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Using the PROCARE Trainer’s Guide 

The PROCARE Trainer’s Guide has been designed specifically to support and streamline the delivery of 

the Vocational Education Curriculum developed in the context of the PROCARE project. The 

Curriculum constitutes a 3-day course, a total of 18 hours of training. 
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Slide no. 1: Introduction 

 

Trainer’s Notes: 

Introduce yourself and dedicate some time to introduce learners to the PROCARE training course. 

Describe the learning objectives of the course as well as Module 6; learners will be educated on:  

1. The importance of Reviewing and Assessing the Mentoring Programme(s). 

2. Train learners on the methods, logics and tools to be used in the Evaluation phases. 

3. Train learners on how to implement Evaluation and Assessment. 

4. To provide practical examples of Evaluation. 

Give learners the opportunity to introduce themselves and ask about their expectations. 
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Slide no. 2: About the PROCARE Project 

 

Trainer’s Notes: Briefly introduce the Project and the Project Results and move on to the next slide.  
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Slide no. 3:  Module Aim  

 

Trainer’s Notes: Discuss the aim of the Module. 

 

This last Module aims to educate learners on how to carry out a complete and valuable review of the 

Mentoring Programme. They will be provided with an overview of the methods and tools for the 

assessment of the quality and progress of the Mentorship programme. 
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Slide no. 4:  Learning Outcomes  

 

Trainer’s Notes: Discuss the Learning Outcomes of Module 4  

The two main outcomes of the Module consist of the (1) understanding of the importance of the whole 

evaluation process. By focusing on the reasons behind the importance of evaluating, the learners will 

also become familiar with the right methodology and the importance of precise and adequate 

instruments to use. The second outcome will be the gained competence to autonomously carry out 

the evaluation with different various tools (such as KPIs or the Procare Tools themselves, which have 

been better explained in Module 4) that can be available or that can be tailored to the context, 

situation, specific Mentoring Programme. 
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Slide no. 5: Contents  

 

 

Trainer’s Notes: 

Discuss the content of this Module and the logical steps of the discourse on the evaluation from the 

beginning to the end. 
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Slide no. 6:  Introduction 

 

Trainer’s Notes:  

Use this introduction phase to explain that this Module will talk about: 

1. The importance of Review and Assessment to understand the strengths, weaknesses and 

opportunities for improvement of the Mentoring Programme; 

2. The use of specific methods and tools; 

3. The importance of Interpretation of the collected data. 
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Slide no. 7:  Evaluation - why is it important? 

 

 

 

Trainer’s Notes:  

This part is about the “WHY”. Why Evaluation is needed? Why is it important? 

Evaluating a mentoring relationship programme is important for a number of reasons (focus on these 

ones): 

1. To be aware of what has been done - evaluation helps to document the progress and effectiveness 

of the programme, providing an opportunity to reflect on what has been achieved and what needs to 

be adjusted. Evaluation can provide insights into what has worked and what hasn’t, which can help 

inform future decisions. It can also help identify areas where there is room for improvement.. 

2. To deduce if the process was conducted correctly and with a sufficient quality level - evaluation 

helps to ensure the programme is meeting its objectives, and that participants are receiving the 

support they need. It is also important to identify any issues or gaps in the programme that need to 

be addressed.  

3. To assess what has to be changed, improved or adjusted and how to make the programme more 

efficient and effective. 
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In conclusion, evaluation is important for mentoring relationship programmes as it helps to measure 

progress and effectiveness, identify areas that need improvement, and ensure the programme is 

meeting its objectives. 

 

Slide no. 8:  Actors involved in evaluation 

 

Trainer’s Notes:  

Explain that the subject/object of evaluation should vary depending on the type of evaluation that is 

needed or wanted. With peer evaluation the Mentor and Mentee evaluate each other and their 

relationship. With self-evaluation everyone evaluates his/her own experience, by assessing if the 

programme is working for him/her and if it is working/has worked to help him/her reach his/her 

objectives or expectations. Highlight the fact that there’s no better evaluation method: both are very 

useful to have a broader perspective.  
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Slide no. 9:  Effectiveness and avoiding mistakes 

 

Trainer’s Notes:  

Explain to your learners the importance of avoiding these four possible mistakes when carrying out a 

valuable evaluation.  

1. Unfair or biased evaluations: It is important to ensure that evaluations are conducted in a fair and 

unbiased manner.  

2. Use of ineffective or inadequate tools: when evaluating, it is important to use tools that are effective 

and appropriate for the task. Using inadequate tools can result in an inaccurate and therefore useless 

or misleading evaluation. 

3. Inadequate interpretations/analyses of collected data: When evaluating, it is important to ensure 

that all data collected is properly interpreted and analyzed. Without proper interpretation and 

analysis, the results of the evaluation may be inaccurate or misleading. 
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4. Insufficient time dedicated to the evaluation process: it is important to ensure that adequate time 

is allocated to the evaluation process. If the evaluation process is rushed, it may lead to inaccurate or 

incomplete (and therefore useless/misleading) results. 

 

 

Slide no. 10: Performing a valid evaluation. 

