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First Meeting Mentor Checklist
Get to know each other 
[bookmark: _GoBack]For the mentor, it is important to know the mentee before the mentoring program begins. A mentor can achieve this by:
1. Sharing his professional and personal life with the mentee
2. Also, get to learn something new about the mentee
Create and establish program guidelines
A mentor is a person offering guidance. Therefore, he or she must identify and establish:
1. When and where his or her meeting with the mentee will take place
2. How the meetings with the mentee will take place
3. The appropriate and suitable communication approach for the meeting
4. The type of agenda format to be adopted in the meeting
5. How to exchange feedback with the mentee
6. How to measure success 
Confirm next steps 
As a mentor, one must ensure that the dates, time, and place for the future meetings are scheduled and communicated to the mentees.
Mentoring Meeting Journal 
Use the following checklist to document and explain the key concepts of your mentoring meetings. Use the provided notes to record the survey after every week of each meeting. 
Meeting date:          		       Time:      			          Venue:   			          
Check-in: (So far, how are things going?)
………………………………………………………………………………………………………………………………………………………………………………………………………………
Discuss your goals for this program
………………………………………………………………………………………………………………………………………………………………………………………………………………
Discuss the progress on the promotional checklist
………………………………………………………………………………………………………………………………………………………………………………………………………………
What do you intend to do before the next meeting?
………………………………………………………………………………………………………………………………………………………………………………………………………………
When will the next meeting take place?
………………………………………………………………………………………………………
