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[bookmark: _Toc4478317]Meeting Journal Sheet
Mentors & Mentees are encouraged to utilise the Meeting Journal Sheet to document meeting discussion points, issues, actions, achievements & future agenda items. To preserve confidentiality, copies of the Meeting Journal Sheet should be stored in a secure location agreed upon by the mentor & mentee.
Meeting Date, Time & Location:  _____________________________________________
	Topics covered
	

	Current issues
	

	Current actions
	

	Achievements to date

	

	Future agenda items
	



	Mentor Name
	Signature
	Date

	

	

	


	Mentee Name
	Signature
	Date

	

	

	




Next Meeting Date, Time & Location: 
_________________________________________________________________________
Adapted from ‘Queensland Health Succession Management & Mentoring Manual & Toolkit for Nurses & Midwives (June 2019)’.
[bookmark: _Hlk80273995]Retain a copy of the Meeting Journal Sheet within your Performance & Development Planning Agreement or equivalent.
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Facilitator & COI Leadership Chair: Dr. Catriona Booker
Guest speaker: Dr Yvonne Osborne RN, Edd, FCNA





