U.S. Department of Energy

Learning Circles for Women Leaders (LCFWL)
Mentor Agreement Form
This agreement is between       (Mentor) and       (Program Participant), for mentoring the Participant as part of DOE’s Learning Circles for Women Leaders Program (LCFWL).

Confidentiality:  The Mentor and the Participant agree to keep confidential the substance of all mentoring conversations, except when both parties specifically agree otherwise. 

Duration of Relationship:  This agreement will begin in (Date), and continue through (Date).  

If, for any reason, either the Mentor or the Participant do not feel the mentoring relationship is succeeding, either may terminate the relationship after notifying the LCFWL Program Manager.

Meetings:  We agree to meet at least once a month for one hour.  Both parties will agree on the time and place of each meeting.  Unless a regular schedule of meetings is set (e.g., 3:00-4:00 on the 3rd Monday of the month), it is the responsibility of the Participant to schedule each meeting.  If circumstances dictate that a scheduled meeting must be rescheduled, both parties agree to provide at least 24 hours notice whenever possible.

Mentor role:  The Mentor agrees to:

· Be present and on time for all scheduled meetings;
· Assist in the development of the Participant’s Leadership Development Plan (LDP);

· Devote a reasonable amount of time (one hour per month) to help in the career development of the above mentee;

· Help with the selection of developmental activities;

· Hold discussions/learning sessions with the mentee related to required reading, Action Learning Team projects and online learning courses; such activities will take place within the hour-per-month time commitment mentioned above unless mutually agreed otherwise; 
· Recommend training classes, rotations, shadowing, or temporary assignments;

· Be honest and straightforward in asking questions, offering advice and making suggestions;

· Be constructive in helping the Participant succeed; and,
· Actively listen.

LCFWL Participant’s role:  The Participant agrees to:
· Schedule regular meetings with the mentor;

· Provide, via e-mail, a written agenda, including proposed time allocations for each subject, at least 24-hours ahead of each scheduled meeting

· Be present and on time for all scheduled meetings;

· Be prepared for each meeting in order to ensure effective use of Mentor time and counsel;

· Follow through on goals and commitments;

· Maintain a high level of work performance in current or any developmental assignments;

· Prepare evaluations for mentor, supervisor(s), and program as requested; 

· Actively listen; and

· Be open and receptive to feedback.

Participant’s goals and competency areas of focus:

We voluntarily enter into this agreement.  We both view this experience as an opportunity to learn and provide mutual support.  We understand that we may be released from this agreement should either party decide this not a productive arrangement.  In this event, a confidential “Lessons Learned” evaluation will be prepared by the terminating party for submission to the LCFWL Program Manager.
The Participant understands that he/she may be released from the LCFWL Program at any time if she does not take full advantage of the required training, does not apply herself adequately, or fails to perform in a fully successful manner.
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