	[image: ]
	Mentor Log
Record Keeping 

	

	Mentors can use this record keeping tool to record and track mentoring activities.
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Mentor Log
The record-keeping log helps a mentor keep track of mentor/protégé activities. It provides an overview of what happens during a mentoring session and includes a brief summary of progress and follow up plans. A filled-in example and a blank copy of the mentoring log are provided at the end of this tool.
Mentors can choose to set up an online scheduling folder for organizing electronic versions of their log entries as part of a record-keeping system. This will give mentors a practical and easy-to-use method for reviewing and keeping track of protégé progress and their own practices over time.
Programs should adapt this tool to fit the specific goals and types of activities offered by the mentoring program in their early education or care settings.

Mentor Instructions:  
Step 1	Use the log template included with this tool to record the details of each mentoring session held with a protégé (refer to the example log that follows).
· 1st column: Check () the type of contact with the protégé.
· 2nd column: List the protégé goal(s) for the session. 
· 3rd column: Check () the mentoring activities that occurred.
· 4th column: Check () the content focus of the session.
· 5th column: Note any progress you observed.
· 6th column: Describe follow up plans for next session.
Step 2	Perform a monthly review of your log entries for each protégé. This will help you better understand how your protégés are progressing and plan mentoring activities matched to each protégé’s evolving needs. 
Step 3	As part of the monthly review, look over your mentoring activities, and reflect on whether you are following good mentoring practice, for example:
· Planning mentoring activities that connect to protégé goals
· Setting up structured activities that meet session objectives
· Using a variety of mentoring strategies to improve instruction
· Sharing content knowledge and teaching strategies with protégés
· Reflecting on progress with protégés
· Planning follow-up activities with protégés 

	MENTORING LOG (EXAMPLE)

	Mentor name: Janet Adams		Date: September 18, 2013
Protégé name: Emily Green		Program type and age group: 3 year old preschool classroom

	What was the type of contact with protégé? 
()
	Which protégé goal was the focus?
	What was the mentoring activity during the session?
( all that apply)
	What was the content focus of the activity?
( all that apply)
	What progress did you observe? 
	What are your follow-up plans with the protégé?

	   Onsite visit
___Phone/
Skype
___Text 
___Email
___Online chat
___Other:
	Conduct a small group phonological awareness activity.
	____Goal setting
____Lesson planning

·  Observing
____Modeling/
	demo/role play	playing
____Videotaping 
____Co-teaching

____Environment
	set-up
____Resource sharing

____Discussion
____Guided reflection
____Problem solving
·  Feedback
____Action planning
____Other:
	·  Child development 
·  Curriculum content 
·  Teaching strategies
____Teacher/child 
	interactions
____Setting/ 
	individualizing 
	child goals 
____Observing child 
	behavior/learning
____Assessing child 
	behavior/learning 
____Reviewing child 
	data (e.g., 
	skills/progress)
____Other:

	This was first mentoring observation. 
Teacher played a sound matching game and asked children to match initial sounds of words shown on picture cards (e.g., bird, dog, cookie, boy, girl).
· Activity was focused on phonological awareness skills.
· Children were confused, and most could not match the sounds.
· Activity was too advanced for this age group.
· Teacher needs help with understanding the progression of skill development.

	· Mentor: Provide protégé with a copy of the continuum of phonological awareness skills prior to the next session.

· Protégé: Review continuum and come prepared with questions to the next session and ideas for developmentally appropriate activities.

· Mentor/Protégé: In-depth discussion of continuum and lesson planning.


_______________________
Next Scheduled Session:
· Topic: Phonological awareness continuum

· Date: September 20,2013
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	MENTORING LOG

	Mentor name:		Date: 
Protégé name:		Program type and age group: 

	What was the type of contact with protégé? 
()
	Which protégé goal was the focus?
	What was the mentoring activity during the session?
( all that apply)
	What was the content focus of the activity?
( all that apply)
	What progress did you observe? 
	What are your follow-up plans with the protégé?

	___Onsite visit
___Phone/
Skype
___Text 
___Email
___Online chat
___Other:
	
	____Goal setting
____Lesson planning

____Observing
____Modeling/
	demo/role play	playing
____Videotaping 
____Co-teaching

____Environment
	set-up
____Resource sharing

____Discussion
____Guided reflection
____Problem solving
____Feedback
____Action planning
____Other:

	[bookmark: _GoBack]____Child development 
____Curriculum content 
____Teaching strategies
____Teacher/child 
	interactions
____Setting/ 
	individualizing 
	child goals 
____Observing child 
	behavior/learning
____Assessing child 
	behavior/learning 
____Reviewing child 
	data (e.g., 
	skills/progress)
____Other:

	
	











_________________________
Next Scheduled Session:
·  Topic:

· Date:
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