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About YouthBuild USA
Founded in 1990, YouthBuild USA is a national nonprofit organization that
works to unleash the positive energy of low-income youth to rebuild and
transform their communities and lives with a commitment to work,
education, responsibility, and family.
In YouthBuild programs, low-income young people ages 16 to 24 work toward their GEDs or high school diplomas while learning job skills by building affordable housing for homeless and low-income people. YouthBuild
places strong emphasis on leadership development, community service, and
creating a positive mini-community of adults and youth committed to each
other’s success.
As of January 2010, YouthBuild programs engage over 10,000 young adults in
45 states, the District of Columbia, and the Virgin Islands. Since 1994, more
than 92,000 YouthBuild students have produced over 19,000 units of affordable, increasingly green housing.
YouthBuild USA supports an expanding nationwide network of 273 local
YouthBuild programs. In this role, YouthBuild USA orchestrates advocacy for
public funding, guidance, and quality assurance in program implementation,
leadership opportunities to youth and staff, research to understand impact
and best practices, and grants and loans to YouthBuild USA affiliates.
YouthBuild USA leads the national YouthBuild movement and contributes to the broader youth- and community-development fields to diminish
poverty in the United States and internationally.

This document was prepared by YouthBuild USA under cooperative agreement number 2009-JU-FX-0004
from the Office of Juvenile Justice and Delinquency Prevention (OJJDP, Office of Justice Programs [OJP],
U.S. Department of Justice).
Points of view or opinions expressed in this document are those of the authors and do not necessarily
represent the official positions or policies of OJJDP or the U.S. Department of Justice.
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“There’s no better way to show that you care about
people than to invest time in mentoring them. One
thing I realize is that every person has potential to
be successful in life. My goal is to serve as a bridge to
help maximize their opportunity for success by providing advice, honest and straight talk, and support.
The success that individual mentees enjoy serves to
make our communities, states, and country stronger.”
—Larry Scott, Coordinator of 100 Black Men of Central, Illinois
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Message from YouthBuild’s President
I could never have succeeded in creating YouthBuild and building it up
to where it is today without the help of many mentors along the way. For
example, Leroy Looper, our founding board chair, was always there for me
with advice and reassurance when things got confusing or hard. I could call
him any time. His help was so important because he came from a different
background and could explain things I didn’t know from my own experience.
I think we all need mentors from the same background, who deeply understand our experience; and we also need mentors from different backgrounds
who can give us insight into territory we don’t yet understand.
As president of YouthBuild USA I have also had the opportunity to be a mentor to a lot of YouthBuild students and graduates. It is wonderful when they
trust me with what is really going on in their lives and what their goals really
are. It is great when they call me to report on their successes, and equally
great when they call me to ask for help in thinking through a problem. It
makes me happy when I can find ways to be truly helpful in overcoming
their challenges.
Sincerely,
Dorothy Stoneman

A Note About Being a Mentor
“No person was ever honored for what he received. Honor has been the reward
for what he gave.” —Calvin Coolidge
I believe that the core of every mentoring relationship is taking a personal
stake in someone—establishing an emotional bond that says “I am pouring
my life, my experiences, my love, and my attention into you.” While this may
seem daunting to prospective mentors, the message we should send is that
they are not in it alone. We should honor their commitment, their time, and
their uncertainty by being committed to training them, monitoring their
relationship, and helping them every step of the way.
Rabindranath Tagore, an Indian poet, once said “All that is not given is lost.”
That is a powerful message for our mentors. Our mentors will come from a
wide range of backgrounds and experiences. There is no “mentor template,”
but good mentors know that it is about giving, not receiving. Our new mentors are the new heroes in the lives of YouthBuild students. They are, as
Napoleon Bonaparte said of leaders, “dealers in hope.”
Sincerely,
Carlos E. Campos
Director, National Mentoring Alliance, YouthBuild USA
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INTRODUCTION

Welcome to the YouthBuild USA National Mentoring Alliance Operations
Manual. This resource will assist your YouthBuild program in providing mentoring relationships to many of the students you engage. The YouthBuild USA
National Mentoring Alliance was formed in 2009 with funding from the Office of Juvenile Justice and Delinquency Prevention (OJJDP) with the goal of
improving outcomes for YouthBuild participants by providing mentors during
their time in YouthBuild and after they transition out of the program.
The National Mentoring Alliance is a community of practice designed to
improve and clarify how mentoring is delivered at local YouthBuild programs,
with the goal of incorporating mentoring as a core service provided by all
YouthBuild programs. The mentoring program provided under the OJJDP
funds will be delivered to the youngest YouthBuild students (ages 16–18),
with the hope that participating programs will also offer mentoring to older
students with funding from other sources.
YouthBuild programs participating in the National Mentoring Alliance can
receive funds for staffing the mentoring program, as well as resources and
staff development opportunities that support program implementation. The
National Mentoring Center at Education Northwest assists YouthBuild USA
by providing training, technical assistance, and other support to participating
YouthBuild programs (see Chapter 13 for more details about this support).
Any questions about the YouthBuild USA National Mentoring Alliance
should be directed to YouthBuild USA at www.youthbuild.org/mentoring/
or (617) 623-9900.

