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STEP 4: Choose the best solution that takes into account your skills, money, time, resources. 
Write it down. 

 

 

 

STEP 5: List the steps you will take to reach the desired result. List the things you need at 

each step to help you carry out your solution 

Steps                                                                   Things I need 

                                                                    # 

                                                                    # 

                                                                    # 

                                                                    # 

                                                                    # 

 

STEP 6: Revise your progress and make changes to your plan where necessary 

Change 1:  

 

Change 2:  
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3.  Recruit mentors 

Schools need to consider a range of recruitment strategies to target appropriate mentors. 
Advertising for expressions of interest is the most effective strategy. This can range from 
promotion at school assemblies, articles in school newsletters to articles in local 
newspapers. 

It is important that schools establish criteria for selection including (where appropriate) child 
protection checks. 
 

4.  Select mentors and mentees and inform parents 

It is wise to start with a small group of mentees in the initial implementation of a mentoring 
program. This way the program can be evaluated and hiccups ironed out before extending 
the program. 

The mentees, mentors and parents should be informed about the program.  The aims and 
objectives need to be carefully explained as well as the benefits the program will offer. 
Parents should be provided with the opportunity to discuss the program with the co-
ordinator. 

All parties should sign a mentoring agreement to demonstrate commitment to the program. 
 

5.  Train mentors 

Training must assist mentors to develop the skills to work effectively with mentees. It is 
crucial to include information on the aims of the program, support for mentors, child 
protection, boundaries and confidentiality. Training also needs to cover the specific materials 
that mentors and mentees will work on together in mentoring sessions.  

Ideally, training for student mentors should occur over two days. On the first day, the 
program should be explained to mentors so that they understand the type of commitment 
that will be required and the nature of the mentor’s role. They need to practice 
communication skills and clarify the differences between mentoring and friendship. 

The second day should develop mentor’s skills in the activities that they will be working on 
with mentees. 

Training for community mentors should occur over two days. The first day should include 
information about the role of the mentor. The second needs to equip mentors more 
specifically on the skills they will need to work effectively with young people. 

Teacher mentor training need only take a day as teachers have had formal training on 
working effectively with young people. Training should include information on the role of a 
mentor, boundaries and confidentiality, information specific to meetings between themselves 
and their mentee and program details. 

Mentors must be afforded the opportunity to practise skills in small groups.  They should be 
encouraged to raise questions and discuss issues and concerns throughout the training.     
At the conclusion of mentor training, mentors should be provided with a certificate.  



 
 

6.   Prepare mentees to be mentored 

Mentees should understand what the relationship can and can not do for them. The aims of 
the program, benefits to them, their responsibilities and the role of the mentor should be 
carefully explained. 

Mentees may need to be taught specific skills to enable them to work effectively with their 
mentor. The basic skills they need are help seeking skills, conversation and asking 
questions. They need to understand the limits of the relationship. Where mentees travel 
outside the school to meet their mentor at a workplace, skills such as train travel and finding 
their way to and around work sites may be important. 

In a student mentoring program, initially mentors and mentees can meet informally to have 
lunch and/or play games. These meetings can take place at the high school and primary 
school. This provides a less threatening introduction to meeting new people. 
 

7.  Develop materials for mentoring sessions 

 

8.  Start the program in school 

A short informal event hosted by the school can allow a relaxed, non-threatening introduction 
to the program. Providing mentors and mentees with opportunities to work in small groups 
together can ease tension. 

Providing mentors and mentees with the opportunity to meet informally can also help 
determine which people may work best together.   
 

9.  Match mentor and mentee 

Consider the criteria to be used to match mentors with mentees. Criteria may include sex, 
similar interests, personalities, career choices or suggestions from teachers and year 
advisors. 

Matching may be limited by the number of mentors available. Relationships need to be 
carefully monitored and a system put in place for when relationships break down. 
 

