
KO-07: Final Artifact 

KO-07. Demonstrate the ability to develop a clear Mentor-Mentee Partnership Agreement that 
documents how the partnership will: 1) communicate, 2) work together toward accomplishment of 
the mentee’s goals, 3) resolve issues/challenges that arise, and 4) focus on successful completion 
of program requirements and the application of what the mentee is learning in his/her work 
environment.  

Name of Mentee:  Michelle Albanese  

Name of Mentor:  Nancy Burns  

 We have agreed on the following goals as the 
focus of this relationship: 

Our measures for successful 
accomplishment of each of these objectives 
will be: 

1. Michelle will develop the Microsoft competency 
Organizing. 

The Individual Development Plan will be used 
to measure progress and success. 

2. Michelle will develop the Microsoft competency 
Planning. 

The Individual Development Plan will be used 
to measure progress and success. 

3. Michelle will develop the Microsoft competency 
Personal Learning and Development. 

The Individual Development Plan will be used 
to measure progress and success. 

 

TO ENSURE THAT OUR RELATIONSHIP IS A MUTUALLY REWARDING AND SATISFYING EXPERIENCE, WE 
AGREE TO: 
1. Meet regularly. 

Our specific schedule of contact is as follows: Michelle will do her best to complete assignments as soon 
as possible after the classes. She will email a summary of questions and Nancy will do her best to 
respond within 24 hours. In addition a short phone call every Tuesday at 3:00pm to provide regular 
conversation. If it is determined by both parties to have fewer calls we can do that in the future. If 
Michelle has emergency she will text Nancy. 
 
2. Maintain regular communication. 

Our primary method of communication will be email and a weekly phone call at a scheduled time. We 
will also text each other as urgent needs arise. 
 
We will also use the following methods of communication: Google site, Google Docs 
 
3. Take steps to promote the Michelle’s successful completion of program requirements. 

Michelle will take the following steps: She will do her homework and promises to communicate as often 
as is necessary to complete the program successfully! Currently Michelle is leading a team to evaluate 
and recommend a District-wide assessment platform. All of the selected competencies are needed in 
order to successfully complete the task. The next meeting is March 10 where we will narrow down the 
choice to one vendor. 
 
Michelle is also the student information systems administrator as well as the CalPads administrator. It is 
vital to stay organized and not get behind on these tasks. So far today, the Fall 1 and Fall 2 reportings 
have been certified way ahead of schedule. 
 



The Nancy will take the following steps: She promises to be open to communication and provide 
necessary feedback, painful or not, to Michelle to help her successfully complete the CTO Mentor 
program. 
 
4. Look for multiple opportunities and experiences to: 1) enhance the Michelle’s learning, 2) help 

the Michelle accomplish the goals identified in this agreement, and 3) help the Michelle apply 
what she is learning to the work environment. 

We have identified the following opportunities for learning (e.g., projects, tasks forces, client teams, 
conferences) and the application of that learning in the work environment.  Michelle is currently the 
lead on a task force committed to discover an assessment solution for the district. She is organizing 
meetings with vendors and the team for demos and keeping the project on a timeline. This directly 
applies to the planning and organizing competencies. 
 
The CTO Mentor program provides a lot of professional learning which Michelle can apply immediately 
to her work. For example, through the artifact for Session 2 she is going to plan and execute exciting 
opportunities for her staff to learn new things. 
5. Work together to overcome obstacles/challenges. 

There will be many obstacles/challenges to tackle during the course of the CTO Mentor program. 
Feelings of defeat and just plain being overwhelmed are reality for the mentees. Nancy and Michelle 
have a standing weekly phone call to check in, as well as email or text when needed. Michelle shares 
work with Nancy while in progress for feedback before submittal. 

Nancy encourages Michelle to keep on track with respect. Feedback, negative or positive is always 
meant to be helpful so I will not take anything said or written out of context. We promise to have 
respect for one another and keep all communication confidential to earn each other’s trust. 

6. Maintain confidentiality of our relationship. 

Confidentiality for us means… We agree to not share things that are of confidential nature such as; 
personal issues, student information, and anything else we deem confidential during the course of the 
CTO Mentor program. We also agree not to share things that are inappropriate. 
7. Honor the ground rules we develop for the relationship, including how the Michelle will ensure 

the Nancy has time to review all course assignments and reflections prior to their due date and 
how the Nancy will provide timely feedback to the Michelle. 

Our ground rules are… Michelle will use Google docs and share the document so the Nancy can provide 
ongoing feedback. The final product will be uploaded to Canvas. Michelle promises to post the final 
document at least two days before the project is due.  
8. Provide regular feedback to each other and evaluate our progress. 

We will do this by… following all of the above steps. 
At least once during the course of the program, and again at the conclusion of the Mentoring cycle, we 
agree to review this agreement and evaluate our progress and our learning. We agree to electronically 
sign this document by writing “I Agree” above our names. 
 

Nancy Burns  
Nancy Burns, Mentor Signature 

 
March 8, 2016  

Date 
 

I Agree  
Michelle Albanese, Mentee Signature 

 
March 8, 2016  

Date 



Adapted from Lois J. Zachary, The Nancy’s Guide: Facilitating Effective Learning Relationships. San Francisco: Jossey-Bass, 2000. 


