tell the coordinator what characteristics you desire in a mentee.

 FORMCHECKBOX 

Attend a mentor’s orientation session.

 FORMCHECKBOX 

If your mentee’s supervisor is part of the program, try to meet with the supervisor to coordinate your efforts.  Confidentiality may be critical at this stage.

 FORMCHECKBOX 

Read additional resource materials on mentoring.

 FORMCHECKBOX 

If you would like to act as a mentor for a particular person, advise the program coordinator.  (If you are not in a program, let your prospective mentee know of you interest and willingness to provide mentoring.)

 FORMCHECKBOX 

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

 FORMCHECKBOX 

Meet with other mentors to discuss potential mentoring activities.

 FORMCHECKBOX 

List any other preparatory tasks.

Implement the mentoring partnership

 FORMCHECKBOX 

Invite your mentee to meet with you.

 FORMCHECKBOX 

If possible, obtain information about your mentee prior to meeting.

 FORMCHECKBOX 

During your initial meeting with your mentee/protégé, seek and encourage questions from your mentee/protégé.

 FORMCHECKBOX 

Discuss with your mentoring partner why you want to participate and details about how the partnership will work.

 FORMCHECKBOX 

Sign the mentoring agreement.

 FORMCHECKBOX 

Introduce your mentee/protégé to others who may be helpful.

 FORMCHECKBOX 

Share printed resources with your mentee.

 FORMCHECKBOX 

Invite your mentee/protégé to attend appropriate meetings with you.

 FORMCHECKBOX 

After meeting, provide debriefing to mentee, providing an explanation of what took place and ask for input.

 FORMCHECKBOX 

Encourage your mentee/protégé to exchange information with other mentees.

 FORMCHECKBOX 

Continue to meet with mentee/protégé weekly.

 FORMCHECKBOX 

Give your mentee the opportunity to learn from you.

 FORMCHECKBOX 

Discuss specific aspects of your mentee/protégé’s career plans.

 FORMCHECKBOX 

Suggest other people and resources that may be helpful to your mentee.

 FORMCHECKBOX 

As appropriate, regularly provide feedback to your mentee on performance and development.

 FORMCHECKBOX 

Complete weekly activities log.

 FORMCHECKBOX 

Provide information regarding status of your partnership to your 
program coordinator during monthly feedback sessions.

 FORMCHECKBOX 

Solicit input from your mentee.  Allow your mentee to design goals and methods for achieving those goals.
Adapted from OSP’s Special Emphasis Project: Mentoring Program Model

www.performanceSolutions.nc.gov/developmentInitiatives/KnowledgeTransfer/Models/MentorChecklistToolE.doc
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