
Suggested 3 Month MentorSHPE Schedule 

 

This is a guide to use for your mentor connection. Remember, the mentor relationship will work best 
when driven by the mentee. The mentee should take the lead to initiate contact, set the meeting 
schedule, set the goals, and come to each meeting prepared with a short agenda. The mentor of 
course will be engaged and help, but the mentee is key in driving this connection.   
We highly recommend tailoring the connection to your goals.   
 
WEEK 1   
To Do List:  

• Mentor and Mentee View On Demand Training Videos – about 30 minutes long each  
• Both mentor and mentee ensure calendars are connected for ease of meeting 
scheduling   
• Mentee reach out to mentor for introduction and schedule first meeting  
• Both mentor and mentee view Partnership Agreement in Drive Help Resources. Begin 
formulating your ideas for this discussion  
• Mentee start thinking about your goals for this connection   

Meeting Agenda Draft:  
1. Get to know each other  

a. See “Building the Connection” in Help Resources  
b. Share your stories – Mentee hint, as you listen to your mentor tell you 
their story, you may find they have experiences that will influence what you draft 
for your goals for this connection  

2. Set next meeting & discuss regular recurring meeting schedule   
3. Ask mentor what agenda items they would like added to your next meeting   

WEEK 2  
The theme for this week is to get started drafting your goals for the connection and to complete the 
mentoring partnership agreement discussion with your mentor. Here are some suggested tasks to help 
you accomplish these items.  
  
To Do List:  

• View short 5 minute video showing how to customize your connection plan.  
• Mentee & Mentor Review Goal Setting Tips and brainstorm goals for the next few 
months.  

Meeting Agenda Draft:  
1. Check In – informal conversation to continue getting to know each other.  
2. Discuss and make agreements on the Mentoring Partnership Agreement Discussion 
Guide - you can find this discussion guide in the Chronus resources. We recommend taking 
notes and documenting the discussion so it can be referred to later if needed.   
3. Discuss mentee draft of goals and tasks. (If not already done, consider deadlines for 
tasks - this can help build meeting agendas as well.)  
4. Schedule next meeting & ask mentor for input on next meeting agenda.  

** If either the mentee or mentor feels this connection is not working at this point it’s okay, especially if 
your schedules have not allowed you to connect within the first two weeks at all. It may be that at this 
time you are not a good match for your schedule and perhaps reconnecting at another time would be 

https://shpe.zoom.us/rec/share/K7jrT6bFQf4-oQPNfSTXtcBre-8zI4Td25F9u2yRIzYGGIrUBTrQCX6RVGe8WOh9.AHkalgUVTTvXI2Em
https://shpe.zoom.us/rec/share/0UrWGfQBV5m8-grwksYb3u3LbDGllgidAl1N0xwB18_VPpziiJaQhSOgSXccB4I.-Zl-f6sIMl9w70nu
https://zoom.us/clips/share/Oim1bE7ck1EudX6d5hACRGYhcahghvV_NDoEhcmIt-kg7wRozafy66JyWZPzGp4GYkYV2w.wsxLN8zfnnpgXw1Q


more beneficial. Feel free to reach out to the program administrator and they can help you navigate the 
process of deciding to reconnect with another match.   
WEEK 3  
The first two weeks were packed! You may need a moment here to take a breath and catch up. It's okay 
to take what you need from these tasks. If there is something that doesn't meet the need of your goals, 
skip it. It's okay to make this connection your own.   
To Do List:  

• Mentee continue updating task list 
• Mentee monitoring identified goals 
• Mentor give feedback comments  

Meeting Agenda Draft:  
1. Check In – informal conversation to continue getting to know each other – consider 
using “Digging Deeper” in Help Resources  
2. Mentee share update on tasks and any barriers or challenges  
3. Mentor provide feedback and suggestions  
4. Schedule next meeting  

WEEKS 4-11  
Congratulations! You are starting your 2nd month in your mentoring connection! The weekly to-do list 
and meeting agenda suggestions remain constant from this point forward. We do have some 
resources to help keep your connection fresh and growing. See “Keeping Connection Thriving” in Help & 
Resources.    
Weekly To Do List:   

• Mentee continue updating task list and goal progress  
• Mentor continue giving feedback comments and suggestions  
• Communicate in between meetings encouraging and updating each other    

Meeting Agenda Draft:   
1. Check In informal conversation to continue getting to know each other – consider using 
more “Digging Deeper” in Help Resources  
2. Focus of Meeting Acknowledgement – stating the purpose for the meeting will help 
drive the conversation in the right direction  
3. Review actions mentee has worked on with the tasks for goals so far  
4. Talk about challenges mentee has faced in accomplishing tasks   
5. Mentor provide feedback and suggestions for overcoming challenges  
6. Review actions items mentee will work on before next meeting   
7. Confirm next meeting date & ask mentor for input on next agenda  

   
**At week 8 we recommend you touch base again on the Mentoring Partnership Agreement and adjust 
anything as necessary   
*** At week 10 We have a short video for you to watch with tips and tricks to End the Connection Well  
WEEK 12  
Congratulations on getting ready to close out your connection! It is likely feeling like these last 3 
months flew by faster than you expected. We hope you take time to celebrate your journey!  
In your final meeting take time to celebrate successes and goals achieved and also acknowledge that 
some things are ongoing work. It’s okay to still have things you are working on even as the 
relationship comes to a close.    
To Do List:   

• Mentee make final updates to tasks and goals  
• Mentor give final feedback comments and suggestions  

https://shpe.zoom.us/rec/share/_aybxSt9Uo9Dy745cQEmpDbVv1mZDFogRME4CfZrkGer7Gsyd7XS0kYOiqN-2_g5.9nN-7IYgz-8vm7zL?startTime=1722612936000


• Complete Closure Survey before the connection close date  
Meeting Agenda Draft:   

1. Take time celebrate successes and goals achieved  
2. Mentee reflect on any aspects of goals set that you will continue to work on  
3. Mentor reflect on mentee progress and give final feedback and suggestions  

  
 


