Journals and Portfolios

Journals and portfolios are tools for partners to document reflections, progress, and growth
across the mentorship cycle. They provide a space for participants to record what they are
learning, capture milestones, and track challenges. Unlike surveys, which give snapshots,
journals/portfolios help monitor development over time and offer insights into how learning
and trust build across relationships.

They serve both programmatic and personal purposes — giving program staff rich, ongoing
data, while also encouraging participants to reflect, deepen learning, and celebrate
achievements.

Purpose

Document ongoing progress toward mentorship goals (skills, confidence, belonging).
Capture reflections on challenges and breakthroughs as the relationship develops.
Encourage self-assessment and deeper mentor/mentee reflection.

Provide artifacts (written entries, checklists, reflections) that illustrate growth at the
end of the cycle.

e Support staff evaluation of program impact over time, not just at close-out.

When to Use — Options

e Ongoing Throughout the Program
Weekly, bi-weekly, or monthly entries to reflect on meetings, challenges, or progress.

e After Each Mentorship Meeting
Quick reflections from mentor and/or mentee on discussion topics, learnings, or action
steps.

e End-of-Cycle Portfolio
A compiled reflection that highlights progress, lessons learned, and next steps for
growth.

What to Capture in Journals/Portfolios

Category Examples

Date/Entry When was the meeting or reflection completed?
Meeting Highlights What topics were covered? What felt most valuable?
Skills Practiced Communication, goal-setting, leadership, technical skills.
Challenges/Barriers Scheduling issues, unclear goals, lack of resources.
Reflections/Insights “What did | learn today?” “What surprised me?”




Progress Toward Goals Steps taken, milestones achieved.

Next Steps/Action Items Goals or commitments for the next meeting.

Overall Growth (Portfolio) Summarized skills, confidence, or belonging across cycle.

Sample Reflection Prompts for Mentorship Journals / Portfolios

Ongoing (Weekly or After-Meeting) Prompts

What did we discuss in today's session?

What is one new insight or idea | took away?

How did today’'s meeting move me closer to my goals?

What challenges came up in our conversation?

What's one action step I'm committing to before our next meeting?
Did | feel comfortable and open during this session? Why or why not?

Goal-Progress Prompts

What progress have | made on my mentorship goals since our last check-in?
Which skill or habit am | practicing most right now?

What barriers are keeping me from moving forward?

How did my mentor/mentee support me in making progress?

What's one area where | feel more confident than before?

Relationship & Learning Prompts

What have | learned from my mentor/mentee so far?

What's something | appreciate about our mentorship relationship?
When did | feel most engaged or supported in this program?

How is trust building in our relationship over time?

What's one thing I'd like to do differently in our next session?

End-of-Cycle / Portfolio Reflection Prompts

What goals did | achieve during this mentorship cycle?

What's the biggest change | see in myself since the start of this program?
What skill, habit, or perspective will | carry forward after the program?
What was the most valuable part of this mentorship for me?

What advice would | give to someone starting as a mentor/mentee?

How will | continue to apply what I've learned beyond this program?

How to use these prompts:

e Choose 1-2 per week » to keep journals light but meaningful.



e Rotate across categories (not the same question every time).

® [or portfolios, select a few end-of-cycle prompts to guide participants in summarizing

growth.

Recommended Tools

Tool

What to Know

Google Docs/Sheets

Easy, free, and shareable; supports collaborative writing or
logging. Good for tracking weekly reflections, meeting notes,
or progress updates. Simple analysis possible with Sheets,
though formatting can get messy over time.

Microsoft OneNote

Great for structured entries with tabs, checklists, tags, and
multimedia (images, audio). Syncs across devices and
integrates well in Microsoft environments. Less intuitive for
exporting or large-scale analysis.

Notion / Confluence

Strong if growth and legacy partner already use team
collaboration tools. Supports structured reflection databases,
tagging, and embedded resources. Can feel like overkill for
smaller programs or less tech-savvy participants.

Airtable

Flexible database tool that feels like a spreadsheet but works
like a CRM. Can track reflections, tags, milestones, and
generate dashboards. Powerful but may require setup time
and guidance for new users.

Paper Journals

A low-tech, accessible option ideal for in-person programs or
participants who prefer analog reflection. Encourages deeper,
distraction-free thought but harder to aggregate or analyze
across participants.

Best Practices for Journals/Portfolios

e Provide structured prompts. Example: “What's one thing you learned today?" or
“How did this session move you closer to your goal?”
e Keep it short and consistent. Entries should take no more than 5-10 minutes to

complete.

e Clarify expectations. Decide whether both mentor and mentee will journal, or just

one party.

Protect privacy. Clarify which entries are private vs. shared with staff.
Use for dialogue. Encourage mentors and mentees to reference past entries in future

sessions.

e Celebrate progress. Highlight excerpts or final portfolios at the end of the cycle (with

consent).




Integrate with program goals. Journals should align with competencies like skill
growth, confidence, and relationship trust.

Use data actively. Staff should review logs periodically to identify drop-offs, pain
points, or areas needing extra support.
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