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Mentoring Expectations Agreement

To complete the mentoring expectations form:
· Review the Mentor-Mentee Compact and any relevant lab/departmental specific documents that may be provided by the unit to indicate the expectations for mentors and mentees
· The mentor and mentee discuss each prompt below and agree upon the primary purpose of the mentoring relationship and what both parties hope to achieve. Then, insert the shared understanding into each blank space on this form to establish the agreement. Ensure goals are specific and measurable.
· The italicized text offers guidance for the discussion and shared understanding (delete or modify as needed).

1. Communication and meetings:
What is the best way to get a hold of each other? What is the appropriate time frame to expect a response? When do you plan to meet (be as specific as you can), how long will the meeting be? The mentor will be available to the mentee between meetings, if any, on the following terms (e.g., specify the willingness to set up quick appointments, speed/responsiveness to email, etc.)

2. Mentee’s responsibilities on the project:
Describe postdoctoral trainee’s primary area(s) of responsibility and expectations.
The responsibilities of the mentee under this agreement are as follows (e.g., keeping the mentor informed of progress and eventual problems, making and implementing plans, meeting deadlines and following up on agreement, etc.).

3. Mentor’s responsibilities:
The mentor agrees to serve as a listener, advisor/guide, or to provide contacts for or advocate for the mentee with respect to research, service, teaching opportunities, organizational culture and conflicts, protection of mentee’s time, or other specific responsibilities.

4. Participation in group meetings, journal clubs, seminars, etc. (as relevant):
Postdoctoral Trainee will participate in the following ongoing events: 
What does this participation look like (attending, presenting, asking questions)? 

5. Professional meeting(s) that the postdoc will attend and dates (local and national):
Under which conditions can or should a postdoc travel to a Regional, National, or international meetings? For example, only if the postdoc is presenting an abstract? What funding is available to attend these meetings? 

6. Networking opportunities:
Discuss additional opportunities to network (e.g. meeting with seminar speakers, shadowing the mentor at conferences, etc.) 

7. When to be and not to be in lab:
Discuss expectations regarding vacations and time away from campus and how best to plan for them. What is the timeframe for notification regarding anticipated absences? What is the expectation for in-lab working hours? How will mentor approach mentee’s participation in other activities (professional development time, teaching, outreach, etc.)? What is the policy for vacations, holidays, and personal days?

8. Funding:
Discuss the funding model and plans for future funding (fellowships, etc.). 

9. Completion of research milestones:
Are there specific expectations for the number of manuscripts or other works (published, submitted and/or in

preparation), and the postdoc’s authorship position on these manuscripts or other works in a given time (e.g., year)? Are there specific expectations for postdoc’s contribution to advisor’s grant writing or postdoc fellowships writing? What is the policy for claims on intellectual property and patents that come out of the postdoc’s work (if any)?

10. Authorship and Contributor Policies:
What is the lab policy that constitutes first or co-authorship on a paper/project on which the postdoc contributed? How is the order of authors determined in a manuscript or abstract? In what other ways, besides authorship, might the postdoc's contribution be acknowledged?

11. Postdoc’s professional goals:
Identify short-term and long-term goals and discuss any steps/resources/training necessary to accomplish the goals (reference Individual Development Plan discussions as appropriate). If career goals are uncertain, discuss ways to identify opportunities for career exploration (on-line IDPs as starting point). To what degree are postdocs encouraged/discouraged from engaging in projects in other labs or working groups?

12. Skill development:
Identify the skills and abilities that the trainee will focus on developing during the upcoming year. These could be academic, research, or professional skills, as well as additional training experience such as workshops or courses needed for reaching Postdoc’s research and career goals.  

13. Discuss the plan to balance research work and postdoc’s professional development:
What constitutes professional development? Will you expect to meet specifically to discuss this balance on a regular basis or as commitments to efforts outside the lab change? How will you resolve conflicts? 

14. Opportunities for feedback:
In what form and how often can the trainee expect to receive feedback regarding overall progress, research activities, etc.?  

15. Working Group Responsibilities:
Which tasks and duties are shared among all lab or working group members, including the postdoc?

16. Notebooks, Data, Media:
What is the policy of the laboratory related to the storage and sharing of data, notebooks, media, or other information relevant to ongoing or completed projects?

17. Conflict Resolution: 
How will conflicts be resolved and what processes are preferred? When either party sees a problem arise with the mentoring relationship, we will: (e.g., Postdoc-supervisor discussions, etc.)

18. Other areas:
List here any other areas of understanding between the mentee and mentor regarding working relationship during the trainee’s tenure. 
=====================================================================================
We agree to uphold the Mentor-Mentee Compact. We agree on the goals stated in this Mentoring Expectations Agreement and will discuss any needed modifications at least once a year. 

Signed and dated by Mentor and Mentee
Adapted from Texas Tech University - MenteeMentorCompactExpectations_WashUStL.pdf
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