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District Heating Divas
Heat Exchanger Mentoring 


Minutes and Follow-up Template

This document is proposed to be used in conjunction with the mentoring session. The objectives of the sessions, action points and summary of what has been discussed can be captured in advance and following a mentoring session.
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Mentor:
Mentee:


	Mentoring Session No:
	

	Date
	



1. Agenda – (Set by Mentee)
· Decide on a topic of discussion for the session.
· Provide 2-3 key discussion points for the session.
· Bring a challenge currently being faced to work on with your mentor.
During the session be mindful to set
· Follow-up actions, 
this could be a task to complete or feedback from a meeting your mentor has helped you prepare for
· Related Topics 
this can enhance the session or provide future session points of discussion

2. Further actions or support – (Set by Mentor)
· Offer the mentee some reading reference
· Provide short brief tasks to help them achieve their goal of the session
· Provide feedback 

3. Next mentoring session
· Agree on a topic of discussion for the next session
· [bookmark: _heading=h.gjdgxs]Set tasks and or activities to complete 
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