BCC Mentor Checklist 

(To be Completed by the Mentor)

Mentor ___________________________
Mentee ____________________

Ext. _____________________________
Ext._______________________

Please make sure you complete the items listed below: 

____
Contact your mentee’s supervisor before the date of hire.  HR will cc you on the memo to the new employee’s supervisor

____
Follow up with the mentee’s supervisor.  See if there are any additional activities that you could include that would be beneficial for your mentee

____
Attend the 1st day orientation with your mentee

____
Select a weekly activity from the list on the next page 

____
Contact mentee’s supervisor ________ (date of first follow up).   See if there are any additional activities that you could include that would be beneficial for your mentee

____  Contact mentee’s supervisor ________ (date of second follow up).   

____
Complete the Activity Log and send it to HR

____
Complete the evaluation form and send to HR

At the end of the three month formal program, please return this completed form to Susan Gura, Human Resources.

Mentor’s Signature





Date

Activities for Mentor and Mentee

Below are of list of activities for the mentor and mentee.  Together, select 12 activities so that you have one activity per week for the three months of the program.  Enter the weekly activity on the Activity Log and send the completed form to HR at the end of the three months.

____
Meet for lunch

____
Tour the campus

____
Visit a Higher Education Center

____
Tour the library with a member of the library staff

____
Review available resources – Brookdale web site, Inside Track, Brookdalian

____
Attend a Governance Forum

____
Visit the Holocaust Center

____
Tour the sports arena

____
Visit the police station

____
Tour Monmouth Museum

____
Discuss Emergency Management 

____
Visit the Center for Visual Arts

____
Go with the mentee to get his/her photo ID

____
Tour the Student Life Center

____
Show mentee around your work area and introduce him/her to co-workers

____
Visit Children’s Learning Center

____
Tour the Brookdale television and radio studios.  Try to attend a taping session

Mentor’s Weekly Activity Log – For the Mentor to Complete

Mentor___________________________
Mentee____________________

	
	Activity
	Comments

	Week #1


	
	

	Week #2


	
	

	Week  #3


	
	

	Week #4


	
	

	Week #5


	
	

	Week #6


	
	

	Week #7


	
	

	Week #8


	
	

	Week #9


	
	

	Week #10


	
	

	Week#11


	
	

	Week #12


	
	


Mentor’s Signature




Date

Please return your completed form to Susan Gura in HR at the end of the 3 month period.

Mentoring Program Evaluation – For the Mentor and Mentee to Complete

Mentor___________________________
Mentee____________________

The purpose of this evaluation is to give mentees and mentors an opportunity to provide feedback on the mentoring program.  We appreciate your thoughtful response.  Please be assured that your input will be handled confidentially.  

Please complete the form at the end of the three month formal mentoring program.

1. Briefly describe your experiences in working with your mentor/mentee and the effectiveness of the relationship.

2. Describe the most helpful activities in developing your mentor/mentee relationship.

3. Describe the most significant barriers to the development of your mentor/mentee relationship.

4. What suggestions do you have for making the program stronger?

Signature







Date

Return your completed form to Susan Gura in HR.
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