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	Putting the Mentoring Program Framework Together
Planning 

	

	Administrators can use this planning tool to make decisions about the components that define a mentoring program. 
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Putting the Mentoring Program Framework Together

This worksheet guides an administrator through the process of setting up the basic elements for building a mentoring program model. 

The worksheet helps administrators think about options for:

Step 1:	Selecting a person to oversee the mentoring program
Step 2:	Determining the primary roles and responsibilities for mentors and protégés
Step 3:	Defining a structure for the delivery and scheduling of mentoring activities 

The program administrator or leadership team should work through the form together, completing each item.
a. First, answer the three questions below because the responses will influence how you think about other decisions. 
1) How many mentor-protégé pairs will the program be able to support? 
2) Will mentors be compensated?  
3) What is the goal or goals of the mentoring program?  
b. Column 1 lists items to consider for each step. Check those appropriate for your program and answer questions listed.
c. In Column 2, make any notes about additions or modifications. 

Once you’ve made the decisions about desired features and completed the columns for all three steps, you have defined the basics of your mentoring program! Finally, check the alignment of features with the proposed goal for mentoring.


	Step 1: Select a Mentoring Program Coordinator

	Considerations
	Modifications, Additions, Notes

	
Duties of Coordinator
· Manage application and selection process
· Schedule and present mentor training
· Facilitate scheduling of meetings
· Maintain resources/tools
· Schedule and conduct check-ins
· Problem solve issues as they arise
	

	Estimated time per week: __________
	

	· Assign duties to current staff 
or 
· Add new role (paid or volunteer?)
	

	Possible staff: ____________________________________
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	Step 2: Establish Roles and Responsibilities

	Considerations
	Modifications, Additions, Notes

	Primary Mentor Roles

· Plan together and set goals based on competencies

· Observe and provide feedback

· Provide guidance and support

· Share information and resources

· Maintain confidentiality

· Complete logs

· Participate in check-ins 
	

	Primary Protégé Roles

· Plan together and set goals based on competencies

· Self-assess and identify needs 

· Ask questions, task risks, try new behaviors

· Reflect on progress 

· Complete logs

· Participate in check-ins 

	



	Step 3: Define Structure of Mentoring Activities

	Considerations
	Modifications, Additions, Notes

	Delivery Method
· Face-to-face
· Virtual (phone, web, video)
· Combination of face-to-face and virtual
	

	Duration of Participation
· Minimum of school/program year
· Half year/semester
· Focused activity/specific target or purpose
	

	Schedule
· Minimum monthly meetings
· Flexible 1-2 meetings per month
· Weekly meetings
· 1-2 meetings per week
	

	Requirements
· Consistent expectations about activities determined at program level
· Mentors-protégés determine range of activities
· Regular documentation/tracking of activities
· Periodic program reviews and check-ins
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