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Congratulations! 
You have made an important decision to open new doors for your child that will help him or her grow into a confident and suc​cess​ful young person. Stepping Stones Mentoring Program will match your child with a caring, adult mentor who can offer your child new exper​iences, guidance, and support. 

This Parent Guide will help you learn about the world of mentoring, how our program works, and the important role that you play in making the experience a successful one for your child. We are looking forward to seeing you at our Parent Orientation and other special events we will hold throughout the year. Remember, our staff is just a phone call away, so if you have questions after reading this guide and attending the Parent Orientation, do not hesitate to call.
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	What Is Mentoring 
All About?


What Is a Mentor? 

A mentor is a caring and responsible adult who takes time to be a friend to a young person. A mentor listens, supports, and guides a young person on a consistent basis over a specified period of time, usually at least one year. Mentors are volunteers in your community who know that young people can make a positive difference in the world if given the chance. 

A mentor develops this friendship with a young person—whom we call a “mentee”— in order to help him (or her) be successful at home, at school, and in the com​mun​ity. By developing this positive relationship, a mentor can:

· Help a young person define and achieve his own goals
· Help a young person improve in school

· Nurture a young person’s self-confidence and positive self-esteem

· Listen to a young person and help her solve problems 
· Introduce the young person to new ideas, activities, and opportunities

[Editor: You may want to revise the goals listed above to reflect your program’s specifics.]
Mentors are not meant to take the role of parent, guard​ian, or teacher. A mentor is not a disciplinarian or deci​sion maker for a child. A mentor’s main role is to spend time with the child doing positive and fun activities that help the mentee become more self-con​fi​dent. By doing this, the mentor becomes part of the team of caring adults who support the healthy develop​ment of your child: parents, relatives, teachers, coaches, faith lead​ers, and friends. 

	
A mentor 
is a . . .
Friend

Coach

Companion

Supporter

Advisor

Role model

Resource for new ideas and oppor​tunities
Someone your child can talk to
	
	
A mentor is 
not a . . .

Social worker 

Parent 

Teacher

Counselor

Cool peer 

Nag 

Parole officer 

Baby-sitter

Source of money
Disciplinarian
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	Why Does My Child Need
a Mentor?




All children need the support of caring adults in order to be successful, not only within their family but at school and in their communities. Growing up isn’t easy, and there are many roadblocks along the way that can cause difficulties for children. Sometimes parents don’t have all the answers, and sometimes children need someone out​side the family with whom to share their thoughts. Having a vari​ety of people positively involved in a child’s life pro​vides her with new opportunities and experiences that will help her grow and gain self confidence. 
You may be able to think of adults — a teacher, a coach, a pastor — who helped you out when you were a child, encouraging you through rough spots along your road to adult​hood, or just showing you a new way to look at your world. Although this may not have been a formal men​tor​ing relationship, this person was a mentor for you.
A mentor can give your child someone else to talk to — a safe, concerned, and responsible friend who can help sort out a problem or just listen and be supportive. A mentor can also help your child thrive in school by encouraging her in her studies and after-school activities, and by getting her to think about her future goals and dreams. 
	Who Serves as Mentors?
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Mentors are as varied as the people in our community, but they all share in their desire to make a positive differ​ence in the life of a young person. Nationally, 18 percent of all volunteers — 11.5 million Americans — are involved in some kind of mentoring activity with young people. Many volunteer mentors are young people them​selves, but over 40 percent are between the ages of 41 and 59. Mentors are likely to be working full time, taking time from their workday to volunteer.

Stepping Stones Mentoring Program has mentors who are both male and female, young and old, single and married, from diverse cultural, religious, racial, and ethnic backgrounds, and with a wide range of skills and interests. Mentors are carefully screened and selected, and they receive initial and ongoing training so that they are ready to work with your child.  

[Editor: You should replace the Stepping Stones specifics above with your own mentor demographics, especially if your mentors need specific attributes, such as a cultural heritage or a particular skill.]
	What Will Mentoring Accomplish for My Child?
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 “Since my daughter started seeing Diane every week at the school she’s become more outgoing and takes part in school activities. She even tried out for the soccer team.”

Research shows that having positive and ongoing support from several caring adults other than family members contributes to children’s healthy development and can help them become more self-confident.
 Mentoring can help children improve their grades and attitudes about school. Mentoring may also help students improve their classroom behavior, reduce absences, and increase self-confidence. And having a mentor can also help things go more smoothly at home as the child experiences more successes and becomes more confident.

Stepping Stones Works!!!
“Mike’s grades really dropped when he started middle school and nothing I did seemed to help. His new mentor, Phil, got him thinking about his future goals and how his studies really mattered. He gave him the same advice I did but Mike listened to him. His teachers say he’s doing better in class, and we don’t fight about homework so much anymore.”

