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Ending the Formal Mentorship Checklist TOOL
(To be completed by the Mentor)

Mentoring Program


DIRECTIONS: Use this tool for Mentors as a Checklist when you are ready to end your formal relationship.  Glance through the Checklist, add items, and check each as you complete it.  This tool is yours to keep; it does not need to be turned in.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Mentee/Mentor __________________________________________________________________

Date ________________________ Goal Date to End Formal Partnership ___________________
       (
TASK
	1.
	
	About a month before you’re ready to end your formal partnership, reflect on what your Mentee has accomplished and what you have gained.

	2.
	
	Complete evaluation activities and notify the appropriate person of your intent, if applicable.

	
	
	2a.   Complete the Final Mentorship Review of your partnership and give to the appropriate person in your department or to Dr. Robert Klein, Associate Dean for Professional Development and Faculty Affairs.

	
	
	2b.   Complete the Mentoring Program Evaluation and give to the appropriate person in your department and/or to Dr. Robert Klein, Associate Dean for Professional Development and Faculty Affairs.

	
	
	2c.   Meet in person or by phone with your Mentee to discuss the status of her/his development activities and goals, your partnership, and any “unfinished business.”

	3.
	
	Follow-up your closure meeting with a note of thanks.

	4.
	
	Express appreciation to the DMD, department FDC committee members, your chair and your administrator, or whoever you feel appropriate.

	5.
	
	Attend the program final event, if one is planned in your department.

	6.
	
	As appropriate, touch base with your Mentee in the future.

	7.
	
	If appropriate, seek another Mentoring partnership, either as a Mentee or as a Mentor.

	8.
	
	Other Tasks: (List and check off.)
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