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NNWN At the Crossroads

Checklist of areas to cover in first mentoring session


1. About the project

Say something about yourself, and why you decided to be a mentor in the project, then ask 

· What is it about the At the Crossroads programme that interested you? What generally would you like to get out of the programme? (Don’t assume they have actually signed up until they’ve made that clear)

· Do you feel you have enough information about what the project can offer? If not, what more would you like to know. (If you can answer then do, if not then ay you’ll get an answer)

2. Circumstances 

Explain that it would be useful if you could know a bit about her background, but explain that she only needs to share whatever she is comfortable with sharing. Explain that you will only share information within the mentoring team that will help the project to meet her learning needs; and that you will check with her at the end of each session which information you would like to share.

· What do you currently do? e.g.  work, caring, self-employment, any or all

· What do you like about your current situation?

· Anything you would you like to change?

3. Learning

Explain that the project is trying to help women identify what learning and support they need to help meet their goals – they might have an idea already or have no idea at this stage – all OK!

· What training or personal development have you taken part in, in the last few years?  

· What have you found has worked for you? or not worked for you?
· What concerns do they have about personal development?

· Do you have any qualifications? It would be useful to know about GCSE’s, NVQ’s and levels, but not crucial at this point)

4. Support

· Is there any specific support you would like to help you to make the most of learning opportunities? (such as access to a computer, study skills)

· When would be your preferred times, days and venues for meetings or training?

· If you care for children or others, how could we support you best in being available?

· Do you need help with transport?

5. Individual Learning Plan

Ask her to think about how she will know if the programme has been successful.

If she feels she is ready, then give her a copy of the Individual Learning plan and encourage her to identify some goals – you can write them down, once they are clear, unless she starts to write them herself, so that we are not assuming literacy. Then she can sign it.

6. NNWN Learner Information form and sign ESF short record ILR Form
Explain that we need this filling in for our funding for the project. 

7. Next steps

Set date for next session.

Check back what you would like to share with the project team
A communication checklist for the effective mentor

Use this checklist on a regular basis after you have spent time with your mentee. 

1:
How do I perceive myself in the many roles a mentor plays

2:
How well do I understand my mentee’s expectations of our relationship?


3:
In general, is my communication with him / her effective, including verbal and non verbal communication?

4:
What was my objective for our last meeting?

5:
Does my delivery method (face to face, phone, written communication) fit the purpose?

6:
Am I too formal or informal for the purpose of this type of communication?

7:
What assumptions have I made?

8:
What kind of response did I expect from my mentee?

9:
Have I given him / her enough time to respond, ask questions or ask for clarification?

10:
If I think I was misunderstood, did I take time to clarify and correct?

11:
Am I giving as much as I can to develop this individual?

And your ideas on how you can support your mentee?

















How often are you doing these?








