
Structuring Effective Mentorship Sessions: A Guide for Mentors

 

Introduction 

As a mentor, your role is to guide, support, and challenge your mentee in their personal and 

professional growth. Structuring your sessions effectively ensures that both you and your 

mentee leave each meeting with clarity, actionable insights, and a sense of progress. Use this 

guide to structure your mentorship sessions and create a productive, collaborative environment.

 

Mentor Session Checklist 

Before the Session: 

1. Review Past Notes: 

○ Revisit notes or key takeaways from previous sessions. 

○ Reflect on any action items your mentee committed to and prepare to follow up. 

2. Understand Your Mentee’s Agenda: 

○ If your mentee has shared an agenda in advance, review it and prepare relevant 

feedback or resources. 

○ Identify any additional topics you feel might benefit their development. 

3. Reflect on the Big Picture: 

○ Consider how this session ties into your mentee’s long-term goals and progress. 

○ Prepare questions or observations that can help them see the bigger picture. 

 

During the Session: 

1. Start with a Check-In: 

○ Begin the session by asking about your mentee’s recent experiences, wins, or 

challenges. 

○ Example questions: 

■ What’s one thing you’re proud of since our last session? 

■ What’s one challenge you’ve faced recently? 

■ How are you feeling about your progress so far? 

2. Review Progress: 

○ Ask your mentee to share updates on their goals or action items from previous 

sessions. 

○ Provide encouragement for their wins and constructive feedback for areas of 

improvement. 

3. Focus on Key Topics: 

○ Follow the mentee’s agenda, and prioritize the most important topics for 

discussion. 



○ Ask open-ended questions to help the mentee think critically and explore 

solutions: 

■ What’s one step you could take to address this challenge? 

■ What resources or support do you think you need? 

4. Offer Guidance: 

○ Share advice, personal experiences, or resources that are relevant to your 

mentee’s challenges or goals. 

○ Be mindful of balancing advice with empowering your mentee to come to their 

own conclusions. 

5. Encourage Problem-Solving: 

○ Guide your mentee to brainstorm solutions and action steps rather than providing 

all the answers. 

○ Example question: What are three potential approaches you could take to 

resolve this? 

6. Set Action Items: 

○ Collaborate with your mentee to define clear, actionable steps they will take 

before the next session. 

○ Example: Let’s agree that you’ll [specific action] by [specific deadline]. 

7. End with Reflection: 

○ Ask your mentee to share their biggest takeaway from the session. 

○ Example question: What’s one thing you’ll do differently as a result of today’s 

discussion? 

 

After the Session: 

1. Follow Up: 

○ Send a brief summary of the session’s key points and action items (optional but 

helpful). 

○ Encourage your mentee to reach out if they have questions or need additional 

support before the next session. 

2. Evaluate Your Approach: 

○ Reflect on how the session went and whether your feedback and guidance were 

effective. 

○ Ask yourself: 

■ Did I listen more than I spoke? 

■ Did I empower my mentee to explore their own solutions? 

■ Did I provide actionable feedback and resources? 

 Final Tip: 

Consistency and structure are key to mentorship success. By focusing on your mentee’s 

growth, actively listening, and providing actionable guidance, you’ll help them unlock their full 

potential while fostering a meaningful and impactful relationship. 


