
Standard Operating Procedure (SOP): Alumni
Mentorship and Networking Program Procedures

1. Purpose

This SOP details the alumni mentorship and networking program procedures, covering the recruitment and
onboarding of alumni mentors, matching mentees with suitable mentors, establishing communication protocols,
organizing networking events and workshops, monitoring and evaluating mentorship progress, and maintaining program
records. The objective is to foster meaningful connections between alumni and current students or recent graduates,
enhancing professional growth, knowledge sharing, and career development opportunities through structured guidance
and collaborative networking.

2. Scope

This procedure applies to all staff, alumni mentors, student mentees, and supporting administrative personnel involved in
the alumni mentorship and networking program.

3. Responsibilities

Program Coordinator: Oversees all program activities, maintains records, and facilitates evaluation.
Alumni Office: Supports mentor recruitment, communications, and event organization.
Mentors: Provide guidance, support, and networking opportunities for mentees.
Mentees: Engage proactively with assigned mentors and participate in events and check-ins.

4. Procedures

4.1 Recruitment and Onboarding of Alumni Mentors

1. Develop recruitment materials highlighting the program's objectives and mentor benefits.
2. Disseminate calls for participation via university communication channels and alumni networks.
3. Collect and review mentor applications, focusing on relevant professional experience and willingness to mentor.
4. Conduct onboarding sessions to outline role expectations, confidentiality, and program guidelines.

4.2 Mentee Enrollment and Matching Process

1. Collect applications from interested students or recent graduates specifying career goals and interests.
2. Match mentees with suitable mentors based on career field, interests, and stated preferences.
3. Confirm matches and provide introductory briefing to both parties.

4.3 Communication Protocols

1. Establish frequency (e.g., monthly/bi-weekly) and format (virtual/in-person) of mentor-mentee meetings.
2. Encourage regular goal setting and progress updates between mentor and mentee.
3. Provide guidelines for respectful, professional, and confidential communication.

4.4 Organization of Networking Events and Workshops

1. Plan quarterly networking events, including panels, round-tables, and industry presentations.
2. Coordinate logistics, promotion, registration, and guest speaker invitations.



3. Document attendance and collect participant feedback post-event.

4.5 Monitoring and Evaluation of Mentorship Progress

1. Implement regular check-ins (e.g., mid-program surveys, virtual meetings) with mentors and mentees.
2. Assess outcomes based on defined metrics (e.g., number of meetings, mentee satisfaction, goal attainment).
3. Record challenges and identify areas for improvement in periodic program reviews.

4.6 Record Keeping and Reporting

1. Maintain confidential records of all participants and program activities in a secure system.
2. Compile program reports summarizing participation, events, outcomes, and feedback.
3. Review and update SOP annually to reflect best practices and emerging needs.

5. Documentation

Mentor and mentee application forms
Match and progress tracking sheets
Event agendas and attendance records
Feedback and evaluation forms

6. Review & Revision History

Date Version Description Editor/Approver

2024-06-01 1.0 Initial SOP draft Program Coordinator
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