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APPD COORDINATOR MENTOR WORKGROUP GUIDELINES
The Coordinator Mentor Workgroup (CMW) is a subcommittee of the Coordinator Executive Committee (CEC)





REVISION DATE 3/24/2021
I. VISION
In accordance with the vision of the Association of Pediatric Program Directors (APPD), the APPD Coordinator Mentor Workgroup (CMW) seeks to support the education and engagement of all Program Coordinators through mentoring.  The following information regarding membership requirements and responsibilities of the APPD CMW are as follows:   

II. MEMBERSHIP
a. Volunteer Region Leads must be a current member of APPD.
b. Should have three (3) years of experience as a program coordinator/administrator, or equivalent experience working in medical education.
c. Region Leads will be assigned to work with program coordinators in one of the eight (8) Regions of APPD (2-4 leads are assigned to each region).
d. Region Leads are encouraged to present at any national conferences (APPD, ACGME, or your Subspecialty conferences)
e. The APPD CMW will approve membership once a letter of interest and CV are received and reviewed.

III. MINIMUM MEETING ATTENDANCE:
a. Region Leads must attend monthly conference calls.
b. If Region Leads are unable to attend the monthly call, they should notify the APPD CMW Lead and Co-Lead
c. If Region Leads miss more than two (2) consecutive calls without notification, the APPD CMW Lead and Co-Lead will follow up with the Region Lead to review their continued membership. 
d. If a Region Lead wishes to resign from the APPD CMW, they should contact via email the CMW Lead and Co-Lead with at least 30-days’ notice (barring extenuating circumstances).  This will allow the CMW Lead, Co-Lead, and the Region Lead to discuss the status of their region.  
i. If the region has two (2) or more Region Leads, the succession plan will take place. 
ii. If there is only one (1) Lead assigned to that region, the CMW Lead and Co-Lead will work together with the Region Lead to find a replacement.
IV. RESPONSIBILITIES
a. Region Leads should have monthly correspondence with their assigned region.  This is in addition to the reoccurring regional mentoring meetings.
i. Region Leads should assess the options that best meet the needs of their region (i.e., when and how they will meet (e.g., virtual meeting platform, conference call, email, etc.)
b. Assist with finding a mentor for the mentees in the assigned region, as requested by the mentee.
i. The Region Leads should inquire about their regions’ needs to ensure they are meeting the region’s expectations.
c. Report back to the APPD CMW regarding assigned regions’ progress on the monthly APPD CMW calls, or via email if unable to attend the call.
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Lead and Co-Lead EXPECTATIONS
REVISION DATE 3/24/2021
I. MEMBERS
Lead: 2nd-year At-Large Committee member 
Co-Lead: 1st-year At-Large Committee member 
II. MISSION OF LEAD AND CO-LEAD
· CMW Lead and Co-Lead will coordinate and execute regular meetings with the APPD Coordinator Mentoring Region Leads. 

· CMW Lead and Co-Lead will be available, engaged, and communicative with the Region Leads, sharing information, updates, resources, and more on behalf of the APPD Coordinators’ Executive Committee. 
· CMW Lead and Co-Lead will aim to facilitate shared learning/training, networking, problem-solving, and best practice development. 

III. MEETING FREQUENCY EXPECTATION
CMW Lead and Co-Lead should meet at least monthly or at the frequency that is prudent to the needs of the APPD Coordinator Mentoring Region Leads.

IV. EXPECTATIONS OF CHAIR AND CO-CHAIR
1. Will coordinate regular meetings and communicate details with adequate notice to the APPD Coordinator Mentoring Region Leads. 

2. Will prepare objectives for each monthly meeting and will share before meeting with the APPD Coordinator Mentoring Region Leads. 

3. Will be present on calls. If both the CMW Lead and Co-Lead are unavailable to lead the monthly meeting, the meeting will be rescheduled with adequate notice to the APPD Coordinator Mentoring Region Leads.
4. Will facilitate connecting novice coordinators with those more experienced for continuous support, as requested.
5. Will report quarterly (July, October, January, and April) to APPD Coordinator Mentoring Region Leads on:

a. What meetings have been held

b. Attendance for those meetings

c. Objectives planned

d. Objective outcomes

e. Plans for next quarter

6. Will report to the APPD Coordinators’ Executive Committee if unable to fulfill the responsibilities of CMW Lead and Co-Lead