 

Trainer’s Notes:  

Explain to learners the importance of evaluation as a systemic process, in itinerary and ex-post 

evaluations are needed. This conception of the process leads to useful results and helps to identify 

and define adequate KPIs (Key Performance Indicators).  
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Slides no. 11 and 12: KPIs 

 

 

Trainer’s Notes:  

Explain to learners what are the KPIs and the criteria and logics that make KPIs good KPIs. These 

features of KPIs also help the learner to understand how KPIs are useful, all the benefits they can 

provide for the understanding of the various elements of the Mentoring Programme and how to 

design these KPIs  for the needed evaluation.   
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Slides no. 13 and 14:  KPIs and OKRs 

 

 

Trainer’s Notes: Explain to the participants what are the OKRs and the differences between these and 

KPIs.  

OKRs are about the identification of Objectives and Key Results. They are more about guidance and 

have broader meaning, while KPIs focus on the assessment of specific dimensions and elements of the 
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Mentoring Programme to be evaluated.  Use this tab to better transmit the concepts and the features 

that distinguish KPIs from OKRs. 

 

 

 

Slide no. 15:  Different types of indicators: quantitative and qualitative. 

 

Trainer’s Notes: Discuss the differences between quantitative and qualitative indicators. Ask the 

participants their thoughts and opinions about what could be the differences between quantitative 

and qualitative indicators, which can be the different things that these indicators help to focus on and 

then explain the actual differences and logics of the two methodologies also by providing examples.  
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Slide no. 16: How many indicators can be considered, and depending on what. 

 

Trainer’s Notes:  

Discuss with the participants when could be the most appropriate moment when to establish the 

indicators and explain that it should be done in the preparatory phase of the whole Mentoring 

programme, because they have to be tailored on the objectives and goals that are established at the 

very beginning. Highlight the fact that objectives, goals and therefore the indicators can be adjusted 

and modified in progress, if there are reasonable justifications. 

 

 

 



 

16 | Page 
 

 

 

 

 

 

Slides no. 17, 18 and 19:  Type of indicators 
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Trainer’s Notes: Discuss the potential types of indicators. 

At first, it’s important to set the two dimensions of evaluation, i.e. the monitoring of the progress, 

namely the attestation that the process is going on following the pre-established timetables. Then, 

you provide examples of possible KPIs following the list provided. 

Discuss with the participants about them, by focusing on why and in which phases they can be helpful, 

what type of information they can provide and how accurate this piece of information can be and for 

what. 

Discuss with the participants about other possible reasonable kinds of indicators they can think of. 
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Slide no. 20:  Type of indicators and phases  

 

Trainer’s Notes:  

Discuss with the participants about the overall framework that should be elaborated at the beginning 

of the Mentoring programme that contains the evaluation strategies with the appropriate indicators. 

This framework should be consistent and coherent and it should include the strategies that should be 
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implemented to assess the programme at every phase, with an additional focus on the outcomes that 

can be seen and preferably measured on the short-, mid- and long- term. 

  

 

 

 

 

 

Slides no. 21 and 22:  Using the PROCARE Mentoring Session Tools for evaluation 
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Trainer’s Notes:   

Discuss with the participants about the  Procare Mentoring Session Tools, ask them how they think 

these instruments can be useful also for evaluation purposes. Then, explain and deepen with practical 

and concrete demonstrations how they actually can be used.  

For example, the Skills Map can be used as an evaluation tool since it visually shows the levels of self-

perceived competence in specific sectors. If the Mentee is required to fill it out at the beginning, half-

way and at the end of the Mentoring programme, progress can possibly be seen: whether the 

Mentoring programme started with the establishment of the goal of increasing competence in a 

specific area this can be the most appropriate tool to see if the Mentoring is been  successful or has 

been successful. Moreover, it must be said that this instrument can be used not only as a self-

evaluation tool, but it can also be used by managers that already have specific objective indicators to 

measure competences in specific areas and may be able to evaluate the level of competence of the 

Mentee at every stage of the Mentoring programme. 
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Slide no. 23:  Instruments to collect data. 
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Trainer’s Notes:  

Discuss with the participants about the instruments to collect data. Explore their suggestions and 

provide them with information about the tools of this list. Explain that surveys can be used to collect 

both qualitative and quantitative information, depending - for example - on the quantity of questions 

and their features: open questions lead to more qualitative feedback while closed (multiple choice or 

Likert-scale based) questions are more suitable for quantitative collection of data.  There’s also data 

from Organisational HR and all the materials that is produced in the Feedback Session(s). 

 

 

 

 

 

 

 

Slides no. 24 and 25:  Time for Evaluation 
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Trainer’s Notes:  

Trainer should remind trainees that Evaluation is not just a final step of the mentoring, but it should 

be carried on throughout the whole Mentoring process. 

 

 

Slide no. 26: Summary 
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Trainer’s Notes:  

Retrace with the participants all the topics addressed in this Module. 

Discuss with the participants about what they learned about Evaluation.  

Exploit for this time to leave the floor to comments, discussion, clarifications and feedbacks. This can 

be a debriefing moment, beside a moment for questions and clarifications of the concepts that may 

have been difficult for the participants. 

 

 

 

 

 

 


