Mentoring Plan Template
[bookmark: _Hlk203736969]Section 1: Mentoring Agreement
This agreement formalises the expectations, commitments, and responsibilities of both the mentor and the mentee in the mentoring relationship.

	  Mentee information

	Name:
	

	Role:
	

	Contact number/email:
	

	Mentor information

	Name:
	

	Role:
	

	Contact number/email:
	

	Agreement Start Date:
	

	Agreement End Date:
	

	Purpose of the Mentoring Relationship:
Detail the objectives of the mentoring program – what does the mentee want to achieve
	

	Agreed Expectations & Commitments-the mentor and mentee agree to the following expectations during the mentoring relationship 

	Expectation
	Mentor Responsibility
	Mentee Responsibility

	Confidentiality
	
	

	Commitment
	
	

	Communication
	
	

	Goal setting
	
	

	Boundaries
	
	

	Confidentiality & Compliance Agreement

	The mentor and mentee agree to maintain confidentiality in compliance with student to insert relevant organisational policies, e.g., Record Management, Privacy & Confidentiality Policy using either relevant to their workplace or using the VRTO].

	Mentor 
	
	Mentee
	

	Name: 
	
	Name 
	

	Date
	
	Date
	

	Signature 
	
	Signature 
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Section 2: Mentoring Plan
Complete a Mentoring Plan Template

You are required to complete a Mentoring Plan Template as part of your assessment. This plan will outline the structure and focus of your mentoring sessions.
Please ensure you:
Complete all sections of the template.
Identify three (3) mentoring sessions, each with a clear goal.
Align your goals with your mentee’s professional development needs.
Include details such as session topics, planned activities, and expected outcomes.
Consider how you will measure the success of each session.

Note: If you are unsure about any part of the template, please ask your Assessor for clarification.
	a) Mentoring Goals & Action Plan In collaboration with your mentee, identify and confirm the overall goal of the mentoring relationship.
Overall Goal of the Mentoring Relationship 
Clearly state the overall goal your mentee aims to achieve through the mentoring relationship. Use the SMART method (Specific, Measurable, Achievable, Relevant, Time-bound) to ensure the goal is well-defined and realistic.

	Session-Specific Objectives
	Planned Activities and Discussion Topics
	Resources & Support required
	Expected Outcomes &Timeline
	Notes and Follow-up Actions

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	Success Indicators (Measuring Effectiveness)
Describe how you will know the goals have been achieved. This may include completed tasks, learner feedback, improved skills, increased confidence, or signs of professional growth.

	Indicator
	Measurement

	
	

	
	

	
	

	Scope of Mentoring
Outline what the mentoring relationship will and will not include. Specify the boundaries, key topics, areas of focus, and the extent of support to be provided. This helps set clear expectations for both mentor and mentee.

	 

	Communication & Meeting Plan 
Detail how you and your mentee will stay in contact throughout the mentoring relationship. 

	
	

	
	

	Planned Mentoring Session Dates List the proposed dates and times for your three (3) mentoring sessions. (Video-recorded if applicable)

	Session
	Timeline
	Date
	Focus Area

	
	
	
	

	
	
	
	

	
	
	
	

	Reflection & Closure: Summarise the outcomes of the mentoring relationship. 

	At the conclusion of this mentoring relationship:

	· How will we measure success?
	

	· Key challenges or breakthroughs
	

	· What steps will we take to ensure continuous professional growth beyond mentoring?
	

	· How the mentoring relationship was ended
	

	Acknowledgement & Signatures

We, the undersigned, agree to the terms of this mentoring plan.

Mentor Signature: ________________________ Date: ________________


Mentee Signature: ________________________ Date: ________________






Appendix B: Monthly Reflection Template
Part 3: Post-Session Reflection 
After each mentoring session, you must complete the reflection table provided below.
Ensure you respond in detail to all questions, showing your ability to critically reflect on the session. Your responses should demonstrate insight into what worked well, any challenges faced, and how the session supported the mentee’s development.

Mentoring Session Reflections

	
	Session 1 (date)
	Session 2 (date)
	Session 3 (date)

	What worked well during the session?
	
	
	

	Detail any challenges or difficulties encountered How were they addressed?
	
	
	

	How did the mentee respond to the guidance or feedback provided?
	
	
	

	How did I support the mentee’s goals and needs effectively?
	
	
	

	What could I improve in my approach for future sessions?
	
	
	

	How did this session contribute to the mentee’s professional development?
	
	
	

	What feedback did the mentee provide (if any)?
	
	
	

	How do I feel about my role as a mentor after this session?
	
	
	

	What did you learn from this session as a mentor?
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