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for more feedback?  Or a particular type of
feedback? Deciding on the purpose and

benefit in a prior step will prove to be crucial

to how you will advocate for your mentee.

You'll then need to also help your mentee

understand that this type of feedback is a

way for them to continuously improve by

reviewing their performance regularly

(rather than just once a year). It’s good for

them to learn how to take constructive

feedback and learn what to do with it.

 

While feedback should be constructive, this

doesn’t mean the focus should be on

weaknesses. We should avoid focusing too

much on the negatives of the past. Rather,

focusing feedback on employee strengths

and the direction they want to grow in can

add more value to the overall

accomplishments of the team.

 

Outcomes
With the data generated from roundtables,

an assessment would naturally follow but a

focus on a coaching driven approach should

be kept in mind. Even if it’s just for

assessment, the whole experience can turn

sour if no action plans are driven from it. The

strengths and weaknesses identified through

roundtable meetings can be used to improve 

 

 

 
The purpose of a roundtable is to hold a close

discussion and exploration of the progress of

all those involved in the mentorship program.

All participants are held on equal footing with

an aim to be assessment and coaching driven.

 

Assessment Driven. The intention of assessing

performance in shorter time frames in order

to address concerns sooner.

 

Coaching Driven. The intention of

development and coaching rather than

assessment, helping build relationships

between managers and team members.

 

Roundtables are scheduled on a quarterly

basis right before the end of the quarter so to

give mentors an opportunity to conduct the

necessary 1:1 meetings with mentees in

order to gather sufficient information to

present during the meeting.

 

Feedback & Advocation
Before entering a roundtable meeting,

determine how your mentee will benefit from

this roundtable. For example: Are they  looking

PURPOSE & IMPORTANCE
OF ROUNDTABLES
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employee performance before it’s time for an

annual performance review.

 

Career Development. One of the best ways to

boost employee morale is to recognize

employee needs. And chances are career

development is at the forefront of employee

concerns. Roundtables are a fantastic way to

provide employees with information on what

they need to do to progress their career.

Since they are able to request feedback from

different people and departments, the

likelihood of mentorship and coaching can be

highly useful for more career and personal

development.

 

Reduced Snapshot Judgement. When feedback

stems from more than one person and occurs

more than once a year, there is a reduced risk

of snapshot judgments of any single

employee’s performance. Because

performance reviews require managers to

assess the performance of multiple team

members for such a long timeframe, it

becomes difficult to make an inclusive

assessment across the entire year.

Roundtables serve as a great complementing

tool to use with performance assessments

that will bring in the frequency that is

necessary for performance improvement and

collect data to make performance reviews

more efficient. That said, it is important to

note that roundtables do not replace the
performance review process as performance

review should give weight to other aspects of

employee performance as well. 
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GROUND RULES &
AGENDA

Meeting Structure
Out of the 10 ground rules, adherence to

time appears twice to emphasize its

importance in a meeting structure.  Especially

in a meeting with more than 5 people, the

meeting agenda should always be broken

down to the smallest denominator possible in

order to guarantee that everyone has a

chance to speak and all relevant topics are

addressed. 

 

Naturally, there will be times when certain

topics will require a longer discussion than

initially allotted which would be acceptable if

it is the last topic and there is extra time left

in the meeting. However, if there are other

topics remaining and there is no extra time,

an arrangement should be made to return to

the discussion at a later time with the

relevant stakeholders. This way, we can

preserve the integrity of the meeting

structure without infringing on other

participants' time and still cover all the

necessary topics. It would be wise to observe

the flow of the meeting and set future

meeting agendas to include more/less items

or more/less time per item.

 

 

Meeting Expectations
Given  that roundtable meetings provide all

mentors an opportunity to provide feedback

on and advocate for their mentee as well as

other team members, a meeting of this type

can easily veer off into a disorganized

discussion that can even lead to

unnecessarily high emotions amongst

participants. In order to reduce the chance of

such an occurrence, it is of utmost

importance for some ground rules to be

agreed upon and adhered to by all

participants. The roundtable meeting  ground

rules promotes civil discussion that stays on

topic and provides each participant with a

clear set of expectations for their behaviour

in the meeting.  These rules will serve as the

foundation of the meeting structure.

