Six Month Check-Up

Mentor and Mentee Relationship Evaluation

Mentor_______________________

Mentee_______________________

Today’s Date__________________     Date We Started___________________

How are we working together?

How often are we meeting and for how long?  ___________________________________________________________

How is this working?  Do we need more time?  Less time? 

___________________________________________________________

Are we keeping our appointments? If not, what needs to happen?

___________________________________________________________

___________________________________________________________

___________________________________________________________

Where are we meeting?  Is this working?  If not, what do we need to change?

___________________________________________________________

___________________________________________________________

___________________________________________________________

Are there any other logistics or structures that would serve our relationship and goals?

___________________________________________________________

___________________________________________________________

___________________________________________________________

GOALS

Stated Goals in Personal Plan for Success

1. _____________________________________________________

2. ____________________________________________________

3. ____________________________________________________

4. ____________________________________________________

5. ____________________________________________________

Where are we on the goals?   List progress that has been made.

1. _____________________________________________________

2. ____________________________________________________

3. ____________________________________________________

4. ____________________________________________________

5. ____________________________________________________

Progress made toward other goals.

1. _____________________________________________________

2. ____________________________________________________

3. ____________________________________________________

Discussion on Mentor and Mentee Responsibilities

Below is the list of  Mentee and Mentor Responsibilities as outlined on the code 400 career development page that were reviewed during the Mentor Orientation Sessions.  You may want to have a conversation with each other about how you feel you are each doing in relation to these responsibilities and determine any action steps, if needed, that you want to take to enhance your relationship.  These steps can then be written on the form included at the end of the evaluation, “Where Do We Go From Here?”.

Responsibilities of the Mentee

1. Acknowledging that the development of your career can be achieved through a process of intentional planned experiences and assignments. 

2. Being open to new discoveries and possibilities that would result in a higher level of potential for both yourself and the organization.

3. Desiring to be a mentee (being receptive to learning, developing a learning relationship with a mentor(s)).

4. Discussing your ideas, goals, aspirations and plan for action with your mentor and your supervisor as appropriate.

5. Preparing an individual Development Plan (IDP) that identifies:

Developmental Objectives

Necessary training (courses as well as On the Job (OJT))

6. Identifying and coordinating with your mentor and supervisor developmental objectives that are specific, measurable achievable and compatible with skill matrices/competencies.  Developmental Objectives might include, but are not limited to attendance at management reviews and / or decision meetings as an observer or presenter and potential OJT experiences outside your immediate area of responsibility.

7. Reaching consensus with your mentor and supervisor on an IDP

8. Accepting responsibility for accomplishment of both current job and IDP requirements.

9. Seeking advice from your mentor on organizational norms and expectations as appropriate.

10. Reaching agreement with your mentor on schedule of regular mentor/mentee meetings. 

11. Being willing to discuss developmental problems and concerns as they occur with your mentor.                              

12. Seeking feedback from your mentor and others regarding your strengths and additional developmental needs.

13. Working with your mentor on networking at all position levels within the program/project management discipline through entrée / introductions to others who might be able to help with advice, knowledge, etc.

Responsibilities of the Mentor

1. Accepting mentor training as appropriate.

2. Acting as a sounding board for the mentee’s ideas, goals and aspirations, and instilling an impetus for action toward achieving them.

3. Advising and sharing experiences with the mentee on organizational norms and expectations as appropriate.

4. Providing an openness to new discoveries and possibilities for the mentee resulting in a higher level of potential for both the mentee and the organization. 

5. Providing advice to and sharing experiences with the mentee on matters relating to his/her career development 

6. Instilling in the mentee that the development of one’s career can be achieved through a process of intentional planned experiences and assignments. 

7. Working with the mentee to identify developmental requirements.

8. Identifying developmental objectives that are specific, measurable achievable and compatible with skill matrices/competencies.

9. Reaching agreement with the Mentee on an IDP

10. Reaching agreement with the mentee on a schedule of regular mentor/mentee meetings. 

11. Being available to discuss the problems and concerns of the mentee as they occur.  

12. Providing feedback to the mentee regarding his/her strengths and developmental needs.

13. Arranging for the mentee to attend meetings as an observer or presenter.

14. Coordinating with the Mentee’s supervisor as agreed to in the Mentor/Mentee agreement.

15. Supporting the mentee in establishing a network of human resources at all position levels within the program/project management discipline by providing entrée / introductions to others who might be able to help with advice, knowledge, etc.

16. Coordinating with the supervisor, as agreed to in the Mentor/Mentee agreement, the identification of possible experiences / assignments that might benefit the mentee.

Mentoring to Make a Positive Difference

The following is a list of Qualities of a Good Mentor that code 400 employees identified in discussions during the Mentor Orientation sessions from their own experiences of mentors that  made a positive difference in their career and life.  This is an opportunity to check in on how you as a mentor feel you are being with your mentee in relation to these qualities.  If you are the mentor, rank yourself on your form.  If you wish to get your mentee’s feedback, ask them to rank you on their form.  Then compare your scores and talk about how you might need to adjust how you are being with each other to get the most out of your relationship.  You can list any action steps you wish to take in this regard in the “Where Do We Want to Go From Here?” section.  

(Ranking is 1 to 5 with 5 being the highest)






Mentor’s Rank 
Mentee’s Rank

of Yourself

of the Mentor


Non-judgmental












Active listening










Provides meaningful feedback








Commitment to you and the relationship







Excitement about your capabilities – a cheerleader






Accessible











Models behaviors – walks the talk








Guides the search for answers









Willingness to learn










Sees your potential and your bigness








Sense of humor










Authentic – shows humanness








Can trust them – maintains confidentiality







Balance – sees the whole person








Sees value in the mentoring process








Sees the big picture










Honest and direct










Genuine interest and caring









Respectful











WHERE DO WE WANT TO GO FROM HERE?

Action steps for the mentor and mentee identified during this Six Month Check-Up.

1. ___________________________________________________________

2. ___________________________________________________________

3. ___________________________________________________________

4. ___________________________________________________________

5. ___________________________________________________________

6. ___________________________________________________________

7. ___________________________________________________________

8. ___________________________________________________________

9. ___________________________________________________________

10. ___________________________________________________________
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