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SME Mentoring Tools and Templates
This document provides practical templates and tools SMEs can use to support onboarding, mentoring, and development of young employees or apprentices.
Each template is simple, adaptable, and ready to be used in print or digitally.
1. Weekly Check-In Template
Purpose: Capture progress, challenges, and actions on a weekly basis to ensure structured support.
Template:
	Employee Name:
	

	Week Starting:
	
	


Progress / Wins This Week: 
	1.
	

	2.
	

	3.
	


Challenges / Barriers: 
	1.
	

	2.
	

	3.
	


Support Needed / Actions: 
	1.
	

	2.
	

	3.
	


Mentor / Manager Notes: 
Observations: 
	


Guidance Provided: 
	


Next Steps:
	



Sign Off: 
	Employee:
	

	Mentor/Manager:
	

	Date:
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