Children who are part of the Stepping Stones Mentoring Program not only enjoy the companionship of their mentor and the activities they share, but also learn and grow from the experience. Our program has helped many children:

· Improve school grades

· Become more self-confident

· Get along better with family and friends

· Avoid problems like unexcused absences, alcohol, and drugs 

[Editor: If your program has meaningful evaluation outcomes, feel free to replace the generic outcomes above with your specifics.]
The particular ways that your own child may benefit from the mentoring relationship will depend on his needs, strengths, and many other factors. Some​times the bene​fits of mentoring aren’t visible right away, but over time this friendship can help your child gain new skills and experiences that will last a lifetime.
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	How Do I Know the Program 
Is Safe?


We know that you’re putting your trust in our program and in the mentor we assign to your child. For over 10 years, we have been in the business of finding qualified, safe, and dedicated adults who truly want to make a difference in the lives of young people. 
Everyone who wants to be a volunteer mentor begins by filling out an extensive application and has at least one interview with a staff member. Candidates go through a screening process that includes a criminal history back​ground check using local and national resources. We also gather driving records and talk to personal references and employers.

Candidates who pass these steps go to a program orientation. This gives us another chance to see them in a group setting and to get to know them better. And before volunteers are matched they attend a longer training session about working with young people that includes information about child safety. 

Safety doesn’t stop when the mentor is matched with a child. In fact, our work is really just beginning. Our staff checks in with all mentors, mentees, and parents or guard​ians as long as the match is active. You can expect to hear from our staff at least once a month — more often in the first few months. These check-ins help us see how things are going and if there is anything we can do to help the relationship develop. We also encourage you to call your Match Coordinator any time you have a concern or question (phone numbers are in the staff directory at the end of this guide).   
“Linda makes my daughter feel special – she really encourages her to do the best she can in everything. I’m learning that she can do many things really well, and that makes me proud of her.”

We are confident that our volunteer screening pro​cedures and the program rules and guidelines we have developed ensure that our program is safe for your child. We ask all our parents to help keep it this way by:

· Reading the program policies at the end of this guide.
· Not approving any activities outside of those that the program has approved (for example, an unscheduled weekend trip or an invitation for an overnight visit to the mentor’s home).
· Talking to your child about how to stay safe and reminding him to follow your own safety rules when he is away from home.
· Keeping the lines of communication between you and your child open so that he feels comfortable letting you know if there’s a problem.
· Reporting any concerns to the mentoring program staff immediately, such as a change in your child’s behavior or a concern about how the match is progressing. 

Our mentoring program prides itself on its record of having no incidents of child abuse or other unsafe incidents. Mentors are a wonderful addition to the lives of the children we serve. With your help we can be sure that all children in our mentoring program receive the benefits of a caring and responsible mentor.

 [Editor: Make sure you customize this section to reflect your own screening standards.]
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	About the
Step​ping Stones Mentoring Program 

	
	


[Editor: This section provides an overview of the nuts and bolts of how your program operates. You should replace the Stepping Stones examples with similar information about your own program. While the specifics may change, these are the categories of information most relevant to parents. Just remember to keep the content of this section simple and to the point. All of this program information can be reiterated during parent orientations and in subsequent communications.]
Who We Are 
The Stepping Stones Mentoring Program grew out of a collaboration between Cook County Youth Services, Inc., and the Cook County School District. We began providing mentoring services in 1998 as part of the after-school services at Thomas Jefferson Middle School. In 2004, a grant from the U.S. Department of Education allowed us to serve more youth at Jefferson and to start offering mentoring for youth at Bertrand Russell Middle School. Today, we have 130 matches at the two schools.
Our Mission and Goals

The mission of Stepping Stones Mentoring Program is to enhance the lives of our community’s youth by providing adult mentors to engage them in meaningful educa​tional, recreational, and developmental activities.
Stepping Stones helps youth succeed in education and in life by encouraging them to make good decisions and set positive goals. Our mentors help participating students: 

· Improve their academic success and their attitudes toward school and education

· Avoid negative behaviors like using drugs or alcohol, delinquency, or gang involvement
· Get along better with family and friends
· Feel better about themselves
Our Services
Stepping Stones Mentoring Program matches adult volunteer mentors with youth who are interested in participating. The program is provided free of cost to any student attending the participating schools.

How are matches made?
Prior to being matched, all Stepping Stones mentors and youth go through an orientation and training that pre​pares them for the journey ahead. During this time, we get to know new participants and learn about their per​sonality and values so that we can match them with someone they will enjoy spending time with. Parents and guardians always have an opportunity to meet in person with their child’s potential mentor and give approval for the match to start meeting. 