About This Manual
This operations manual is designed to help local YouthBuild programs implement the YouthBuild Mentoring program model within the guidelines set
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forth by OJJDP and YouthBuild USA. It provides research-based best practices on many aspects of running a mentoring program—such as recruiting
mentors and training participants—with the expectation that local YouthBuild programs will customize how they provide mentoring to their students
(see below for additional information about the research and evidence that
has informed this manual). As such, this is not a formal policy manual, but a
collection of best practices and practical programmatic information.
The manual is divided into 13 chapters covering the main components of the
YouthBuild mentoring model and two appendices—one covering critical program implementation questions your program will need to address, the other
providing a list of Web sites where you can learn more about effective youth
mentoring practices. Within each chapter are sample forms and other tools to
help you implement the program and avoid reinventing the wheel as you get
started.
While this operations manual provides a comprehensive overview of the
many facets of running a YouthBuild mentoring program, it is not intended to
be used in isolation. YouthBuild USA has also developed Training YouthBuild
Mentors: A Guide for Program Staff and a student-focused Ready for Mentoring guidebook, as well as other training resources to support mentoring program implementation. Participating programs also have access to in-person
trainings, site visits, and phone and e-mail technical assistance. So, please
recognize that you will have access to many forms of support and advice in
addition to the information found in this manual.

About the Best Practices in This Manual
The research- and evidence-based best practices in this manual are derived from
many sources, including:
• Literature on youth mentoring, as found in books such as the Handbook of Youth
Mentoring, Stand by Me: The Risks and Rewards of Mentoring Today’s Youth, and
Contemporary Issues in Youth Mentoring
• Specific research studies, such as Public/Private Venture’s Big Brothers Big Sisters
Impact Study and the Institute of Educational Science’s evaluation of the Student
Mentoring Program
• Research on effective youth development practices, as well as YouthBuild’s own
organizational best practices for integrating youth development theory into the
YouthBuild program
• The National Mentoring Center’s rich experience as a training and technical
assistance provider to hundreds of mentoring programs funded by the U.S.
Departments of Education and Justice and the Corporation for National and
Community Service
Questions about the research or evidentiary basis for the program model
recommended in this manual can be directed to the National Mentoring Alliance
staff at YouthBuild USA (www.youthbuild.org/mentoring) or the National Mentoring
Center at (mentorcenter@educationnorthwest.org).
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Chapter 1

OVERVIEW OF THE YOUTHBUILD
MENTORING MODEL
Key Points of the
YouthBuild USA National
Mentoring Alliance Model

This document provides an overview of the YouthBuild USA National Mentoring Alliance program model, requirements of participating YouthBuild
programs, and answers to the most frequently asked questions about implementing a YouthBuild mentoring program.

What is the YouthBuild mentoring model?
The YouthBuild USA National Mentoring Alliance defines mentoring as “support and guidance, provided through a one-to-one relationship with a caring
adult to assist a young person in achieving his or her own developmental
goals.”
The goal of these one-to-one relationships is to improve and enhance the
outcomes of YouthBuild students—building on the personal growth and success they find in YouthBuild and helping them transition into the period after
their formal YouthBuild participation. YouthBuild mentoring can help boost
academic achievement, assist with career exploration, and strengthen connections between YouthBuild students and their own families and communities. These supportive mentoring relationships should also have the impact
of reducing juvenile crime, substance abuse, and recidivism for YouthBuild
students and graduates.
Ideally, a YouthBuild mentoring relationship will last for years. However,
the YouthBuild National Mentoring Alliance model requires a minimum
commitment of 15 months, with a student1 typically receiving nine months
of mentoring while formally enrolled in the YouthBuild program and six

1 In this guide, YouthBuild students participating in the mentoring program are primarily referred to as
“students,” although the term “mentees”—which is widely employed in the youth mentoring field—is
occasionally used to differentiate those participating in the mentoring program from the general
YouthBuild population.

• Programs receive funding
from OJJDP to create
15-month mentoring
relationships that span both
the YouthBuild program year
and post-graduation.
• Matches are one-to-one,
supplemented by service
and group activities.
• Mentees must be between
16 and 18 at the time of the
match.
• Matches have a minimum
of four hours of in-person
contact per month (ideally
weekly) for the duration of
the match. Additional phone,
e-mail, or text-messge
contact each month is also
encouraged.
• Match activities take place
in the community and are
centered on YouthBuild Life
Plans.
• Mentors must be screened,
trained, and supervised.
• A formal evaluation will
examine program outcomes
and impact.
See page 10 for a review of
the National Mentoring Alliance
Quality Assurance Standards
that govern mentoring
program operations at each
local YouthBuild program.
3
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additional months of mentoring after graduation. Matches between mentors
and mentees are made as early in the program cycle as possible to maximize
the amount of mentoring provided to each youth. The post-graduation phase
is designed to maintain the positive gains and personal growth from students’
participation in the mentoring program and to ensure that each young person
has caring support as they move forward in their lives.

YouthBuild Mentors
Can Provide Young
People With …
• Emotional support
• Career guidance
• Internship opportunities
• Leadership development
• Access to community
resources
• Academic help
• Positive role models
• Greater chance for success
and accomplishment

Core principles of YouthBuild mentoring
Other details of the YouthBuild mentoring model are explained throughout
this chapter, but all participating YouthBuild USA National Mentoring Alliance sites must adhere to the following core principles.
All YouthBuild mentoring is:
Elective. Young people must realize the potential value of a mentoring
relationship and choose to participate on their own.
Youth-empowered. Match activities are largely driven by the students’
YouthBuild Life Plans, documents that set students on a course for long-term
success. The students determine how the mentor can be most helpful as they
work to achieve their goals. At the time of graduation, students can nominate
new mentors to guide them during the transition. Within appropriate boundaries, students are in the driver’s seat as to where the relationship goes and
what they take away from the experience.
Aligned. The YouthBuild mentoring model is aligned with the philosophy,
vision, and core values of YouthBuild—love, respect, knowledge, opportunity,
leadership, and community. This model supports and promotes the idea that
meaningful relationships between community members, such as a student
and mentor, are the foundation of a healthy and just society.
Integrated. The language of coaching and support and the concept of building social networks are fundamental to the activities, routines, and tasks of
YouthBuild. This helps students identify positive influences in their lives and
gives them opportunities to learn trust and build productive relationships.
The National Mentoring Alliance program model builds on this established
culture by developing formal mentoring relationships that provide individualized support. YouthBuild staff, teachers, work-site supervisors, and mentors
coordinate their efforts to support the student. The mentoring program does
not happen in isolation, but is a fully integrated aspect of the YouthBuild program (see the chart, next page).
Community-based. YouthBuild focuses on improving communities to create
a greater, more just society. Reaching out to volunteers, caring adults, and
potential mentors within the local community is consistent with YouthBuild’s
approach to realizing a network of committed people for maximum learning
and impact. YouthBuild matches also engage in service activities and other
projects that strengthen their involvement in the community.
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Mentoring and the YouthBuild Model
Mentoring is important enough in the growth and development of YouthBuild students that
it may become a sixth component of the YouthBuild model, which would make mentoring a
standard feature of YouthBuild programs.

