Mentoring Action Plan
An effective mentoring relationship begins with clarity, purpose, and actionable goals. This Mentoring Action Plan is designed to help mentees set meaningful objectives and create a structured roadmap for professional growth. Use this plan to foster engaging discussions, track progress, and strengthen your mentorship experience for a lasting career impact.
Mentee: [Name]
Mentor: [Name]
Date:
1. Period of Performance: [action plan timeframe]
2. Goals and Objectives: SMART goals help individuals set clear, actionable, and measurable objectives. The framework—Specific, Measurable, Achievable, Relevant, and Time-Bound—ensures goals are well-defined and structured for success. Below are details on using the SMART template to support goal setting.

	S
	Specific
	Spell out exactly what you want to accomplish. 
What specific outcome do you want to achieve? 

	M
	Measurable
	Define the end result in quantitative or qualitative terms. 
How will you measure progress and your success?

	A
	Achievable
	Confirm that your goal is possible and reasonable to accomplish. 
Are you able to attain this goal within the timeframe? Do you have all the necessary skills and resources to achieve this goal?

	R
	Relevant
	Ensure your goal is aligned with your long-term objectives.  
Does it advance the vision? How does it fit into other long term goals?

	T
	Time-bound
	Identify an achievement date for your goal. 
When do you want to achieve this goal?  Is this timeframe realistic but also ambitious enough to increase motivation?




Setting clear and actionable goals is essential for personal and professional growth. A well-defined goal provides direction, motivation, and measurable progress, helping mentees and mentors make the most of their mentoring journey.  
· Short-term Goals (1-6 months): When completing this section, focus on objectives that can be accomplished within the next few weeks or months, ensuring they directly support your overall professional growth.
1.  
2.  
3.  
4. 
	Goals: Priority order 
	Competency: 
What specific skill do I want to develop?
	Learning Activity: 
What action(s) will I take to develop this?
	Start Date:
	End Date:
	Success Indicators: 
I know I have achieved my goal when this happens.

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	



· Long-term Goals (6+ months): When completing this section, focus on strategic, growth-oriented objectives that span several months or years, ensuring they align with your career aspirations and leadership development.
1.  
2.  
3.  
4. 
	Goals: Priority order 
	Competency: 
What specific skill do I want to develop?
	Learning Activity: 
What action(s) will I take to develop this?
	Start Date:
	End Date:
	Success Indicators: 
I know I have achieved my goal when this happens.

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	




3. Progress Evaluation & Feedback: Regular progress evaluations and feedback discussions help ensure the mentorship experience remains valuable and aligned with the mentee’s goals. Use this section to reflect on achievements, identify areas for improvement, and adjust strategies to maximize growth and development.
· Midpoint Check-In#1: What’s working? What needs adjustment?




· Midpoint Check-In#2: What’s working? What needs adjustment?




4.  Closing & Next Steps: To close out the Mentoring Action Plan, it's important to reflect on progress, key learnings, and next steps. As this mentorship journey concludes or transitions to its next phase, both mentors and mentees should take the opportunity to review accomplishments, provide feedback, and identify future development opportunities.
· End-of-Mentorship Reflection: Successes & Challenges




· Continued Growth Opportunities: Networking, Career Advancement, Future Mentoring
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