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	Roles and Responsibilities
Handout

	

	Administrators can use this tool to ensure that mentors and protégés understand the expectations of the roles. 

This tool includes three parts:

1. For Mentors:  Mentor Agreement About Roles and Responsibilities

2. For Protégés: Protégé Agreement About Roles and Responsibilities

3. For Both Mentors and Protégés:  A Handout about Roles and Responsibilities for Mentors and Protégés 
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Tool 12: Roles and Responsibilities
Roles and Responsibilities
Administrators can use the Roles and Responsibilities Agreements to help mentors and protégés understand the expected responsibilities of their own and each other’s roles, raise any questions or concerns they have about expectations, and commit to the expectations.
Ideally the mentoring coordinator will meet individually with each mentor and protégé to review and discuss the expectations listed on the agreements. Provide the individual agreements in advance of the meeting. From discussions, the mentoring coordinator will learn which topics to cover during an orientation.
Administrators should address any questions and concerns about roles that arise prior to the initial meetings between mentors and protégés so they both enter the relationship with a clear understanding of what each will do.
Administrators can use the Handout: Roles and Responsibilities for Mentors and Protégés (included at the end of this tool) to encourage mentors and protégés to discuss their mutual responsibilities during their initial meeting.  


Mentor Agreement about Roles and Responsibilities
The role of mentor can be a rewarding experience for both protégés and mentors. In sharing your expertise, you are guiding another’s development and helping to strengthen the program.
Success as a mentor depends on both mentors and protégés having a clear understanding of the roles and shared agreement to adhere to the expectations. 
Review the expectations below and note any areas where you would like clarification. Sign the document to indicate your agreement. Also note areas where you would like additional training and support for your role as a mentor. 
As a mentor, you will be expected to:
1. Set goals collaboratively, including conducting a review of desired core competencies
2. Provide guidance and support based on protégé needs
3. Share information and resources
4. Conduct observations, offer non-judgmental feedback, and listen actively 
5. Act as a source of encouragement
6. Maintain confidentiality
7. Adhere to a regular meeting schedule and come prepared for the meeting
8. Complete required record-keeping
9. Participate in check-ins
10. Alert the mentoring coordinator if problems occur

 	I have reviewed the expectations and agree with them.

· Clarifications needed:



· Areas where I would like additional training or support as I embark on the role of mentor:


Mentor:_________________________________________	Date:________________



Protégé Agreement about Roles and Responsibilities
Working with a mentor can bring you many benefits as you learn from the experience and knowledge of a mentor. 
Success as a mentor depends on both mentors and protégés having a clear understanding of the roles and shared agreement to adhere to the expectations. 
Review the expectations below and note any areas where you would like clarification. Sign the document to indicate your agreement.
As a protégé, you will be expected to:
1. Assess your own strengths and needs in core competencies
2. Set goals collaboratively, including conducting a review of desired core competencies
3. Actively work on developing your knowledge and skills as a teacher or caregiver for young children
4. Seek feedback and advice from the mentor
5. Invest time in observing, listening, and reviewing suggested resources
6. Reflect honestly on your progress
7. Be willing to take risks and try new behaviors 
8. Adhere to a regular meeting schedule and come prepared for the meeting
9. Complete required record-keeping
10. Participate in check-ins
11. Alert the mentoring coordinator if problems occur

 	I have reviewed the expectations and agree with them.

· Clarifications needed:






Protégé:_________________________________________	Date:________________



[bookmark: _GoBack]Handout: Roles and Responsibilities for Mentors and Protégés
Review together and discuss any items where you have questions.

Mentors and Protégés are both expected to: 
1. Set goals collaboratively, including reviewing desired core competencies

2. Adhere to a regular meeting schedule and come prepared for the meeting

3. Complete required record-keeping

4. Participate in check-ins

5. Alert the mentoring coordinator if problems occur 
In addition, protégés are expected to:
1.  Assess your own strengths and needs in core competencies 

2. Actively work on developing your knowledge/skills as a teacher/ caregiver 

3. Seek feedback and advice from the mentor 

4. Invest time in observing, listening, and reviewing suggested resources

5. Reflect honestly on your progress

6. Be willing to take risks and try new behaviors 
And, mentors are also expected to:
1. Provide guidance and support based on protégé needs

2. Share information and resources

3. Conduct observations, offer non-judgmental feedback, and listen actively 

4. Act as a source of encouragement

5. Maintain confidentiality 
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