10.  Agree on ground rules 

Discussing ground rules can provide a focus for the first formal meeting between mentors, 
mentees and parents. Everyone participating should understand the aims of the program. It 
is particularly important that everyone is aware of the positive feedback which mentors will 
receive on their mentee. 

Both the mentor and mentee and their parents should sign a mentoring agreement. 

Parents need to be informed about their child’s involvement in the program.  They should be 
made aware of the aims and objectives of the mentoring program. An information night 
and/or brochure can help achieve this. Parents need to be kept informed about the progress 
of the program and encouraged to participate where possible. 



 
 

11. Provide feedback and support 

Both mentors and mentees need to be able to give feedback on how the relationship is 
going. This can help to identify problems early and smooth out glitches in the program. 
Having a mentors’ journal for participants can be useful for this purpose. 

Discussion and feedback for mentors is a crucial component of the mentoring program. 
Regular times need to be set aside for mentors to discuss the mentoring relationship with the 
co-ordinator. Where teachers are mentors the debrief sessions serve to emphasise the 
distinction between the role of a teacher and a mentor which is vital for program success. 
Students need a discussion and feedback session so that they can let go of the mentor’s 
problems rather than being burdened by them. 

In community mentor programs their needs to be an opportunity to discuss what went well 
and what problems arose over a cup of tea or coffee after every session. Community 
members need to be provided with positive feedback on their mentee in order to see that 
their work is having an impact. Discussion sessions allow them to bond as a group which 
maintains their commitment and punctuality.   
 

12.  Monitor progress 

There are several ways of monitoring a mentoring program. Surveys, questionnaires, 
meetings, telephone calls and e-mails all keep the lines of communication open. Monitoring 
will provide information on progress of the program and can be useful to resolve problems or 
conflicts at an early stage. 

 

13. Celebrate success 

It is important to celebrate milestones in the program to recognise success.  

Giving mentors and mentees a certificate to celebrate success is a good idea.   

A formal celebration for mentors and mentees should be organised to conclude the program. 
Parents should be included where possible. 

 

14.  Evaluate 

Evaluation provides information that can be used to make the program more effective. It can 
also be used to promote the success of the program. 

To evaluate effectively, schools must be clear on the aims and objectives of the program. 
Data should be collected at the start and end of the program and at intervals throughout, 
from a variety of sources (mentees, mentors, parents, teachers, program co-ordinator). 

Evaluation should look at the effectiveness of the structures in place as much as the 
relationship between participants.   



 
 

        

RRoollee  ooff  tthhee  CCoo--oorrddiinnaattoorr  
 

What skills and qualities does a mentoring co-ordinator need? 
 

 Good organisational skills  
 

 Effective communication skills 

 

 Diplomacy, tact and patience 

 

 Commitment and enthusiasm 

 

 The ability to motivate others 
 

Who might best fill the role of co-ordinator? 

Schools need to think carefully about how the program will be co-ordinated and by whom.  
The person nominated as the co-ordinator may already have a complementary role within 
the school such as that of year advisor, head teacher welfare, school counsellor, senior 
teacher or careers advisor, learning support team co-ordinator. 

It is advisable to appoint an assistant co-ordinator to relieve the work load and provide 
program continuity.   

 

What is the role of the co-ordinator? 

The co-ordinator might be responsible for, or help with a number of tasks.  These tasks 
could involve: 

 co-ordinating planning meetings with key personnel 

 promoting the program to the school community – informing students, parents and 

teachers and the local community about the mentoring program 

 liaising between program participants (community members, principals of participating 

schools in a transition mentoring program) 

 helping to select mentors and mentees 

 assisting with the matching of mentees with mentors 

 managing the day-to-day operation of the program such as finding suitable venues for 

mentoring sessions, reminding mentors and mentees about appointments and 

organising debriefing sessions for mentors and mentees 

 organising support material for mentoring sessions 

 co-ordinating planning of celebration events 

 co-ordinating monitoring and evaluation of the program. 
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