Counseling and
Support Services

Education

Leadership
Development

Graduate
Resources

Construction
Training

Mentoring

Which students can participate?
Because of the specifics of the OJJDP funding that supports the National
Mentoring Alliance, students must be between 16 and 18 years of age to
be eligible to begin receiving mentoring services. Funds cannot be used to
match students who are older than 18 at time of match, although local sites are
encouraged to provide mentoring for all YouthBuild students if they can find
other funds to support matches for older participants.
In addition to the age requirements, YouthBuild students must have completed their mental toughness or other readiness training and expressed their
willingness to participate in the mentoring program (remember, YouthBuild
mentoring is always elective). While all eligible students are welcome to
participate, those who will find the most success are those who are open to
the experience and ready to engage adults in a meaningful way. Students who
5
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are exhibiting disruptive, antisocial, or delinquent tendencies may not yet be
ready to participate in a mentoring relationship.
Also eligible to participate in the mentoring program are 16–18 year olds who
are enrolled in “pre-YouthBuild” programs, such as those offered by a charter
school, provided these students meet several stringent criteria. See Chapter 4,
Recruiting and Orienting Youth, for additional information about including
pre-YouthBuild students, as well as other readiness criteria for participating
students.

Who serves as YouthBuild mentors?
YouthBuild mentors will come from all walks of life in your community. Some
will be directly recruited by your mentoring coordinator; others will be identified by youth during service projects and other activities in “mentor-rich
environments.” Some will be YouthBuild graduates who want to help another
YouthBuild student find a path to a successful future.
All YouthBuild mentors must:
• Be at least 21 years of age
• Be able to pass the screening requirements for participation (see Chapter 5,
Screening Mentors, for details)
• Participate in initial and post-match training
• Commit to the full duration of the match (15 months) and the monthly time
commitment (a minimum of four hours of in-person meetings per month)
• Participate in a minimum of four service projects with their mentee and
engage in other group activities as needed
• Participate in all post-match activities, including match supervision checkins and any data collection related to program evaluation
In addition to these requirements, mentors should have a disposition that allows them to be supportive of the mentee without being judgmental. Mentors
must be willing to stick it out during the natural ups and downs of building a
mentoring relationship. Adults who do not put the youth’s needs first, or who
seem intent on “fixing” young people rather than supporting them as they
make choices and find their own way, may not be the best fit for the mentoring experience (see Chapter 3 on mentor recruitment for additional characteristics of successful mentors).
YouthBuild staff members may serve as mentors to youth, provided that mentoring happens outside of regular YouthBuild hours and services. However,
programs should use caution in using staff as mentors and avoid situations
that may cause professional conflicts of interest or disrupt the existing relationships between the staff and the general YouthBuild student population.

What is a mentor-rich environment?
In the course of their YouthBuild experience, students are exposed to many
adults through guest speakers, visitors, community service projects, workshop
6
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facilitators, community partners, and program events. Many of these individuals might be candidates to serve as mentors. Participating programs are
asked to reframe these normal program activities as “mentor-rich environments,” urging students to consider people they meet through these activities
as potential mentors. Staff should support student efforts to pursue contact
with them. In this way, students can help recruit their own mentors.

How and where does the mentoring take place?
YouthBuild mentoring matches are one-to-one matches between an adult
community member and a YouthBuild student. Matches meet for a minimum of four (4) hours per month (most commonly in weekly one-hour
or biweekly two-hour sessions). The match should have other phone and
e-mail contact over the course of a month, as needed. Matches are made fairly
early in the YouthBuild program year, ideally providing the student with nine
months or more of mentoring while formally enrolled in YouthBuild (this
benchmark should be adjusted for program cycles of different lengths).
Once the student graduates from YouthBuild, the match continues to meet
for the required four hours per month, at least until the 15-month required
commitment is reached (or longer if both the mentor and mentee wish to
continue the relationship). Mentors are encouraged to have weekly contact
with mentees after graduation, in order to provide maximum support during
this time of meaningful transition for the student.
Matches primarily meet away from the YouthBuild classrooms and work
sites, although YouthBuild facilities can certainly be used for group activities,
trainings, and matching ceremonies. A primary goal of YouthBuild mentoring
is to get the student into the community, building social networking competencies, acquiring professional and personal contacts, and further developing
his or her skills. Thus, most matches will spend their time in the community.
If matches are meeting at the YouthBuild facility, programs are encouraged
to provide them with a private space where the mentor and mentee can talk
freely and concentrate on YouthBuild Life Plans, academics, or other meaningful topics.

Note: The YouthBuild
mentoring relationship is
intended to last 15 months, but
YouthBuild program cycles vary
in length. There are cycles that
last six, eight, nine, 12, 18, and 24
months. Ideally, the YouthBuild
program should structure the
mentoring commitment so
that it starts near the beginning
of the program cycle. If a
program cycle is six months,
the post-graduation part of
mentoring would continue
for nine months. Please make
any needed adjustments
to this timeframe to fit your
YouthBuild program cycle.