Where does mentoring take place?
Once they have been matched, mentors meet weekly with their assigned mentee. Half the mentoring meetings are held at the school site, where mentors assist with academic activities. The remainder of the meetings con​sist of one-to-one community outings and group field trips that allow mentors and mentees to explore addi​tional educational, recreational, and youth-development activities. Parents are always informed of the monthly meeting schedule and any special events or trips in a monthly newsletter. 
All matches are one adult to one youth and last a full calendar year. Matches continue to meet during the summer months at the community center, and we have monthly summer events such as picnics and softball games. Youth participating in the program also receive after-school tutoring through the participating schools’ 21st Century Learning Centers. In addition, they are able to take advantage of extended hours in the schools’ libraries and computer labs.
What do matches do when they meet?
Mentors and mentees begin by just getting to know one another, learning about each other’s interests, likes, and dislikes, and talking about when they will meet and what they want to do when they get together. Once they have become acquainted and their relationship has devel​oped, mentors begin helping mentees set some personal goals that they want to accomplish. Some youth want to improve grades, others want to explore careers, work on a special project, or simply talk about life when they meet with their mentor. Mentors and mentees will plan activities each week that will help mentees accomplish their goals, but the focus of their time together is one of friendship. Just having a friend to talk to about their goals can help young people gain confidence and develop new interests. 
“As a single mother, I was worried that Danny didn’t have a man around to do things with. Stepping Stones Mentoring Program matched him with Sam last year, and the two really hit it off. I am so happy to see Danny getting more confident and learning new skills.”

Regardless of the specific activities, Stepping Stones mentors are encouraged to take a relationship-centered approach to working with their mentee. Research indi​cates that the magic of mentoring comes from the close​ness of this bond, not simply from doing certain activi​ties.
 Accordingly, Stepping Stones’ mentors are trained to put their emphasis on being a supportive and encour​ag​ing friend to their mentee.

Some parents worry that a mentor can subvert the parents’ role and have concerns about their child saying things to the mentor that are not expressed at home. Stepping Stones mentors are trained to work closely with parents so that everyone is comfortable with the mentor​ing activities. While they may keep some aspects of their relationship with the child in confidence, they are required to report any conversations about dangerous or illegal activity to both parents and the program staff. They are also required to report any concerns about abuse to the program. 

So while your child may be getting a new friend in her mentor, you, as the parent, are also getting another caring adult who will work with you to help your child thrive.

	[image: image13.wmf]
	How do matches end? 




Matches can end prematurely for a variety of reasons: a family moves away, a mentor’s life circumstances change, even the reality that sometimes a match just doesn’t “click.” If a match ends early, and the child is interested in having another mentor, Stepping Stones keeps the child enrolled in the program and participating in the group activities in an effort to rematch as soon as possible.

Matches may meet less often during the summer months when family vacations and other activities are underway and the school is closed. Group outings and other events are planned to ensure that matches keep in touch and do not end too early. Your program coordinator will provide you with a schedule of summer activities and let you know when and where matches will meet.

Matches that run their full one-year course have the option of continuing until the youth moves on to high school. Mentors, youth, and parents all meet at the time of renewal to discuss progress toward goals, talk about any relationship issues, and agree to continue for another year. 

When matches do end, Stepping Stones offers a struc​tured process that provides closure and positive feelings for all involved.

What is the yearly program timeline? 

[Editor: Here you may want to include a rough timeline of the program year, such as when initial paperwork needs to be turned in, dates for major group outings or events, the schedule for parent check-ins, weeks the program is affected by school closure, and other “big picture” dates that can give a parent an idea of what a typical year of involvement looks like. This yearly timeline can be supplemented by monthly event calendars and weekly meeting schedules that can be sent out in parent newsletters throughout the year.]
	Our Staff 
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Stepping Stones is staffed by a Program Coordinator, a Match Coordinator, a Volunteer Recruitment Specialist, and a School Liaison. These professionals have extensive training and expertise in youth development, education, and family services. They are available to support men​tors and mentees, to answer your questions, to help families find services they may need, to offer advice, and to make sure the program runs safely, smoothly, and effectively. 

A complete staff directory is provided at the end of this guide. You can keep this in your book or post it next to your telephone for easy reference. Your Match Coordina​tor is the person you will interact with most, but if you can’t reach that person you can try another one of our staff.  

Our Community Partners

Many businesses and agencies help the Stepping Stones Mentoring Program be successful. We have a partnership with Techmo Systems, Inc., whose employees serve as mentors. Frontier Bank provides office equipment and financial support for group events. Stepping Stones is also a member of Cook County YouthLink, a local consortium of youth-serving agencies that collaborate for community events and joint funding opportunities. 

