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Instructions
This template is designed to support meaningful, mentee-driven mentorship conversations focused on growth, reflection, and development. The mentee is responsible for guiding the conversation, setting the agenda, and identifying areas for discussion.
· Mentees lead the meeting and drive the conversation
· Prepare in advance by reflecting on goals, questions, and discussion topics
· Use the prompts as conversation starters, not a script
· Mentors provide guidance, perspective, and support, not direction
· Capture action items clearly to track development over time
· Review previous notes to monitor progress and follow-through
· Create a safe, open environment for honest dialogue
Participant Information: 
Mentee Name: 

Mentor Name: 

Meeting Date:


Informal Check-In (2-5 minutes) 
Purpose: Build trust, strengthen the relationship, and create a comfortable space for open conversation.
Prompts: 
· Here’s how I’ve been since our last meeting… 
· Something that’s been going well for me is… 
· One thing on my mind coming into today is…
Mentor Tips: 
· Be present and approachable 
· Show genuine curiosity and encouragement 
· Look for shifts in engagement or confidence
Notes: 








Goals and Progress Reflection (5-10 minutes) 
Purpose: Reflect on progress toward goals and identify areas for growth.
Prompts: 
· Here are the goals I’m currently working toward… 
· Here’s the progress I’ve made since we last met… 
· A challenge or barrier I’m facing is… 
· One area I’d like to focus on today is…
Mentor Tips: 
· Ask clarifying questions to deepen reflection 
· Reinforce progress and effort 
· Help the mentee refine or prioritize goals if needed
Notes: 


Skill Development and Feedback (5-10 minutes) 
Purpose: Identify skill-building opportunities and explore feedback.
Prompts: 
· A skill I’m working to develop is… 
· An area I feel confident in is… 
· An area where I’d like feedback or coaching is… 
· I’d like your perspective on…
Mentor Tips: 
· Offer thoughtful, strengths-based feedback 
· Share relevant experiences or examples 
· Encourage growth while maintaining confidence
Notes: 


Career Exploration & Guidance (5-10 minutes) 
Purpose: Explore long-term interests, career direction, and opportunities.
Prompts: 
· I’ve been thinking about my career interests, such as… 
· Something I’m curious to learn more about is… 
· A question I have about career paths or opportunities is… 
· An experience I’d like to gain is…
Mentor Tips: 
· Share insights without directing decisions 
· Help broaden perspective and possibilities 
· Encourage curiosity and exploration
Notes: 


Open Discussion (5-10 minutes) 
Purpose: Provide space for additional questions, challenges, or ideas.
Prompts: 
· Something I’d like to talk through today is… 
· A challenge I’m currently navigating is… 
· I’m looking for advice or insight on… 
· Something I need support with is…
Mentor Tips: 
· Listen actively and allow space for thinking 
· Resist the urge to immediately problem-solve 
· Ask open-ended questions to guide reflection
Notes: 


Wrap-Up and Action Items (3-5 minutes) 
Purpose: Clarify next steps and ensure accountability for development.
Prompts: 
· My key takeaway from today is… 
· One action I will take before our next meeting is… 
· Support I may need moving forward is…
Supervisor Tips: 
· Reinforce confidence and progress 
· Ensure next steps are realistic and actionable 
· Offer continued support as needed
Notes: 




Action Items Summary: 
	Action Item(s):
	Owner:
	Due Date:
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Next Meeting Date:
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