What is a social networking competency?
Most students come into YouthBuild without the skills to find, create, and
maintain a positive support network. A key component of the YouthBuild
approach is to deliberately teach young people how to do this. It involves
helping students feel they deserve supportive relationships and working with
them to define healthy relationships, approach people they would like in their
network, and nurture those relationships. Developing social networking skills
has lifelong value, in addition to helping young people identify and maintain
successful mentoring relationships. Mentoring coordinators will receive training and technical assistance in developing this competency. There is also a
Ready for Mentoring guidebook for mentees that will help teach social networking competencies.
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What do mentoring matches do together?
One of the most exciting aspects of the YouthBuild mentoring model is the
wide variety of activities that supplement a student's classroom and work-site
experiences. These activities are always as student-driven as possible, putting
young people directly in charge of how to best use the support of a mentor.
In general, YouthBuild mentoring activities fall into two broad categories:
• YouthBuild Life Plan activities. Each mentee will create a YouthBuild Life
Plan early in the program year (see Chapter 8 for details about YouthBuild
Life Plans, including templates). While these plans provide structure and
focus for the match, mentors should also recognize the role of fun activities
and simply “hanging out” in building trust with mentees, especially early in
the relationship.
• Service activities. All YouthBuild mentoring matches will engage in service
activities two to four times per year. These can be carried out by individual
matches, but YouthBuild programs may find a greater community impact
by planning service projects that bring all mentors and mentees together. If
your program already provides service projects for all YouthBuild students,
see if this requirement can be met by simply involving mentors in these
projects.
Other group activities and community outings can also be planned by the
mentoring coordinator to supplement mentoring relationships.

What role do parents or guardians
of mentees play in the program?
In general, parents and guardians are not required to be directly involved
in the YouthBuild mentoring program, other than granting permission for
students under 18 years of age to participate. This is consistent with parent involvement in general at YouthBuild programs. However, mentoring programs
may wish to involve parents and guardians in launching the mentor-mentee
match, providing feedback on how the match is progressing, and attending
occasional group activities, such as a match celebration ceremony or end-ofyear picnic.

How is the YouthBuild mentoring program staffed?
While appropriate staffing levels are determined by the local YouthBuild
program, each YouthBuild mentoring program has a dedicated mentoring
coordinator responsible for the administration of program activities, such as
mentor recruitment and training, orientation of mentees, arranging match
activities, and monitoring matches over time.
Other YouthBuild staff, such as counselors, teachers, and work-site supervisors, can assist with mentoring program tasks as needed. Remember,
the mentoring program must be fully integrated into the local YouthBuild
program; it must not operate in isolation. This is best accomplished by giving
school and work-site staff members roles in mentoring program activities.
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What data and reports are required by participating programs?
As part of the YouthBuild USA National Mentoring Alliance, YouthBuild
programs are required to keep records and submit data reports to YouthBuild
USA on a quarterly basis. Many data points will be included in quarterly
WebSTA-Q reports and others will be submitted via the OJJDP system known
as DCTAT. Data include the following outputs:
• Number of matches
• Number of mentors recruited, screened, and trained
• Number of mentor-rich activities and community service projects held
Changes in young people’s behavior and attitudes are measured by pre- and
post-mentoring program assessments and included in the DCTAT form.
Program attendance, retention, GED or high school diploma attainment, and
recidivism will also be reported. Training and technical assistance is available
for data reporting.
Data collection is important for three reasons. First, YouthBuild USA is
required to submit a quarterly summary of data to OJJDP. Second, collecting
and analyzing data will help inform you about your mentoring program progress and needed improvements. Third, as a collective learning community,
the YouthBuild USA National Mentoring Alliance will use the aggregated and
cumulative data to tell the story of how mentoring is working to the national
YouthBuild network and the rest of the world.

What other tasks do sites participating in the YouthBuild
USA National Mentoring Alliance commit to?
Local YouthBuild programs participating in the National Mentoring Alliance
agree to:
• Hire or designate a mentoring coordinator to manage the mentoring work
• Commit to a minimum number of matches per year for 16- to 18-year-old
students
• Follow the operational requirements and quality standards detailed in this
manual (see page 10 for an overview of the National Mentoring Alliance
Quality Assurance Standards)
• Administer all data collection and reporting required under the YouthBuild
program
• Participate in the YouthBuild USA National Mentoring Alliance learning
community (i.e., conference calls, online forums, webinars) to share
successes, challenges, and lessons
The next chapter reviews the overall timeline of program implementation, as
well as the major tasks that must be completed prior to recruiting and matching mentors and mentees.

9
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Youthbuild USA National Mentoring Alliance
Quality Assurance Standards
The following program standards are recommended for all YouthBuild USA National
Mentoring Alliance members. These standards integrate commonly recognized
best practices from the field of youth mentoring with the programmatic structure
and standards of YouthBuild programs. The listing below provides a general outline
of these practices, while the YouthBuild USA National Mentoring Alliance Operations
Manual provides greater detail on these and other effective mentoring practices.

Program implementation
• Hire a dedicated mentoring coordinator who will be responsible for
planning and implementing mentoring services.
• Form a mentoring advisory committee to support the mentoring coordinator over the year and to help integrate the mentoring services into the
YouthBuild program.
• Train all YouthBuild staff members in mentoring best practices.
• Form partnerships that provide new mentors, mentoring activities, and
other resources.
• Develop a mentoring program policy and procedure manual that governs
the implementation of YouthBuild mentoring services.

