
Program Planning Checklist
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The following checklist can help you track your progress as you plan and design your mentoring program. This stage of the project is crucial to ensuring your program is meaningful to students, focused on measurable outcomes, and organized in a way that can be efficiently managed. Putting the following components in place will help ensure that you are designing a program that can be successfully sustained over time. 

X = Lead Role

√ = Support Role
	Form a Leadership Team
	
	
	
	
	

	· Identify co-chairs (Superintendent/Principal and Business Leader)
	
	X
	
	
	

	· Recruit 12-15 education, business, civic leaders
	
	X
	
	
	

	Define student need
	
	
	
	
	

	· Use achievement data to assess patterns and create a profile of student need
	X
	√
	
	
	

	· Create a summary to present to Leadership Team
	X
	√
	
	
	

	Set student outcomes
	
	
	
	
	

	· Prioritize literacy needs 
	X
	
	
	
	

	· Set measurable achievement goals for program to address needs
	X
	√
	
	
	

	Design an evaluation process
	
	
	
	
	

	· Identify process evaluations
	X
	√
	√
	
	

	· Identify outcome evaluations
	X
	√
	√
	
	



Program Planning Checklist (cont’d)

X = Lead Role

√ = Support Role
	Design program parameters
	
	
	
	
	

	· Determine how the program will be coordinated at the district and building levels
	X
	
	
	
	

	· Determine which students will targeted for the program
	X
	
	
	
	

	· Design the literacy activities for students and mentors 
	X
	
	
	
	

	· Decide how many mentors are needed
	X
	
	
	
	

	· Determine when program will be held
	X
	
	
	
	

	· Decide where in the school mentors and students will meet
	X
	
	
	
	

	· Decide how often and for how long pairs will meet
	X
	
	
	
	

	· Determine how long mentoring matches will last
	X
	
	
	
	

	Identify program resources
	
	
	
	
	

	· Create a program wish list based on prioritized needs
	X
	√
	
	X
	

	Develop a project workplan and timeline
	
	
	
	
	

	· Create an action plan detailing activity, who is responsible, target completion date, and expected outcome
	√
	
	√
	X
	

	Establish program policies and procedures
	
	
	
	
	

	· Determine program policies and put into writing
	X
	√
	
	X
	

	· Incorporate into mentor training sessions
	√
	
	
	X
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