We also work closely with the entire school staff at our participating schools, and their support and involvement is invaluable to the success of our program. Many of our activities take place in school buildings, and mentors and mentees benefit greatly from being able to access such resources as the gym, the library, and computer labs.  

The Community Resources for Parents section at the back of this guide lists additional services in our com​mun​ity that you may find helpful. 
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	What Is My Role in the Mentoring Relationship?


The friendship that is developed between a mentor and mentee is a special relationship just for them, but you have an important role in helping that relationship be successful. 

Think about how you are involved in other activities your child participates in — such as sports or an after-school club. You listen to your child when she tells you how the activity is going, make sure she makes it to all the activ​ities, and tell the adults in charge when things don’t seem to be going well. You probably won’t be out on the field playing the game with your child, but you will likely be cheering on the sidelines.

Your role in the mentoring program will be similar to this. Here are some specific ways that you can help make your child’s mentoring experience successful:

With your child:

· Encourage your child to keep all meetings with the mentor, and have your child contact the mentor or program staff if she can’t make an appointment. 

· Be positive about the relationship, and let your child see you are happy that she has a mentor in her life.

· Remind your child to thank her mentor and show appreciation for the time they spend together.

· Ask open-ended questions about how things are going. For example, “What was the best thing you did with your mentor today?” can yield more results than “Did you have a good time with your mentor today?”

· Listen to your child and be supportive of her feelings. She may be shy or nervous with her mentor at first and may go through periods of “testing” the mentor as the relationship develops. Be patient and encour​ag​ing. If your child continues to have trouble with the relationship, talk to the Program Coordinator.

· Tell your child when you notice positive changes as a result of having a mentor. Your praise means a lot!

With the mentor:

· Remember that the mentor is there for your child, not for you or other children in your family. Don’t ask the mentor to take other siblings along on outings or to become your friend or counselor. 

· Let the mentor know about any important rules, food limitations, or times that your child is usually unavail​able. If possible, give the mentor a calendar of your child’s other activities.

· Don’t withhold meetings with the mentor as punish​ment. Remember that you and the mentor are a team. If your child is being “grounded,” work out a plan to ensure that the mentor can continue to see your child.

· Let the mentor know when you have a change of address, phone, or other contact information, or if there is a significant change in your lives that may affect the relationship, such as moving away from the area or a loss in your family.

· Show the mentor your appreciation! Write a thank-you note now and then, or share improvements you’ve noticed in your child’s behavior.

· If you have a concern you want to share with the mentor, do it when your child is not present to avoid the child’s being embarrassed or uncomfortable. 

With program staff:

· Complete and turn in any needed paperwork in a timely manner.
· Tell us anything you think we should know about your child that may not be covered in the application.
· Help the Program Coordinator conduct regular check-ins by returning phone calls quickly and taking some time to talk about how your child is doing. This is your chance to let staff know if you have a concern, or if things are going really well.

· Let the Program Coordinator know right away about any changes in your contact information or other changes that may affect the mentoring relationship, such as moving away from the area or a loss in your family.

· Attend parent orientation, meetings, and annual celebrations. We appreciate your interest and involvement, and so will your child! 

Common Concerns for Parents

Getting a mentoring relationship started can be stressful for everyone involved: the mentor worries about breaking the ice, the youth wonders what the experience will be like, and parents usually have a number of concerns about this new person in their child’s life. 

What if I don’t like the mentor or my child does not like the mentor?

Ideally, many of the concerns you may have had about the mentor will have been addressed during the initial matching meeting. But sometimes, unexpected issues crop up in new mentoring relationships as boundaries are set and personalities emerge. It is not uncommon for many mentoring relationships to have a slightly bumpy start.
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 “What if I don’t like the mentor or my child 
does not like the mentor?”

Stepping Stones offers a structured process for working through relationship difficulties, between either your child or yourself and the mentor. Most issues are easily resolved by having the Match Coordinator set up a meet​ing where everyone can express their concerns and any misunderstandings can be corrected. We also offer on​going training for mentors, youth, and parents on topics such as problem-solving and communication skills.

Youth in new mentoring relationships often need time to warm up to the idea. After all, a mentor is a different kind of friend than they have had before, and children can initially be uncomfort​able or shy around adults they do not know. We encour​age you to give the relationship time to develop and to contact your Match Coordinator if you have con​cerns. 

Violations of program rules or inappropriate behavior by a mentor are serious and should be reported to the pro​gram immediately. But you are also encouraged to contact the Match Coordinator any time you have other questions, concerns, or problems you would like to discuss. You should also express any concerns you have during monthly check-ins.

If all attempts to solve problems in a match are not successful, and if you or your child does not want the match to continue, Stepping Stones can match your child with another mentor, if one is available. This is a rare occur​rence and one that we try to avoid. Research indicates that keeping a mentoring relationship going for at least one year is most likely to benefit the child and that closing a match too early can actually have some negative consequences.
 This is why we encourage all participants to be patient, honest, and do their best to work through any problems as their mentoring relation​ships develop.

