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program coordinator’s checklist (tool D)
PREPARE for the pilot mentoring program

 FORMCHECKBOX 

Determine what your desired roles and responsibilities will be in planning, implementing, evaluating and expanding the program.

 FORMCHECKBOX 

Negotiate your role and responsibilities with management.

 FORMCHECKBOX 

Keep a log or diary of your experience throughout the program.

 FORMCHECKBOX 

Determine the need for support staff for the program.

 FORMCHECKBOX 
  Identify resources needed for the program.

 FORMCHECKBOX 

Identify and list tasks to be completed.

 FORMCHECKBOX 

Establish timeline for the pilot mentoring program.

 FORMCHECKBOX 

Schedule all meeting dates several weeks in advance.

 FORMCHECKBOX 

Develop program evaluation procedures.

 FORMCHECKBOX 

Study materials on mentoring and planned mentoring programs.  
 FORMCHECKBOX 
 If applicable, analyze your own experience with mentoring, both as a mentor and as a learning partner.

 FORMCHECKBOX 

Conduct telephone interviews and surveys of other program coordinators.

 FORMCHECKBOX 

Develop a process for marketing the program and recruiting applicants.

 FORMCHECKBOX 

Establish tentative selection criteria for mentors and mentees/protégés.

 FORMCHECKBOX 

Meet with management to describe the program, and solicit their advice and gain their support.

 FORMCHECKBOX 

Revise plans as necessary.

 FORMCHECKBOX 

Collect program applications.

 FORMCHECKBOX 

Finalize process to be used to screen and match pairs.

 FORMCHECKBOX 
 Implement the selection and matching process.

 FORMCHECKBOX 

Finalize process to be used to screen and match partners.

 FORMCHECKBOX 

Announce the mentor-mentee partnerships.

 FORMCHECKBOX 

Send letter with agency head’s signature notifying mentee’s supervisor of the mentee’s involvement in the program.

 FORMCHECKBOX 

Contact any employee who was not selected as a mentor or mentee and thank them for their interest in the program.  Also advise these employees that, if the need arises, their names will be considered for future mentoring partnerships.

 FORMCHECKBOX 

List other tasks to be completed while preparing the program. 


IMPLEMENT the program

 FORMCHECKBOX 

Prepare for kickoff event.

 FORMCHECKBOX 

Set date for kickoff.

 FORMCHECKBOX 

Invite all potential program participants.

 FORMCHECKBOX 

Plan program for kickoff, e.g., get acquainted activity, presentation of program goals, components of program, etc.

 FORMCHECKBOX 

Hold kickoff event.

 FORMCHECKBOX 

Complete follow-up steps.

 FORMCHECKBOX 

Evaluate reactions of attendees.

 FORMCHECKBOX 

Follow up and complete any requests made of you at the event.

 FORMCHECKBOX 

Meet personally with program participants in order to answer questions and provide encouragement.

 FORMCHECKBOX 

Make plans for initial training session.

 FORMCHECKBOX 

Identify program objectives to be reached.

 FORMCHECKBOX 

Decide who will conduct the training session.

 FORMCHECKBOX 

Determine program training content, training activities and agenda

 FORMCHECKBOX 

Organize training materials.

 FORMCHECKBOX 

Distribute selected materials to participants.

 FORMCHECKBOX 

Conduct training event.

 FORMCHECKBOX 

Complete an evaluation of the training event.

 FORMCHECKBOX 

Monitor and encourage the mentor- mentee/protégé throughout the 
program.

 FORMCHECKBOX 

If mentor-mentee pairing cannot succeed, re-match the participants, using alternates as needed and agreeable to mentees/protégés and mentors.

 FORMCHECKBOX 

Continue to collect and analyze evaluation data making adjustments as 
needed.

 FORMCHECKBOX 

Keep management informed of program’s progress and problems.

 FORMCHECKBOX 

Make plans for second training session to be held one-third to midway through the pilot program.  Follow steps taken in initial training session.  Use “lessons learned” to update training.

 FORMCHECKBOX 

List other steps to be taken during implementation. 


REVIEW accomplishments and take the next steps

 FORMCHECKBOX 

Conduct monthly feedback sessions with the mentors and 
mentees/protégés.

 FORMCHECKBOX 

Evaluate comments provided from feedback sessions for possible changes in program.

 FORMCHECKBOX 

Prepare quarterly status reports for management.

 FORMCHECKBOX 

Prepare quarterly status reports for the Special Emphasis Advisory 
Committee.

 FORMCHECKBOX 

Conduct final evaluation of the program.

 FORMCHECKBOX 

Prepare evaluation program for management and the Special Emphasis Advisory Committee.

 FORMCHECKBOX 

Organize the recognition program for participants in the program.

 FORMCHECKBOX 

Complete follow-up tasks to include the finalization of procedures that will be incorporated into the permanent program.

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