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Tips for mentoring meetings 
 

Initial ‘meet and greet’ meeting  

The first meeting is an important meeting where mentors and mentees get to know a bit about each 
other and negotiate the parameters for working together. It is vital at this stage to communicate to 
each other clearly and honestly. 

1. Exchange information about background, careers, interests.  
2. Discuss each other's expectations about the mentoring relationship. Be as clear and specific 

as possible. If expectations don't match, negotiate a mutually agreeable plan.  
3. Discuss and agree on the time length of the relationship and an end date, the frequency and 

length of meetings, and the location of meeting.  
4. Discuss the issue of confidentiality.  
5. Begin a plan of action by discussing the mentee's goals. Very often, the initial needs 

expressed by mentees are general. It is important to spend adequate time discussing the 
issues together to clarify the work situation and the real needs of the mentee. 

Subsequent meetings 

Subsequent meetings should occur as agreed between the mentee and mentor in their first meeting. 
1. At the second meeting, a more detailed plan of action can be developed, where goals for the 

mentee can be broken down into specific tasks. Agree on the tasks for the mentee to 
complete by the next meeting. 

2. At the third and subsequent meetings, the mentee should present the results of the set 
tasks. 

3. At about the mid-way mark, the mentor and mentee should then review and discuss the 
progress made by the mentee (and include obstacles met in trying to achieve desired goals). 
The mentor and mentee can then provide two-way feedback and analysis of issues, and the 
mentor can offer advice and guidance for future actions.  

6. The mentor and mentee then negotiate the next tasks to be undertaken and decide on the 
next meeting date.  

Winding Up 

It is important to have a process in place for concluding the mentoring relationship. Having worked 
together for several weeks, months or more and with the end date approaching, a final meeting 
should be set. This meeting marks the formal ending of the relationship and can be used to review 
the process and outcomes. 

Mentor and mentee should discuss: 
 Were goals initially stated by the mentee achieved? 
 Were goals redefined during the mentoring relationship and were these new goals met? 
 What other outcomes were achieved during the relationship? 
 Was organisational knowledge increased? 
 Were problem-solving skills enhanced? 
 What professional gains were made by mentee and mentor? 
 What personal gains were made by mentee and mentor? 
 What aspects of the mentoring relationship did you appreciate? 
 What aspects did you find challenging? 
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Additional Hints for Mentees and Mentors 

The length of the mentoring relationship should be decided on at the first meeting and there should 
be no expectation that it will continue longer than this time. However, should both parties wish to 
continue with the relationship, then new time frames should be discussed. 

o A record of the meetings should be kept by the mentee in order to aid memory and to 
provide the mentor and mentee with a record of progress and achievement, and to assist in 
monitoring the process. 

o It is important that both the mentor and the mentee keep the other informed of any planned 
periods of absence from work, so that this can be considered in planning tasks and meetings. 

o Feedback works best if it occurs reasonably soon after a task is completed, as impressions 
are still fresh. 

o Some information concerning your mentor's/ mentee's workplace/profession may be 
confidential. Please respect this confidentiality and understand that your mentor/mentee 
may not be able to disclose certain details. 

o Please seek permission/support from your supervisor to attend any mentoring-related 
activities during normal working hours. 

 
 


