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DIOCESE OF WILMINGTON

PROFESSIONAL MENTORING PROGRAM
FACILITATING A PLC MEETING
Counselor Name: ____________________________________   Date: ________________________

Chapters (#’s)       _____________
The purpose of this document is to provide verification that you have completed the requirement for facilitating a PLC meeting.
_______ I e-mailed the PLC members a minimum of one week before the meeting (and copied the Mentors 
                and Mentoring Coordinator) about the following for the upcoming meeting I am facilitating.                
_____ Date/time/ type of meeting (virtual or in-person). If virtual, send meeting invitation/link; if

                 in-person, state specific location and details on where to park and how to enter the building.
 _____Reminders about: the chapters to be read, completion of the chapter response form (one form
            for all 5 chapters), and sending one professional article to each attendee (mentees, mentor(s), 
            mentoring program coordinator) at least four days prior to the meeting.
_____ Statement of one “assignment/activity” to be completed – it may be based on the reading, but  
            it does not need to be.
_____ OPTIONAL: share a Google doc where each mentee could include his/her questions from the

            Chapter Response Form (this allows “think time” before the meeting’s discussion).
_____ For in-person meetings, information on whether drinks/snacks will be provided or the PLC
            members should bring their own.
In order to ensure that all participants understand and share their knowledge of the chapter(s), I have the following plan for the day (the plan should include prayer).
My plan will ensure that
_____ Each Mentee does the “chapter work” and an “assignment/activity” and brings work to the meeting. 
_____ Each attendee signs in at in-person meetings.
_____ Each Mentee contributes to the discussion.
_____ Pacing allows time for more than presentation/discussion of book reading.  Each meeting should also
            allow time for Mentees to a) have their question(s) answered by the PLC, b) share/discuss both
            professional articles and best practices, c) raise topics/questions for discussions with experienced
            counselors and, d) seek advice/help from PLC members. 

_____ Each Mentee gets a copy of any handouts and the sign-in sheet for his/her portfolio.
