
Mentor Checklist
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Creating a successful, lasting relationship with your mentors takes careful planning and an investment of time.  Make clear the expectations and responsibilities of the position.  Provide strong training, support and supervision.  Communicate regularly with your mentors and find opportunities to recognize their contributions.  These steps will help ensure that you not only successfully recruit, but also retain, your mentors.

X = Lead Role

√ = Support Role

	Review mentor position description with each candidate
	
	
	
	
	

	· Make a written position description part of the recruitment package and review it with each candidate
	
	X
	X
	X
	√

	Screen potential mentors
	
	
	
	
	

	· Develop a written policy outlining the mentor screening process
	X
	
	
	X
	

	· Implement appropriate processes including written application, criminal background check, character reference checks
	X
	
	
	X
	√

	Orient and train mentors
	
	
	
	
	

	· Develop training program for mentors
	X
	
	
	X
	

	· Conduct mentor training 
	X
	
	
	X
	X

	Conduct a student orientation
	
	
	
	
	

	· Brief participating students to ensure common understanding of program goals and responsibilities
	X
	
	
	
	



Mentor Checklist (cont’d)

X = Lead Role
√ = Support Role
	Match mentors and students
	
	
	
	
	

	· Develop criteria for matching mentors and students
	X
	
	
	X
	

	· Match students with mentors based on criteria
	X
	
	
	X
	

	Arrange an introductory session between mentors and students
	
	
	
	
	

	· Organize a fun, informal kick-off event to allow mentors and students to meet
	X
	
	
	X
	√

	Provide ongoing support and supervision
	
	
	
	
	

	· Check in with mentors within first few weeks to answer questions and check progress
	X
	
	
	X
	√

	· Communicate regularly with mentors via email or phone
	X
	
	
	X
	√

	· Consider on-going training or opportunities for mentors to come together to share ideas, questions and support
	X
	
	
	X
	√

	Establish policies for conflict resolution and termination
	
	
	
	
	

	· Create procedure to manage conflicts or terminate mentoring relationships if necessary
	X
	
	
	X
	

	· Review with mentors as part of training process
	
	
	
	X
	√

	Recognize the contributions of mentors
	
	
	
	
	

	· Plan opportunities to celebrate successes and recognize mentors, other volunteers, teachers and students
	
	X
	X
	X
	√


Educators





Mentors





Project Coordinator





Leadership Team Co-Chairs





Leadership Team 





Educators





Mentors





Project Coordinator





Leadership Team Co-Chairs





Leadership Team 








e3: employers for education excellence  [image: image1.png]  literacy partners            Page 2 of 2