 

All participants are required to have read and

signed a copy of the roundtable ground rules

before participating in any roundtable

meetings. At the beginning of each

roundtable session, participants will be

reminded of the ground rules along with the

overall structure of the meeting.

 

 



   6P R O V I S I O N  C P A S

GROUND RULES

Seek first to understand, then to be understood.

Avoid using idioms, three letter acronyms, and

phrases that can be misunderstood.

It’s OK to disagree, respectfully and openly, and

without being disagreeable.

Respect the groups’ time and keep comments

brief and to the point.

When a topic has been discussed fully, do not

bring it back up.

Do not waste everyone’s time by repeating

what others have said.

Respectfully challenge the idea, not the person.

Blame or judgment will get you further from a

solution, not closer.

Honest and constructive discussions are

necessary to get the best results.

Make sure decisions are supported by the

group, otherwise they won’t be acted on.

Note pending issues and schedule follow up

meetings as needed.

Identify actions based on decisions made, and

follow up actions assigned to you.

Record issues discussed, decisions made, and

tasks assigned.

Share meeting reports with meeting

participants.

Share meeting outcomes with other

stakeholders that should be kept in the loop

6. Think before speaking.

 

7. Stay on point and on time.

 

8. Attack the problem, not the person.

 

9. Close decisions and follow up.

 

10. Record outcomes and share.

 

 

 

Be prompt in arriving to the meeting and in

returning from breaks. 

Be prepared to contribute to achieving the

meeting goals.

Come to the meeting with a positive attitude.

Be present, and don’t attend to non-meeting

business.

Listen attentively to others and don’t interrupt

or have side conversations.

Treat all meeting participants with the same

respect you would want from them.

Participate 100% by sharing ideas, asking

questions, and contributing to discussions.

Share your unique perspectives and experience,

and speak honestly.

If you state a problem or disagree with a

proposal, try to offer a solution.

Share time so that all can participate.Be patient

when listening to others speak and do not

interrupt them.

Respect each other’s’ thinking and value

everyone’s contributions.

Value the learning from different inputs, and

listen to get smarter.

Stay open to new ways of doing things, and

listen for the future to emerge.

You can respect another person’s point of view

without agreeing with them.

1. Show up on time and come prepared.

 

2. Stay mentally and physically present.

 

3. Contribute to meeting goals.

 

4. Let everyone participate.

 

5. Listen with an open mind.
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MEETING FORMAT & AGENDA

The meeting should last between 60 - 90 minutes  with the following parameters:
 

Introduction & Ground Rules - 5 mins
Reminder of the ground rules to all participants

 

Mentee Quarterly Briefing - 5 mins per mentee
For each mentee, the mentor has 5 minutes to answer a set of questions (see below) in order to provide
all roundtable participants with a briefing. The mentor should be responsible for recording the answers

for group answers.
 

Break - 5 mins
 

Discussion on OKRs, future, & other topics - 10 to 40 mins
 Use this time to address concerning items, feedback, or ideas to either help the mentees, mentors, or
the mentorship program improve. Generally, 5 mins per mentee should be allocated to discuss their

career path.

 How many 1:1s have been conducted to

date with your mentee?

 What was your mentee's OKRs and how

has their performance been on achieving

the OKR?

 Given What I know of this person's

performance, I want him/her to remain on

the team. (1-5)

 This person is at risk for low performance.

(yes/no)

1.

2.

3.

4.

 

5. Do you believe this person is at risk of leaving

the company in the next 6 months?

(yes/no/unsure)

6. How do you intend to support this individual in

their role and development over the next review

period?

7. What is the general opinion on this individual's

performance during this roundtable session 

(1-5 ; where 1= badly missed & 5 = far exceeded)

8. What is at least one key learning from this

review period that you are able to take forward?

