Appendix 2. First meeting agenda checklist
This checklist is a helpful guide for your first meeting. You can use it to make sure you cover all the key discussion points and set a solid foundation for your mentorship. Remember that in sections 2 and 3 you have some sample questions to help you cover these sections, if you need them.
Welcome and introductions (15 minutes)
· [  ] Get to know each other personally and professionally.
· [  ] Share your reasons for joining the programme.
· [  ] Discuss what you hope to learn or share about AI in education.
Discussing expectations (15 minutes)
· [  ] Define what a successful mentorship looks like for both of you.
· [  ] Talk about expectations for communication and feedback.
· [  ] Identify any initial hesitations or concerns you may have.
Initial goal setting (15 minutes)
· [  ] Review the 'Pathways for Mentees' in our website to identify a starting point.
· [  ] Agree on one or two clear, actionable goals.
· [  ] Fill in the 'Mentorship Goals Template' together.
Logistics (10 minutes)
· [  ] Agree on a regular meeting schedule and duration.
· [  ] Choose a preferred method of communication between meetings.
· [  ] Decide how you'll schedule future sessions (e.g., using a shared calendar).
Wrap-up (5 minutes)
· [  ] Confirm the plan for your next meeting.
· [  ] Discuss any preparation needed for the next session.

