Office for Inclusive Excellence
Jumpstart Academic Mentor Responsibilities

Leadership Development:

· All mentors must attend training through the Office for Inclusive Excellence 
· Plan to attend additional trainings, conferences, workshops and other pertinent events on campus to enhance your leadership development. The OIE Staff will inform and encourage you to participate in such opportunities and other leadership development opportunities   
· Be honest with yourself and your limitations 

· Do your best to be resourceful and refer your mentee to other campus resources when needed. 
· Maintain open communication with OIE staff and your mentees as best as possible 

· Check emails regularly and respond accordingly
· Become involved on campus in both academic and social type clubs and/or organizations
Serving your Mentee:
· Confidentiality is extremely important and therefore meetings should be held one on one in an area conducive to maintaining confidentiality 
· Contact your mentee and set up appointments within the first week of classes

· Plan to create a standing weekly appointment for at least 1 hour 
· Make sure you have all the paperwork you need for the session

· Be on time for your meetings

· Cell phones are not to be used during your meeting
· Scheduled times need to be met
· If you need to cancel, you must contact the mentee to reschedule 

· You are allowed only 3 cancellations a semester and must be made up within the week, with the exception of injury, illness or another emergency. In case of emergency, the Office for Inclusive Excellence must be contacted as soon as possible.
Meetings

· Supervision meetings with your assigned OIE Graduate Assistant are mandatory
· Mentors must attend a GA supervision meeting on a bi-weekly basis
· If you need to cancel, you must contact the Graduate Assistant in advance to reschedule
· All mentors are expected to attend at least 1 Transition Series and any additional mentor required meetings called by OIE during the academic year
Paperwork:

· No paperwork past 1 pay period will be accepted

· All paperwork is due by Thursday of the pay period to be counted in the same week paycheck 
· Be thorough with your paperwork (good and fine are not acceptable answers)
· At the end of each session, the Jump Start Mentor/Mentee Report needs to be signed by both you and the mentee

· Dishonest paperwork submission will not be tolerated and will result in automatic termination