Sample Briefing Questions



prepare a quarterly report for each

mentee prior to the roundtable

prepare answers to the briefing

questions prior to the roundtable

record notes on group feedback for their

mentee onto 7Geese

advocate for mentees' interest and find

opportunities for them to grow

share outcomes of the roundtable with

mentee in the next 1:1

assess areas of opportunities (projects,

special tasks) that can be assigned out

contribute to the discussion based on

observation on training and day-to-day

work of the team member

note areas of improvement or advocate

for the team member

arrange  career path and solutions with

the mentor outside of the roundtable

meeting

Responsibilities
Every participant should be abiding by the

ground rules of the meeting and come to the

meeting prepared. In a small meeting, it is not

uncommon for a person to assume multiple

roles.

 

Mentors

 

Managers

 

 

 

 

 

 

 
In a small firm, all mentors, partners, and

managers should participate in the

roundtables as this would guarantee the

most comprehensive feedback for each

mentee across the entire firm.  While there

may be instances where a participant has no

feedback for a particular employee, this type

of arrangement provides a space for

everyone's input. A meeting moderator

should be assigned to enforce the ground

rules and make sure the agenda is being

followed.

 

That said,  this type of arrangement becomes

unwieldy when the number of participants

grows to be larger than 8 people or if the

meeting duration becomes longer than 90

mins. It would be worthwhile to consider

involving only the relevant individuals and

shortening the meeting duration as

necessary to avoid meeting fatigue and to be

more efficient and respectful of everyone's

time.

 

 

ROLES &
RESPONSIBILITIES
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assess areas of opportunities (projects,

special tasks) that can be assigned out

observe  any trends across discussions of

different mentees

ensure alignment of mentee interest's

with firm values and objectives

prepare and distribute the agenda to all

participants prior to the roundtable

ensure a copy of the ground rules is

signed by every participant

remind participants of the ground rules

and agenda at the beginning of the

roundtable

enforce ground rules and keep track of

meeting progress according to the

agenda

Partners

 

Moderator

 

 

 

 

 



 

Pre-Roundtable Assessments
Once the report has been compiled, a copy

should be sent over to your mentee for their

review. This will provide them with an

opportunity to add any supplemental notes.

While certain sections of the report will

remain private to the mentor and/or select

senior management only, the majority of the

report is made available to the mentee for

the purpose of promoting transparency of

what will be discussed in the roundtable

meetings.

 

In addition, if there are areas that you would

like your mentee to elaborate on or if they

find certain data points that could use more

context and clarity, your mentee can now

collaborate with you to make a more

comprehensive report. 

 

Post-Roundtable Assessments
It is the responsibility of the mentor to take

notes on their own mentee during the

roundtable. It is highly recommended that all

these notes (private and shared) get

recorded in 7Geese so that they can be

referenced as a whole during performance

reviews. Once finalized, a copy of the report 

 

 

 

 

Gathering OKRs & 1:1s
To help you get a better overview of your

mentee's performance for the roundtable,

you will need to gather your mentee's data

into a report which will then serve as the

basis for your mentee's portion of the

roundtable briefing. Using the 'Reviews'

feature in 7Geese, you can aggregate all of

your mentee's OKRs & 1:1 notes for a

specified period. As such, it is always good

practice to leave comprehensive notes after

your 1:1s so that you can recall the

discussions. You should also encourage your

mentee to check-in and update their OKRs

regularly as this will influence the data as

well.   Once the data is gathered, you will be

able to add additional notes which can be

either private or viewable by the mentee and

their manager.

 

The report should be put together at least 2

business days before the roundtable meeting

so that your mentee gets a chance to review

it and add their comments on the report.

 

 

 

 

DOCUMENTING &
TRACKING PERFORMANCE
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will go to the mentee's functional manager. A

1:1 with your mentee should also be

scheduled to discuss the roundtable results.

After the 1:1 (and not before), it is up to you

to decide on whether to share a copy of the

final report with your mentee.

 

Mentorship Program Information
For further information on OKRs, 1:1s ,and

demonstrations on how to use 7geese, please

visit the mentorship program website:

 

www.provisioncpa.com/careers/mentorship/

https://provisioncpa.com/careers/mentorship/