Recruiting mentors
• Develop a formal recruitment plan that targets specific groups of mentors,
assists YouthBuild students in recruiting their own mentors, and tracks
recruitment efforts over time.
• Use a variety of recruitment methods and messages to reach as many
potential mentors as possible.
• Develop a document that outlines the roles and responsibilities of a
YouthBuild mentor.
• Provide an introductory orientation session to interested volunteers.

Recruiting and orienting mentees
• Orient eligible YouthBuild students to the mentoring program early in the
YouthBuild program cycle, ideally during Mental Toughness training.
• Ask students to identify potential mentors from the community who might
be willing to serve as mentors (either for them or for other students in the
program).

Screening mentors
• Screen mentor applicants by conducting federal or state criminal background checks, child abuse and sex offender registry checks, in-person interviews, personal and employment reference checks, and any other checks
or tests required by the YouthBuild school or parent agency.
• Screen mentors for both safety and suitability for mentoring within YouthBuild’s mentoring program requirements.
10
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Training mentors
• Provide four hours of pre-match training.
• Offer post-match training opportunities bimonthly.

Matching mentors and mentees
• Create a mentor-rich environment through which young people can meet
potential mentors.
• Consider youth voice and choice in the matching process.
• Consider criteria such as common interests, compatible schedules, personality, ethnic and religious affiliation, and career choices when matching.

Match activities
• Require mentors and mentees to commit to a minimum of 15 months of
match activities.
• Require matches to meet a minimum of four hours per month during both
the YouthBuild program year and after graduation (additional phone and
e-mail contact should happen as needed).
• Base match activities on the student’s YouthBuild Life Plan.
• Provide service projects to engage mentors and mentees a minimum of four
times over the course of the matches.
• Offer group outings and access to other mentor-rich activities.

Monitoring and supporting matches
• Check in with mentors and youth every two weeks for the first few months
of the match and monthly thereafter if no problems arise.
• Provide specialized support for matches who are having difficulties.

Data collection and reporting
• Report data to YouthBuild USA quarterly. Data may include the number
of matches; number of mentors recruited, screened, and trained; number
of mentor-rich activities and community service projects. Other data are
submitted to OJJDP’s DCTAT system twice a year.
• Administer the mentoring assessment tool when a student begins the
match; at graduation; and six months after, or at the end of 15 months.
• Build a data collection system to track other key data, such as program
attendance, retention, GED or diploma attainment, and recidivism.

Mentoring program sustainability
• Develop a sustainability plan that sets benchmarks and timelines for raising
additional funding to expand the mentoring program to all students.
• Leverage your YouthBuild board of directors and the mentoring program
advisory committee for fundraising and other sustainability tasks.
11
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YouthBuild Mentoring Program Implementation at a Glance
• Mentoring coordinator recruits mentors, ready for opening day of mentoring
program.
• Matches are made during the first few weeks after students complete Mental
Toughness or other YouthBuild orientation. The match formally begins with a
public match commitment ceremony.
• Pre-match assessments are given to mentees at the beginning of the match.
• YouthBuild Life Plans are started early in the program year and regularly
updated.
• Matches meet in person for four hours per month for a minimum of 15
months.
• Mentor-rich activities begin early and continue throughout program.
• The mentoring coordinator receives ongoing coaching and support through
YouthBuild USA.
• Mentors and mentees participate in community service activities two to four
times per year.
• The mentoring coordinator monitors and supports existing matches, as well as
recruits replacement mentors.
• The mentoring coordinator keeps records and reports data to YouthBuild USA
quarterly.
• Match celebration events are held periodically, particularly at graduation.
• An interim mentoring assessment is given just before graduation.
• The mentoring coordinator supports post-graduation matches until they
reach the required 15-month minimum.
• A final mentoring assessment is completed at the end of 15 months.
• Final match closure or renewal ceremony takes place at the end of 15 months.
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Chapter 2

PREPARING TO IMPLEMENT THE
YOUTHBUILD MENTORING PROGRAM

The YouthBuild mentoring model is designed to align with the typical YouthBuild program’s cycle or year. The sample timeline for implementation that
follows is based on a YouthBuild program that begins its typical school year in
the fall, illustrating how mentoring program activities fit into this overall program timeline. Programs with ongoing or year-round enrollment will need to
adjust these activities accordingly. Regardless of your program’s enrollment
cycle, mentoring program activities should take place throughout the year so
that students can receive as much mentoring as possible.