What if the mentor wants to do an activity I disagree with? Or has values that I do not share?

Disagreements about values and interests are common in any relationship. However, you should remember that two of the most valuable things a mentor provides are new experiences and different ideas. Mentors broaden horizons by introducing their mentee to worlds that would not have been available otherwise. Mentors open doors and provide perspective. 

As a parent, you always have the right to withhold their child from specific activities that you do not want him participating in and can ask mentors not to express certain points of view to your child. Be clear with program staff and your child’s mentor if there are activities you do not want your child participating in. This also applies to the group activities that Stepping Stones provides. Your Match Coordinator can work with you and your child’s mentor to find other activities that are accept​able. And, as always, activities that are not allowed under Stepping Stones policies (such as overnight visits) should be reported to the Match Coordinator. 

You can also avoid many issues around values by expressing any preferences, such as a religious prefer​ence, to the Match Coordinator when your child initially enrolls in the program. This can help staff find an appro​priate volunteer to meet your child’s needs. 

What about gifts and money? Should my child accept gifts from his mentor? Who pays for outings?

As a rule, mentors are not encouraged to give gifts or spend money on activities. A mentor may purchase a small token gift to acknowledge a special occasion such as a birthday or achievement, but shopping trips and regular gifts of items or cash are not allowed. 

When matches meet at the school the activities they undertake are usually free. If a match wants to do a special project and needs supplies, they can decide how to pay for these together or ask the school or mentoring program for assistance in obtaining supplies. We encour​age mentors to find low-cost or free activities to do with their mentees when they are away from the school site, such as hiking or cycling, going to a park, or visiting the public library. Occasionally, mentors may treat their mentee to a lunch or soda, or pay for a special outing such as a trip to the zoo or an art museum.

Who do I contact if I have questions or concerns?

Your main point of contact will be your Match Coordi​na​tor, ________________________. The Match Coor​di​na​tor conducts all check-ins, provides solutions to problems as they come up, and coordinates the support you receive from other staff. A complete staff directory is provided at the end of this guide. Please keep this contact list handy and feel free to contact us at any time. 
	
	Community Resources for Parents 


[Editor: You may wish to include a list of other non-program resources that may be helpful to parents in raising their child and working with the mentor. Potential items to list include:

· Information about the schools where your program operates
· Other educational services, such as tutoring programs
· Recreational opportunities
· Local libraries and museums
· Crisis hotlines
· Child and adolescent health and mental health services
· County extension agencies and other community resources that may be of value to parents and families
· Fairs, art exhibits, and other local cultural events
The idea is to give parents another reason to keep this guidebook around. It also positions your program as a resource that can help them as well, a key to getting parent buy-in.].
In closing . . .  

We hope that having a mentor is one of the most special and helpful things that your child will do. Stepping Stones is committed to supporting your child academically, socially, and developmentally through our services. We look forward to working with you and your child, and we appreciate your support and involvement. So welcome to the Stepping Stones family! It should be a fun and reward​ing experience.

	
	Appendix
Policies, Procedures, and Guidelines




[Editor: Parents are likely to have many questions regard​ing specific policies and guidelines about the program. You may decide to weave these policies in throughout the guide​book where appropriate or you may wish to include them in a reference section or appendix as we have done here. If your relevant policies and pro​cedures are quite lengthy, you may even to decide to provide them sep​arately from this booklet as an addi​tional training hand​out. Regardless of how you provide them, parents should always have access to your policies so that they can tell when rules are being broken and make sure they are clear on how particular circumstances get addressed. 

The policies below are provided as an example of the ones that might be most relevant to parents new to your program. For several of these we have provided some sample text, adapted from the National Mentoring Cen​ter’s Generic Mentoring Program Policy and Procedure Manual (available online at: http://www.nwrel.org/mentoring/policy_manual.html). You may wish to also include copies of all of the forms that parents must sign — such as permissions for trips, etc. — so that they have those as a reference as well.]
Responsibilities of Mentors, Mentees, 
and Parents

[Editor: Insert yours here if not covered earlier in the guide.]

Mentor Eligibility Requirements

[Editor: The following is a sample of what you could include.]

