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<Organization Name>
Mentor Selection Checklist 

Candidate Information

Candidate name


Date of interview

Position



Criterion

With the core values of the organization in mind, evaluate the candidate using the criteria below.

<Insert the organizational core values/mission/vision here>
Meet
Does not meet

1
Minimum of 6 months experience with the organization

Prior to the interview, review the candidate’s personnel file to determine his/her date of hire.



2
Positive evaluation of work performance

Prior to the interview, review the candidate’s past several performance evaluations to determine his/her reliability, dependability, attitude, and technical knowledge of his/her position.



3
No disciplinary actions of any kind in last 6 months

Prior to the interview, review the candidate’s personnel file to determine if there are any disciplinary actions documented in the file in the last 6 months.



4
Acknowledged in the organization’s recognition program: <name program here>
Prior to the interview, check to see if the candidate has ever been recognized in the organization’s recognition program.  This is not a requirement, but rather a preferred characteristic.



5
Has integrity 

Ask the candidate the following:  “You see a fellow employee filling out a sheet on water temperatures and you know he did not really take the temperatures, but is just making up the numbers for the report.  What would you do?”  

Trigger Response – the candidate should recognize that falsifying documents is wrong and would tell a supervisor.



6
Delivers quality resident care

Ask the candidate the following:  “Towards the end of your shift, you notice several unanswered call lights, the person you are mentoring is waiting to talk to you and looks upset, and the charge nurse wants your documentation for the shift.  Prioritize these tasks, which would you do first and why.”

Trigger Response – the candidate should see the residents’ needs are cared for first, he/she could take the employee with him/her to answer the lights, saying that they can talk after the residents are cared for and they turn in their paperwork.  Note - Although this question is resident care specific, all mentor candidates should be asked this question as it will tell how well the person prioritizes tasks and that resident care comes before anything else.



7
Self motivated 

Ask the candidate the following:  “Give me an example of when you have volunteered for extra duty, not more shifts, but taken the initiative to be involved in a facility project or gone out of your way to do something extra for someone.” 

Trigger Response – the candidate should be able to give a concrete example of when he/she did something extra outside of his/her normal duties, such as having time at the end of the shift where the candidate went and cleaned out a resident’s messy closet or did something extra in the department he/she saw needed to be done.



8
Dedication and Commitment to <Organization name>

Ask the candidate the following:  “Why do you think you are dedicated to our team?

Trigger Response – the candidate should detail his/her commitment and passion for the job through a concrete example of when he/she put the residents’ or facilities needs before his/her own.



Mentor Criteria


Note: Add or remove questions from this list to indicate the candidate’s understanding of and ability to share the organization’s core values, mission and vision.
Meet
Does not Meet

9
Loyalty to the organization 

Ask the candidate the following:  “You see a friend falsifying a report, records, or he/she asks you to do something that you know is against company policy, what do you do?”
Trigger Response – the candidate should respond that he/she would confront the “friend” in hopes of correcting the behavior.  If the person persists, the candidate would report the incident to a supervisor.



10
Demonstrates positive attitude

Ask the candidate the following:  “Give an example of how maintaining a positive attitude has helped you solve a problem or complete a task successfully.”

Trigger Response – the candidate should be able to give a concrete example of a situation where a positive attitude has made a difference in a situation or helped overcome adversity.



11
Communicates well with peers and supervisors 

Ask the candidate the following question:  “The person you are mentoring comes to you and states that he/she is being teased by some long-term employees and asked how long he/she is going to stay as they have run everyone else out of the building.  How would you handle the situation?”

Trigger Response – is the response to the new employee helpful and supportive?  Is the supervisor notified of the issue?  Are peers told in a constructive manner to encourage teamwork?



12
Embraces <Organization name> culture

Ask the candidate the following question:  “Someone you know is thinking about a career in long-term care doing the same job as you.  What advice would give this person to be successful?  Would you encourage this person to enter the field?  Why or Why not?”  

Trigger Response – evaluate the answer relative to how the candidate is able to express the core values in terms of how he/she views his/her role in long-term care.





 Review the candidate’s answer and decide if he/she meets the criteria.

Notes: 
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Administrator
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Mentor Program Coordinator
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Selected as mentor:
____YES
____NO

Department Head

Date
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