Sample YouthBuild Mentoring Program
Implementation Timeline
July–September
• Local YouthBuild program hires mentoring coordinator and prepares
person for his or her role.
• Mentoring coordinator attends annual YouthBuild USA National Mentoring Alliance training for hands-on training in evidence-based best practices
for mentoring.
• Mentoring coordinator begins developing program materials, including a
mentoring policy and procedure manual, application forms and other intake documents, mentor recruitment literature, and information for student
and parent orientations.
• Mentoring coordinator meets with other YouthBuild staff members to
determine what roles they can play in the mentoring program.
• Mentoring coordinator begins recruiting mentors from the community,
partner organizations, groups of YouthBuild alumni, and individual youth
sponsors.
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• Mentors are screened and trained prior to the beginning of the year so that
matches can be made as soon as possible, maximizing mentoring time.
• Data collection systems are developed (see Chapter 11 for details).
• Mentoring coordinator forms an advisory committee that can provide
guidance to the program, access to new community partnerships, and other
forms of support.
• Mentoring coordinator begins planning community service projects and
other group or mentor-rich activities.
• Partnerships with community organizations are solidified in preparation for
the coming year.
• All program participants (mentors, mentees, parents or guardians) fill out
any initial assessments or pre-match baseline data collection tools.
• Data collected and submitted quarterly to YouthBuild USA.
October–December
• Mentoring coordinator begins matching all approved mentors and youth as
soon as possible in the program year.
• Matches have a structured first meeting and mentoring relationships begin.
Programs may wish to structure the first several meetings as either group
activities or highly structured one-on-one meetings that provide icebreakers and other easy relationship-building activities.
• Youth begin developing YouthBuild Life Plans with help of YouthBuild
counselor or other designated staff. YouthBuild Life Plans are then shared
with mentors.
• Mentoring coordinator checks in with mentors, mentees, and parents or
guardians to see how matches are progressing.
• Post-match training is provided to all mentors, while other individualized
support is provided to mentors and mentees as needed.
• First service activity takes place; other mentor-rich group activities are also
provided.
• Mentoring coordinator continues to recruit community mentors in case
youth need to be rematched or new students enter the program.
• Data collected and submitted quarterly to YouthBuild USA.
• Biannual data submitted to OJJDP.
January–March
• Matches continue their meetings, building relationships and focusing on
the YouthBuild Life Plans.
• YouthBuild Life Plans are updated; match activities evolve accordingly.
• Mentoring coordinator continues regular check-ins with mentors, mentees,
and parents or guardians to see how matches are progressing.
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• Post-match training is provided to all mentors, while other individualized
support is provided to mentors and mentees as needed.
• Mentoring coordinator provides occasional mentor recognition or match
celebration events.
• Second service activity takes place; other mentor-rich group activities are
also provided.
• Mentoring coordinator continues to recruit community mentors in case
mentees need to be rematched or new students enter the program.
• Data collected and submitted quarterly to YouthBuild USA.
• Biannual data submitted to OJJDP.
April–June
• Matches continue their meetings; third service activity takes place.
• Mentoring coordinator checks in with each match and confirms they are
ready to transition into the post-graduation period. The mentoring coordinator should provide matches with any additional training or support so
that they can continue to meet the 15-month match requirement. In some
instances, students may choose to be matched with a new or additional selfidentified mentor (someone they met through a mentor-rich activity) at this
time.
• Mentees revise their YouthBuild Life Plans heading into graduation.
• All program participants fill out end-of-year data collection tools.
• Most matches continue past graduation. Program holds match celebration ceremonies for any matches that are ending at graduation and match
commitment ceremonies for any new matches that will extend into postgraduation time.
• Quarterly data submitted to YouthBuild USA.

Ongoing Post-Graduation
Mentoring Activities
• Mentoring coordinator
checks in with postgraduation matches monthly
to track progress toward Life
Plan goals.
• Additional mentor training
or match support is provided
on an as-needed basis.
• Final post-match data is
collected and submitted.
• Match closing ceremonies
are held.
Remember, that after the first
program year, these activities
will be happening at the same
time as preparations for the
coming year, so be prepared
to to do some annual start-up
activities while finishing up the
previous year's work.

The remaining chapters of this manual provide much more detailed information about how to accomplish the many specific tasks outlined here.

Staffing the YouthBuild Mentoring Program
Each YouthBuild USA National Mentoring Alliance program is required to
have a mentoring coordinator who is primarily responsible for overseeing the
mentoring program. We encourage programs to make this a dedicated position and to not split these duties across multiple staff members. The success of
the mentoring program hinges on this individual working with other YouthBuild staff while taking ownership of all aspects of the mentoring services.
While the duties of YouthBuild mentoring coordinators will vary across
programs, generally they will be responsible for:
• Training YouthBuild staff members in the YouthBuild mentoring model and
in the best practices of mentoring.
• Recruiting potential mentors and orienting potential mentees.
15
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• Working with the YouthBuild program staff to provide mentor-rich environments.
• Working with counselors or other YouthBuild staff members to ensure the
creation and updating of YouthBuild Life Plans.
• Screening and training mentors.
• Organizing public matching ceremonies.
• Checking in with matches at least monthly and providing support and
problemsolving.
• Organizing or coordinating quarterly service projects and other group
activities for matches.
• Administering assessments, collecting evaluation data and other evidence
of program success, and submitting required data to YouthBuild USA.
• Assisting mentors and mentees in evaluating their experience at the end of
the initial commitment period; rematching or renewing matches as needed.
A sample postition description for a typical YouthBuild mentoring coordinator can be found on page 21.

The Role of Teachers, Counselors,
and Other YouthBuild Site Staff
Other YouthBuild staff should be active in supporting the mentoring program. Examples of this type of support include:
• Counselors helping with YouthBuild Life Plan development or working
with a mentoring pair to help get them through a rough patch in their budding relationship.
• Teachers helping integrate classroom content into service and other group
mentoring activities. For example, a classroom unit on climate change could
be supplemented by a group outing to the science museum. Be creative in
infusing academic content into your matches’ activities.
• Work-site supervisors providing feedback to mentors on how mentees are
handling their jobs or providing mentors with advice on helping mentees
explore particular careers.
Involve these and other staff members during the initial planning of your
mentoring program to ensure that mentoring services are integrated with
the rest of the YouthBuild experience as fully as possible. This is a critical
area where the YouthBuild director can play a strong role. Program directors
should use their influence to ensure that all staff members are on board with
the implementation of the mentoring program.

Tapping Existing Volunteers and Program “Champions”
If your YouthBuild program is already using volunteers in the classroom or
elsewhere, check with these individuals to see if they would like to be involved
in your mentoring efforts. Existing volunteers can be an excellent source of
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recommendations for prospective mentors and can use their community connections to help build partnerships or create mentor-rich activities throughout the year. YouthBuild graduates are also excellent sources of mentoring
program support.
If you find a few individuals who are particularly enthusiastic about the
launch of your mentoring program, ask them to be an advocate or “champion”
for your efforts. Perhaps they could help with mentor recruitment or serve
on your mentoring advisory committee (see sidebar below). Your YouthBuild
policy committee can also be an excellent source of mentoring support, and
provides youth with an opportunity to help shape the program from the start.
Just remember that the more help you can arrange through existing resources
when you are planning the program, the easier the coming year will be.