· Be at least 21 years of age.
· Reside in the Anytown metropolitan area.
· Be willing to adhere to all Stepping Stones Mentoring Program policies and procedures.
· Agree to a one-year commitment to the program.
· Commit to spending a minimum of eight hours a month with the mentee.
· Be willing to communicate with the mentee weekly.
· Complete the screening process.
· Agree to attend mentor trainings as required.
· Be willing to communicate regularly with the Program Coordinator and submit monthly meeting and activity information.
· Have access to an automobile or reliable transpor​ta​tion.
· Have a current driver’s license, auto insurance, and good driving record.
· Have a clean criminal history.
· Have never been accused, arrested, charged, or convicted of child abuse or molestation.
· Not be a convicted felon. If the applicant has been convicted of a felony then he or she may be con​sidered only after a period of seven years with demonstrated good behavior and an appropriate and corrective attitude regarding past behaviors.
· Not be a user of illicit drugs.
· Not use alcohol or controlled substances in an excessive or inappropriate manner.
· Not be currently in treatment for substance abuse. If a substance abuse problem has occurred in the past, the applicant must have completed a non-addictive period of at least five years. 

· Not have falsified information during the course of the screening process.
Mentee Eligibility Requirements

[Editor: The following is a sample of what you could include.]

· Be a student at one of our participating middle schools.
· Reside in the Anytown metropolitan area.
· Demonstrate a desire to participate in the program and be willing to abide by all Stepping Stones Mentoring Program policies and procedures.
· Be able to obtain parental/guardian permission and ongoing support for participation in the program.
· Agree to a one-year commitment to the program.
· Commit to spending a minimum of eight hours a month with the mentor.
· Be willing to communicate with the mentor weekly.
· Complete screening procedure.
· Agree to attend mentee trainings as required.
· Be willing to communicate regularly with the program coordinator and discuss monthly meeting and activity information.
Matching Policy

[Editor: Insert yours here if not covered earlier in the guide.]

Match Supervision Policy

[Editor: Insert yours here if not covered earlier in the guide.]

Overnight Visits and Out-of-Town Travel Policy

[Editor: The following is a sample of what you could include.]

It is the policy of the Stepping Stones Mentoring Program to encourage mentor/mentee outings within our com​mun​ity. However, overnight visits of any kind are pro​hib​ited. Out-of-town trips are permitted under the following conditions:

· Out-of-town travel is only permitted after six months of participation with a match. 

· Between six months and one year, overnight visits and out-of-town travel may occur only with approval from both the Match Coordinator and parent/guardian. Out​-of-town travel may occur only with the accom​pan​iment of the parent/guardian or other person designated by the parent/guardian. 

· After one year, out-of-town travel may occur with permission of the parent only, and the mentee and mentor may travel alone out of town with parental permission. All parties must report all such occur​rences during their monthly contact with mentoring staff, the nature of the activity, and the purpose. 

For any and all admissible out-of-town travel, the parent/guardian must write and sign a permission slip stipulating: 

· Their child is permitted to travel with the mentor to the predetermined destination, specifying names and the location(s) being traveled to.

· Permission for medical treatment in the case of a medical emergency. 

For any and all admissible out-of-town travel, the mentor must write out or type a detailed itinerary of the trip, and provide this to the parent/guardian prior to leaving, and include the following: 

· The destination(s) 

· Phone numbers of their cell phone (optional), places being visited

· Times of departure and arrival at each location being visited

· Expected time of return

During permissible out-of-town travel, the mentor should review and abide by all terms outlined in the trans​por​ta​tion policy.
Confidentiality & Mandatory Reporting Policy

[Editor: The following is a sample of what you could include.]

It is the policy of the Stepping Stones Mentoring Program to protect the confidentiality of its participants and their families. With the exception of the limitations listed below, program staff will only share information about mentors, mentees, and their families with other Stepping Stones professional staff and the Board of Directors. Further, all prospective mentors, mentees, and parents/ guard​ians should be informed of the scope and limitations of confidentiality by program staff. Additionally, men​tors are required to keep information about their mentee and his/her family confidential. 

In order for Stepping Stones to provide a responsible and professional service to participants, it is necessary to ask mentors, mentees, parents/guardians, and other outside sources to divulge extensive personal information about the prospective participants and their families, such as:
· Information gained from mentors and mentees, written or otherwise, about themselves and/or their families, in application to and during program par​tic​i​pation

· Participant’s names and images gained from par​ticipants themselves, program meetings, training sessions, and other events

· Information gained about participants from outside sources including confidential references, school staff, employers 

Records are, therefore, considered the property of the agency, not the agency workers, and are not available for review by mentors, mentees, or parents/guardians. 

Limits of Confidentiality

Information from mentor and mentee records may be shared with individuals or organizations as specified below under the following conditions: 
· Information may be gathered about program par​tic​i​pants and shared with other participants, individuals, or organizations only upon receipt of signed “release” forms from mentors, mentees, or parents/guardians. 

· Identifying information (including names, photo​graphs, videos, etc.) of program participants may be used in agency publications or promotional materials only upon written consent of the mentor, mentee, and/or parent/guardian. 

