
Mentoring agreement form1 

Mentoring is when two employees—a mentor and mentee—work together to help the 
mentee improve his/her skills. The mentor acts as a role model and supports the 
mentee by sharing knowledge, resources and advice to help the mentee improve 
his/her skills. 

The following agreement form can be completed by the mentor and mentee together. It 
can help to organize the mentoring relationship. 

Mentor:___________________ Mentee: _______________ 

Mentee learning goals 

I want to improve the following essential skills: 

❑ Reading 

❑ Document use 

❑ Numeracy (Math) 

❑ Writing 

❑ Oral communication 

❑ Thinking (e.g. problem solving, decision making) 

❑ Working with others 

❑ Computer use 

❑ Continuous learning 

Time commitments 

We will commit the following amount of time to the mentoring relationship: 

❑ ____ day(s) per week for up to ____ weeks 

❑ ____ ½ day(s) per week for up to ____ weeks 

❑ ____ hour(s) per week for up to ____ weeks 

❑ ____ lunch hour(s) for up to ____ weeks 

❑ ____ hour(s) after work for up to ____ weeks 

Responsibilities 

                                                 
1 The agreement is copied from a GoC site: https://www.canada.ca/en/employment-social-

development/programs/essential-skills/tools/mentoring.html 



Mentor: I agree that my responsibilities will include (check those that apply):  

❑ Helping the mentee to identify clear learning objectives 

❑ Providing information and constructive feedback (e.g. progress made, areas for 

improvement 

❑ Demonstrating effective essential skills 

❑ Referring the mentee to appropriate learning resources 

❑ Supporting, encouraging and motivating the mentee 

❑ Scheduling meetings with the mentee 

❑ Attending meetings with the mentee 

❑ Maintaining mutual trust and respect 

❑ Maintaining confidentiality 

Other: __________________________________________ 

 

Mentee: I agree that my responsibilities will include (check those that apply):  

❑ Identifying clear goals and objectives 

❑ Working to achieve my learning goals 

❑ Seeking help and guidance from the mentor 

❑ Remaining open to suggestions and opinions 

❑ Accepting responsibility for decisions and actions 

❑ Carrying out tasks and learning activities as agreed 

❑ Scheduling meetings with the mentor 

❑ Attending meetings with the mentor 

❑ Maintaining mutual trust and respect 

❑ Maintaining confidentiality 

Other: __________________________________________ 

Key activities 

We will use the following activities to achieve the learning goals (see mentoring activities 
for ideas): 

1 _____________________________________________________ 

2. _____________________________________________________ 

3. _____________________________________________________ 

4. _____________________________________________________ 

5. _____________________________________________________ 

https://www.canada.ca/en/employment-social-development/programs/essential-skills/tools/mentoring.html#activities


Confidentiality 

We agree that this information will be kept confidential. 

Mentor signature: _____________________________ 

Mentee signature: _____________________________ 

Date: _______________________ 

 


