[image: ]AY: YYYY-YYYY
Date: 13.09.2025

[image: ] All the above checklist items have been verified by Mentor.  [image: ] All the above checklist items have been verified by Mentor Coordinator.

	Office of the Dean Academics
Review of Mentoring – Checklist

	Meeting No.: 
	Date of Visit: 
	Time: 

	School Name: 
	Degree: 
	Department Name: 

	Regulation: 
	Semester & No.: 
	Year / Batch: 

	Section: 
	No. of Mentees Assigned: 

	Mentor ID / Name / Designation: 

	Mentor Department / Contact No.: 

	S.No
	Checklist Item
	Completion Status
	Remarks 
(To be filled by DA Office)

	
	
	Mentor Coordinator 
	DA Office 
	

	
	
	✔ / ✖
	

	1
	All mentees’ basic information updated in MMS portal
	
	
	

	2
	Mentees’ personal and academic details verified
	
	
	

	3
	Regular Meeting follow up with Mentees
	
	
	

	4
	Meeting attendance / MoM uploaded in MMS
	
	
	

	5
	Academic performance review discussed
	
	
	

	6
	Attendance issues discussed with mentees
	
	
	

	7
	Counselling for slow learners / irregular students
	
	
	

	8
	Career guidance / higher studies / placement counselling 
	
	
	

	9
	Internship / project progress verified
	
	
	

	10
	Co-Curricular/Extra-Curricular/Cultural/Sports & Games
	
	
	

	11
	Disciplinary issues
	
	
	

	12
	Mentee grievances recorded and addressed
	
	
	

	13
	Parent communication / meeting conducted
	
	
	

	14
	Next review meeting scheduled for mentees
	
	
	

	15
	Final remarks by Mentor – if Any?
	
	
	

	Attendance Status
	>65% - <<Courses Count>>
	50-65% - <<Courses Count>>
	<50% - <<Courses Count>>

	
	
	1-2:
	3-5:
	>5:
	1-2:
	3-5:
	>5:

	Arrear Status
	Total:
	>10: 
	5-10:
	3-5:
	1-2:
	Nil:

	Placement Status
	Total: 
	Eligible & Willing: 
	Not Willing: 
	Placed: 
	Not Placed: 

	
	Regular Class Attendance? – 
	Reason for Not Attending? - 

	
	Regular Drive Attendance? –                                                                                                                            
	Reason for Not Attending? -



             
[bookmark: _GoBack]DA Office Coordinator
Mentor Signature
Mentor Coordinator				
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