· Information may only be provided to law enforcement officials or the courts pursuant to a valid and enforce​able subpoena. 

· Information may be provided to legal counsel in the event of litigation or potential litigation involving the agency. Such information is considered privileged information, and its confidentiality is protected by law. 

· If program staff receives information at any point in the match process that a volunteer is using illegal substances, has a criminal history of any kind, or is inappropriately using alcohol or other controlled substances, the information will be shared with the parent and they will have the option to reject the prospective mentor or close the existing match. 

· At the time a mentor or mentee is considered as a match candidate, information is shared between the prospective match parties. However, the full identity of the prospective match mate shall not be revealed at this stage. Names and addresses are shared with match mates only after the involved parties have met and agree to be formally matched. Each party shall have the right to refuse the proposed match based on the anonymous information provided to them. The information to be shared may include: 
· Mentors: age, sex, race, religion, interests, hobbies, employment, marriage or family status, sexual preference, living situation, reasons for applying to the program, and a summary of why the individual was chosen for the particular match. Results of driving records and criminal histories may also be shared. 

· Mentees: age, sex, race, religion, interests, hobbies, family situation, living situation, a summary of the client needs assessment, and expectations for match participation. 

Mandatory Abuse Reporting

It is the policy of the Stepping Stones Mentoring Program that all staff, mentors, and other representatives of the program must report any suspected child abuse and/or neglect of agency clients or program participants im​med​iately.  All such suspected reports must be made to appro​​pri​ate state and/or local authorities. Program staff must follow the mandatory reporting of child abuse and neglect procedure. 

All employees, volunteers, and mentors of the Stepping Stones Mentoring Program are required to undergo train​ing as to what constitutes child abuse and neglect, what the state statutes are, and how to properly report such cases.

Any staff, volunteers, or mentors accused of child abuse or neglect will be investigated by the agency. Contact with program youth will be restricted or constrained and/or the person in question suspended from employ​ment or program participation per the decision of the Executive Director and Board of Directors until such investigation is concluded.  

Violations of Confidentiality

A known violation of the agency policy on confidentiality by a program participant may result in a written warning or disciplinary action such as suspension or termination from the program. 

Transportation Policy

[Editor: The following is a sample of what you could include.]

It is the policy of the Stepping Stones Mentoring Program to allow mentors to transport mentees in their own private vehicles. The Program Coordinator must ensure that all mentors meet the following criteria prior to transporting the mentee:

· All mentors must own a car or have access to reliable insured transportation; all safety equipment including blinkers, lights, brake and back-up lights, seat belts, tires, and brakes must be in good operating condition.

· All mentors must possess a valid driver’s license and present proof of auto insurance; a record of insurance will be maintained in the mentor’s file and will be up​dated on an annual basis.

· All mentors must undergo a driving record check and have a clean driving record for the last three years.   

· Stepping Stones requires that mentors obey all traffic laws, and use seat belts and headlights at all times. 

· Mentors must also avoid taking medication or using any other substances that might impair their ability to drive. 

· If an accident occurs while the mentor is engaged in mentoring, it should be reported to the program coordinator promptly. 

· The mentor must carry a copy of the mentee’s health insurance information in the transporting automobile at all times in case of emergency. 

If any of the above policy is not followed, the mentor will not be allowed to transport the mentee in a private auto​mobile.
Use of Alcohol, Drugs, Tobacco, and 
Firearms Policy

[Editor: The following is a sample of what you could include.]

It is the policy of the Stepping Stones Mentoring Program to prohibit and discourage the use of drugs, alcohol, and firearms. Mentees and mentors are prohibited from using drugs or alcohol or possessing firearms while engaged in the mentoring relationship. Any suspected violations should be reported to the program coordinator.

Alcoholic Beverages: No participant of the Stepping Stones Mentoring Program will possess or consume beer, wine, or other alcoholic beverages while actively engaged or prior to actively engaging in mentoring, nor shall any participant endorse the use of alcohol. Mentors and men​tees may go to a location where minors are allowed and alcohol is served provided that the mentor and youth do not consume any alcohol.

Drugs: No participant of the Stepping Stones Mentoring Program will manufacture, possess, distribute, or use any illegal substance while engaged in mentoring or other​wise.

Tobacco: The intent of Stepping Stones is to create a smoke- and tobacco-free environment. To that end, smoking and the use of all tobacco products is prohibited on the premises of Stepping Stones and those involved with the program must refrain from the use of such products while engaged in mentoring. The use of tobacco products includes but is not limited to cigarettes, cigars, pipes, chewing tobacco, snuff, or other substances that contain tobacco.

Weapons, Firearms, and Other Dangerous Materials: The possession or use of firearms, firecrackers, explo​sives, toxic or dangerous chemicals, or other lethal weapons, equipment, or material while participating in mentoring activities is strictly prohibited.