Forming a Mentoring Advisory Committee
Mentoring advisory committees can be valuable assets to mentoring programs, but
they are especially helpful for new programs or those operating inside an existing
youth-serving organization. Mentoring advisory committees can:
• Provide guidance that helps YouthBuild staff members solve day-to-day problems
• Build community partnerships and support ongoing mentoring program
sustainability
• Offer a forum for program partners and stakeholders to communicate opinions,
share expertise, and coordinate services
• Support and represent the interests of a program within a larger agency
YouthBuild mentoring programs are encouraged to build an advisory committee
early in the planning process. These committees should include:
• YouthBuild students and graduates
• YouthBuild staff members (both classroom and work site, perhaps even one
representative from each of the core YouthBuild service components)
• Representatives from partner organizations
• Community champions
• Staff of other social service agencies
• Staff from any local or state mentoring partnerships
Although a mentoring advisory committee is not required, mentoring coordinators
are encouraged to form and convene one so that the mentoring services have
the support they need to be fully integrated into the YouthBuild program and to
flourish over time. The advisory committee can be instrumental in working with
the YouthBuild program's board of directors in crafting and approving policies and
procedures that help with this integration.
You can learn more about forming advisory committees in the free publication
Building an Effective Advisory Committee by the Mentoring Resource Center,
downloadable at http://educationnorthwest.org/webfm_send/232.
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Utilizing Mentoring Program Partnerships
One of the most important tasks for the mentoring coordinator is the creation
and maintenance of community partnerships that enhance the mentoring
program and the experience of mentors and mentees. Partnerships can be
formed with:
• Businesses and business associations
• Cultural and faith groups
• Community organizations and nonprofits
• Higher education institutions (including associated fraternal organizations
and campus groups)
• Civic groups
• Law enforcement, juvenile justice, and other public agencies
• Unions and workers’ rights organizations
• Other local mentoring programs and state-level mentoring organizations
(such as State Mentoring Partnerships)
These groups can provide:
• Mentors
• Trainers for mentor or youth training events
• Sources of group activities and outings
• Ideas for service projects
• Job shadow opportunities
• In-kind donations or direct program sponsorship
Be sure to include new partnerships that increase the contact students have
with adults in the community, especially adults who they might never come
into contact with otherwise. This type of exposure to mentor-rich environments in the larger community is one of the most important benefits for
YouthBuild mentees.
Some of your partnerships may be rather informal, while others may involve roles and responsibilities that warrant a formal partnership agreement,
especially if program funds or staff time are involved. YouthBuild programs
should use a written memorandum of understanding (MOU) for any formal
partners that will be assisting with your National Mentoring Alliance work. A
sample MOU appears on pages 21–22.

Developing a Customized Policy
and Procedure Manual
As your program starts making decisions about how the mentoring program
will be implemented, you should begin assembling a policy and procedure
manual that will explain the details of how your program functions.
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Policies provide guidance on overarching aspects of your program, such as
how mentors are screened, rules for program participation, and what information is collected during evaluations.
Procedures are the step-by-step instructions that govern program functions.
They support and operationalize policies by explicitly showing how things are
done. For example, your screening policy will explain the requirements of the
screening checks potential mentors must go through; the screening procedure
will explain how to administer all the screening forms and conduct all the
specific background checks.
The content of this manual will give you an idea as to what to include in your
policy and procedure manual. See the sidebar for a comprehensive list of the
policies and procedures you may want to consider developing for your local
program.
Coordinate any policies or procedures for your mentoring program with
those already in place at your YouthBuild program, parent organization, and
student work sites.
When developing formal mentoring policies, it is critical to get the approval
of your parent agency’s board or governing body. In some cases, policies will
need the review and approval of legal counsel. In other cases, the mentoring
program will need to conform to policies already in place at the YouthBuild
program or work sites. In general, the crafting of policies and procedures
should be done by the advisory committee, while formal approval and authorization resides with the board. Mentoring coordinators should view themselves as the liaison between these two groups.

Setting Up Match Tracking Systems
and Data Collection Processes
All YouthBuild mentoring programs are required to track data related to the
program and its evaluation. Specific data collection instruments are covered
in Chapter 11, Data Collection and Reporting. Application forms and other
sources of data related to mentor and youth participation are covered in
Chapters 3 (Recruiting YouthBuild Mentors) and 4 (Recruiting and Orienting YouthBuild Students) respectively. Tools that gather information about
matches over time are found in Chapter 9, Monitoring and Supporting YouthBuild Mentoring Matches.
In general, your mentoring program will need a file system or database that
can keep track of:
• Mentor applicants and approved mentors
• Mentee information
• Information about matches, such as meeting activities and YouthBuild Life
Plan goals

Recommended Policies
and Procedures for
Mentoring Programs
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

•

Recruitment policy
Eligibility policy
Screening policy
Training policy
Matching policy
Match support and
supervision policy
Match recognition policy
Record-keeping policy
Confidentiality policy
Transportation policy
Overnight visit and out-oftown travel policy
Mandatory reporting of child
abuse and neglect policy
Use of alcohol, drugs,
tobacco, and firearms policy
Unacceptable behavior
policy
Closure policy
Evaluation policy
Recruitment procedure
Mentor screening procedure
Mentee screening procedure
Training procedure
Matching procedure
Match support and
supervision procedure
Match recognition procedure
Mandatory reporting of
child abuse and neglect
procedure
Closure procedure

• Evaluation procedure
You can find a ready-to-use
customizable policy and
procedure manual template
on the National Mentoring
Center Web site at http://
educationnorthwest.org/
webfm_send/181.

