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Planning for Mentoring TOOL         

Mentor’s Checklist of Tasks
Mentoring Program


Date: __________ Next Meeting: _______________

Mentee/Mentor __________________________________________
DIRECTIONS:  the following are tasks or activities to complete prior to meeting with your mentor.  Read through the Checklist, add items (if appropriate), and check an item as you complete it.  This tool is optional and is yours to keep; it does not need to be turned in.  ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
       (
TASK

	1.
	
	Turn in required paperwork to the designated member of the faculty in your department.

	2.
	
	Read through The Mentor’s Guide(coming soon to the webite)

	3.
	
	If possible, obtain more information about your mentee.

	4.
	
	Reflect on your past mentoring experiences for insights to use in this new mentoring partnership.  Be ready to talk about your own mentoring experiences in the role of a mentee or mentor.

	5.
	
	Write or develop your personal statement or vision about your life/career as it relates to mentoring, review your Mentor Application, be ready to talk with your mentee about potential development goals and activities.  

	6.
	
	Read over the Tips for Mentors.  Your role is not to “tell what to do,” but to “ask questions, plant seeds, and steer them clear of potential problems.”

	7.
	
	Read over the sample Mentoring Agreement.  You will discuss this and complete it with your mentee and give a final copy the designated member of the faculty in your department.

	8.
	
	Think through what you would like your mentoring partnership to do.  Be ready to review and discuss your mentee’s draft of Goals for your Mentoring Partnership.

	9.
	
	Pull together relevant information about yourself (e.g., resume, CV or job history, current job description, sample of your writing, photos) to share and as for hers/his.

	10.
	
	Determine any limits you have (e.g., are you traveling a lot over the next few months? Are you involved in a rotation that will affect your schedule? Do you have family responsibilities that will affect your availability to meet with your mentor?)

	11.
	
	Participate in mentor training and social activities and post them on your calendar NOW.

	12.
	
	Other Tasks: (List and check off.)
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