Any violation of this policy will result in the immediate suspension and/or termination of the mentoring rela​tion​ship. In addition, violations of this policy may result in notification being given to legal authorities that may result in arrest or legal action, and may be punishable by fine and/or imprisonment.

Gift-Giving Policy

[Editor: Insert yours here if not covered earlier in the guide.]

Unacceptable Behavior Policy

[Editor: The following is a sample of what you could include.]

It is the policy of the Stepping Stones Mentoring Program that unacceptable behaviors will not be tolerated on the part of mentors or mentees while participating in the program. This policy is in addition to behavioral require​ments stipulated in other policies or procedures. This pol​icy in no way is intended to replace or take precedence over other policies or procedures including, but not lim​ited to, the following:
· Confidentiality Policy

· Transportation Policy

· Overnight Visits and Out-of-Town Travel Policy

· Confidentiality and Mandatory Reporting Policy

· Use of Alcohol, Drugs, Tobacco, and Firearms Policy

A number of behaviors are regarded as incompatible with Stepping Stones Mentoring Program goals, values, and pro​gram standards and therefore are considered un​accept​able and prohibited while participants are engaged in mentoring activities:
· Unwelcome physical contact, such as inappropriate touching, patting, pinching, punching, and physical assault

· Unwelcome physical, verbal, visual, or behavioral mannerisms or conduct that denigrates, shows hostility, or aversion toward any individual 

· Demeaning or exploitive behavior of either a sexual or nonsexual nature, including threats of such behavior

· Display of demeaning, suggestive, or pornographic material

· Known sexual abuse or neglect of a child

· Denigration, public or private, of any mentee parent/ guardian or family member 

· Denigration, public or private, of political or religious institutions or their leaders 

· Intentional violation of any local, state, or federal law

· Driving under the influence of alcohol or drugs
· Possession of illegal substances

Any unacceptable behavior, as specified but not limited to the above, will result in a warning and/or disciplinary action including suspension or termination from partici​pa​tion in the mentoring program.

Closure Policy 

[Editor: The following is a sample of what you could include.]

It is the policy of the Stepping Stones Mentoring Program that all mentors and mentees must participate in closure procedures when their match ends. Closure is defined as the ending of a formal match relationship regardless of the circumstances of the match ending or whether they intend to have future contact informally beyond the match duration. While no party is expected to continue the relationship beyond the formal end of a match, matches may continue in the program beyond the con​tract period and receive ongoing support and supervision. 

Closure can occur for any number of reasons, including the contracted match duration has ended, one or both participants do not want to continue the match, there are changes in life circumstances in one or both of the match partner’s lives, or an individual no longer meets the requirements for program participation. Hence, the match may end at the discretion of the mentor, mentee, parent/guardian, and/or Program Coordinator. It is left to the discretion of the Program Coordinator whether an individual will be reassigned to another match in the future based upon past participation performance and current goals and needs of the program. 

Future contact will be at the mutual and informal agree​ment of the mentor, the mentee, and parent/guardian. If future contact is agreed upon, the Stepping Stones Men​tor​ing Program will not be responsible for monitoring and supporting the match after the match has ended. The Program Coordinator will verbally and in writing inform all parties — the mentor, mentee, and parent/guardian — that the formal match has ended and that Stepping Stones will not be liable for any incidents that occur after the match has closed. 

 [Editor: Add any other program materials that you think parents would find helpful to the Appendix at this point.]
[image: image17.wmf]S

tepping

S

tones

youth

mentoring

program


Stepping Stones Staff Directory

	Staff Person
	Office phone
	Cell phone
	E-mail

	
	
	
	

	____________________,
Program Director
	
	
	

	
	
	
	

	____________________,

Recruitment Coordinator
	
	
	

	
	
	
	

	____________________,

Training Director
	
	
	

	
	
	
	

	____________________,

Your Match Coordinator
	
	
	

	
	
	
	

	____________________,

Board Chair
	
	
	

	
	
	
	

	____________________,

Administrative Assistant
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[Editor: Your staffing pattern may look different than this, but the point is to make it easy for parents to get in touch with your program. You may also want to include pictures of staff members so that parents can put a face with the name.]
�	Introduction to Assets by the Search Institute. Online at: �http://www.search-institute. org/assets/





� Stand by Me: The Risks and Rewards of Mentoring Today’s Youth by Dr. Jean Rhodes. Available at: http://www.hup.harvard.edu/catalog/RHOSTA.html


� Stand by Me: The Risks and Rewards of Mentoring Today’s Youth by Dr. Jean Rhodes. Available at: http://www.hup.harvard.edu/catalog/RHOSTA.html
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