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[bookmark: _GoBack]Mentee Role and Responsibilities
· Have an agenda and goals for mentoring meetings
· Take charge of own development
· Initiate frequent contact with mentor
· Express genuine appreciation for mentor’s help and time
· Practice integrity by following through on commitments
· Collaborate in setting realistic expectations of self and mentor
· Explore ways to achieve one’s goals
· Willingness to learn and practice new behaviors
· Communicate openly with mentor, be willing to share
· Openly discuss matters related to diversity, equity, and inclusion
· Be receptive to mentor feedback and recommendations to enhance growth
· Meet with mentor regularly at the agreed-upon timeframe
· Remain engaged without distractions
· Reschedule a canceled meeting promptly 
· Review goals and or action plan with mentor and modify as appropriate
· Remain open to meeting new people
· Take initiative, not being overly dependent on mentor
· Provide feedback to your mentor on what is working or not working in the partnership
· Maintain confidentiality. Mentoring relationships are built on trust, and your mentor needs to feel comfortable that what they are saying will remain between the two of you.
Mentor Role and Responsibilities
· [bookmark: _Hlk92365175]Share skill, knowledge, and experiences that are relevant to the mentee’s learning objectives and needs.
· Share understanding and insights about organizational structure, values, norms, and relationships.
· Demonstrate openness to working with mentees who are different than them.
· Encourage open discussion about matters related to diversity, equity, inclusion 
· Develop a schedule with mentee to meet on a regular frequency. 
· Be engaged without distractions during mentee meetings.
· Promptly reschedule canceled meetings. Do not put the onus on your mentee if you cancel.
· Provide candid, constructive feedback. 
· Provide recommendations for career growth and development.
· Provide guidance as the mentee creates their goals or action plan.
· Direct the mentee toward available resources as appropriate, e.g., skills training, education, reading, websites, people.
· Be a sounding board and encourage action toward change.
· Ask questions to help the mentee develop critical problem-solving skills.
· Encourage openness to discoveries to realize a higher level of performance and potential.
· Provide access and exposure by introducing mentee to others in the MIT community who can help them meet their goals.
· Show respect and responsiveness by timely replies and willingness to work with your mentee, even if outside scheduled meetings.
· Maintain confidentiality. Mentoring relationships are built on trust, and your mentee needs to feel comfortable that what they are saying will remain between the two of you.


https://hr.mit.edu/mentoring
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