
Sample monitoring/debriefing meeting agenda.

Mentoring

Program Coordinator:

Time:

Date:

Location:

Debriefing attendees

Mentor name:

Mentee name:

Mentee parent / guardian:

The Program Coordinator will debrief with mentors and mentees individually 

<insert agreed upon regularity> 

to provide support and assist in monitoring progress. 

Program staff will monitor the relationship to ensure that they are continuing to achieve the program conditions.  

At the beginning of the mentoring relationship, debriefing may take place weekly or fortnightly. Eventually these 
meetings can happen less often, or they may always occur after each session. 

Debriefing may be conducted in person, over the telephone or via the internet.

The Mentoring Program Coordinator can monitor individual sessions and overall progress with the following prompts. 

Suggestions only - select those most relevant to your program objectives.



Sample monitoring/debriefing meeting agenda.

Time Item

General 
How is your match progressing? Are you happy with how things are going?
What do you enjoy most about having a mentor/mentee in your life? 
What do you enjoy least?
Is there anything you would like to change about the time you spend together?

Activities
When was your last meeting? What did you do together?
What kinds of activities do you do when you are together?
How do you decide what activities to do together? 
Do you have trouble deciding what to do?
 

Frequency
How often do you see each other? 
How much time do you spend together at each meeting?
Do you talk to each other using social media or by phone? How often? 

Support 
Does your mentee/mentor keep appointments with you? Are they on time? 
How would you describe the mentee/mentor’s behaviour? 
Is there any behaviour that you don’t understand?
Is there anything you would like me to talk to your mentor/mentee about?
Do you need help with anything? Is there anything interfering with your match?
Is there any further support we can provide you?

**Items for follow up

Schedule next debriefing

Other elements to consider:
•  A Match Agreement is recommended to clearly outline boundaries and guidelines that govern the mentor/mentee 

relationship, such as frequency and location of meetings. 
•  Each mentor and mentee should keep a record of their meetings. Meeting Progress Records are useful tools to record 

dates, objectives discussed, outcomes and next steps. These records will help with program evaluation.
•  Be clear with mentors and mentees regarding how community partners, family, and significant others can provide 

input.
•  Structured group meetings of mentors and mentees are recommended to build rapport and social networks for all 

participants.


