Sample Mentoring Agreement



This agreement is between:

____________


Mentee

and

____________


Mentor

1  Aim of the Project

In this section, the manager needs to agree the goals and wider aims of the project (which might be: work editorially to create a collection of poetry, work on the structure of a novel in progress, develop a series of short stories etc).

The sessions will concentrate on developing the mentee’s writing skills. The mentor is not expected to promote the mentee’s writing or specifically help to find avenues of publication during the mentoring process.

2  Delivery Process 

The mentor and mentee will agree and write down the mentee’s goals at the first meeting. These goals will be reviewed at each meeting and will form the basis for the evaluation of the project at the end of the contract.

The mentee will provide written materials for that meeting at least one week in advance. The mentor will have studied those materials in advance of each session. The mentee will provide any necessary notes that might assist the mentor in appreciating the material and preparing appropriately for the session.

After each meeting the mentor will write to the mentee and summarise the main points of the meeting. A copy of this letter should be sent to [the managing agency].

3  Confidentiality & Copyright of Materials 

The mentor will treat the mentee’s writing in full confidence and not share that work with anyone else. The mentor owns copyright to any of the mentor’s own writings delivered as part of the scheme.

4  In the Event of a Breakdown in the Relationship 

Should the mentoring relationship break down in any way, and no third party be able to repair it, the mentoring relationship will stop and nothing more be due from either party except for the full payment of fees up to the point of breakdown. Breakdown is constituted by either party refusing to continue. 
5  The Role of the Manager

The role of [the managing agency] as the programme manager in this relationship is to help to create goals for the project, issue agreements to mentor and mentee, monitor and evaluate the process by keeping in contact with both parties during the duration of the project and by supporting the relationship on both sides. Before a relationship breaks down, [the managing agency] should be the first port of call for both mentor and mentee. 
6  Evaluation 

[The managing agency] as the funding body is also responsible for reporting to funders on the project and as such may require participants to engage in both written and verbal evaluation with [the managing agency] or other third party evaluators.

Mentor’s evaluation report

The report should include a summary of the following:

· The goals that were set at the beginning of the project

· The process of mentoring and how the mentee responded to the process

· An appraisal of the highlights and difficulties of the project and explanations if relevant

· Things that could have been done differently or better to enhance the process

· A statement on how far you think that the mentee has come via the process

· Your appraisal of how [the managing agency] managed the scheme from your perspective
Mentee’s evaluation report

The report should include a summary of the following:

· A review of the goals that were set at the beginning of the project and an appraisal of whether you feel that you have met them
· What it was like to work with your mentor over the period of the scheme
· The highlights and low points of the project and explanations if relevant

· Anything that you feel that you could have done differently to benefit more from the experience

· A general statement on the value of the experience to you

· Your appraisal of how [the managing agency] managed the scheme from your perspective

7  Timescale 

The mentor agrees to provide creative mentoring, on a one-to-one basis, for a period of  __________.

Over that period the mentor and mentee will meet on ___ occasions. These meetings will take place at intervals of no longer than ___ weeks. Dates and venues are as mutually agreed. Communications between mentor and mentee will be restricted to the times of submission of materials and the actual mentoring sessions, unless a matter of emergency.

8  Rescheduling of Meetings 

Should either party need to reschedule a session, at least 48 hours notice should be given and a mutually convenient alternative date agreed. Should the mentor and not the mentee attend a session, that session will be deemed to have been delivered and must be paid for.

9  Equality 

Both parties must adhere and respect [the managing agency’s] Equality Mission Statement which forms part of this contract for services. Should either party act in any way which compromises this statement during the duration of this contract, [the managing agency] reserves the right to end the contract and if necessary to seek repayment of any fees which have been paid in advance.

10  Payments to the Mentor 

Payment to the mentor will be at the rate of £___ per session, including preparation and travel time. The total fee payable for this contract of work is £___.

Here you need to specify the payment schedule.

Payment will be made in two instalments: 75% at the beginning of the contract and the second payment of 25% on receipt of the evaluation report on the project. The report must be received no later than ____. Late delivery of the project report may result in the non-payment of the final invoice.

Payments will be released following the receipt of invoices from the mentor. This contract is made on a freelance basis and [the managing agency] is not liable to cover the costs of National Insurance in relation to the fees for work.

I agree to abide by this agreement: (NB Copies of the agreement to be signed and given to each participating party.)

SIGNED:
Mentee
Date

SIGNED:
Mentor

Date

SIGNED:
Manager
Date



Please note: This sample agreement can be reproduced and used as it stands or can be adapted as appropriate to the context.  
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