• Data related to mentor evaluation and reporting to YouthBuild USA
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A complete listing of all quarterly data that must be reported to YouthBuild
USA is found in Chapter 11.

Forms you can use
Pages 21–23 provide samples of
the program forms and tools
discussed in this section.
Please note that all of the
sample forms, worksheets,
and planning tools provided
in this publication are also
available as editable files on
the YouthBuild USA National
Mentoring Alliance Web site at:
http://youthbuildmentoring
alliance.org/sample-forms/

Mentoring coordinators should have all data collection systems in place prior
to enrolling mentors and mentees, so start building these systems and tools as
soon as possible.

Next Steps
Completing the tasks outlined in this chapter will give your mentoring program a firm footing for what is sure to be a busy year. Once you have these
initial planning tasks under control, it’s time to begin the external part of your
mentoring efforts: going out and recruiting mentors from the community.
Additional implementation tools
See Appendix A: Self-Assessment Questions for Your YouthBuild Mentoring
Program for key questions that can help you define your mentoring services.
Appendix B: Key Mentoring Web Sites provides a listing of online resources
that can help you further refine and improve your mentoring policies, procedures, and systems.
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Sample

Mentoring Coordinator Position Description
Title: Mentoring coordinator
Employer: [Name of program]
The mentoring coordinator oversees the development and implementation of the YouthBuild mentoring program, which matches adult volunteer mentors with students. The mentoring coordinator ensures mentoring
program quality and performance related to recruiting, screening, matching, monitoring, and closing relationships with mentors, and communicates with each mentor and YouthBuild student throughout the match.
Responsibilities
The mentoring coordinator is responsible for overseeing all aspects of the mentoring program. He or she will:
• Oversee and manage the YouthBuild mentoring program by maintaining and updating the policy and
procedure manual
• Create and oversee implementation of ongoing marketing and mentor recruitment plans
• Train YouthBuild staff on evidence-based best practices of individual and group mentoring
• Form a strong collaboration with partner organizations to create and oversee the implementation of an
ongoing mentor recruitment plan, which includes collaborating with agencies on community events and
being in attendance at key events
• Organize and develop proposals to increase funding and sustainability
• Compile all forms for the mentor application, screening, and matching processes
• Plan and oversee mentor-mentee group and service events, trainings, recognition activities, kickoffs, and
closure activities
• Provide post-match support and training sessions for mentors and mentees to ensure that both groups have
an enriching mentoring experience
• Coordinate the mentoring program’s data reporting and evaluation efforts
• Attend regional and national mentoring conferences to increase knowledge of mentoring program practices
• Communicate with supervisor on a regular basis concerning mentoring program updates, individual issues,
and new projects
Qualifications
• Bachelor’s degree with emphasis in social work, psychology, or education
• Two or more years of experience in youth development in community organizations
• Demonstrated creativity, flexibility, and comfort in working with diverse groups of people
• Strong organizational, written, verbal, and interpersonal communication skills
• Strong interpersonal and human relations skills
• Strong relationships with local community organizations a plus
• Sense of humor
Compensation
[Insert]
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Memorandum of Understanding

Form

We are looking forward to a mentoring partnership with your organization. This agreement between [name of
your organization] and [name of partner organization] specifies the expectations of the partnership. The partnership is in effect from [date] to [date].
Partnership goals
[Name of your organization] and [name of partner organization] agree to work together to:
•
•
Roles and responsibilities
[Name of your organization] agrees to:
•
•
•
•
[Name of partner organization] agrees to:
•
•
•
•
Finances and liability
[Name of your organization] agrees to:
•
•
•
•
[Name of partner organization] agrees to:
•
•
•
•
Evaluation
We agree to use these criteria to identify whether the partnership is achieving its goals:
•
•
[Name of your organization] will:
•
•
[Name of partner organization] will:
•
•
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Memorandum of Understanding (cont.)

Form

Communication
We commit to open and regular communications: [Fill in details.]
• [Who—name or job title—in each organization will be primarily responsible for the ongoing
communication?]
• [How, and how often, will the communication take place?]

[Your organization name]
											
Signature of authorized representative:
Date:

[Partner organization name]
Signature of authorized representative:
Date:
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Chapter 3

RECRUITING YOUTHBUILD MENTORS

Perhaps the most critical task in managing a YouthBuild mentoring program
is the recruitment of volunteer mentors. While students in the program can
(and should) play a role in identifying their own mentors (through their
sponsors or other adults they come into contact with), the majority of recruitment tasks are the responsibility of the mentoring coordinator. Mentoring coordinators must engage sufficient numbers of volunteers, for without mentors,
there is no mentoring program.

Who Should Programs Recruit as Potential Mentors?
Because YouthBuild students are older than youth in many traditional mentoring programs and come to YouthBuild with varied personal histories and
circumstances, YouthBuild mentors will need to possess a number of characteristics to be successful.
First, potential YouthBuild mentors must be able to fulfill the basic eligibility
requirements for participation, including:
• Be at least 21 years of age
• Pass the YouthBuild screening processes and background checks (see
Chapter 5 for details)
• Commit to meet with the mentee for four hours per month for 15 months
• Commit to participate in all trainings, group events, and match check-ins as
required during the 15-month mentornig period
See page 40 for a sample YouthBuild mentor description that further spells
out the requirements and responsibilities.
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In addition to finding mentors who meeting your eligibility requirements,
seek individuals who are:
• Caring. Mentors must have the capacity and courage to show that they care.
Without the expression of caring, a young person is not likely to commit to
the relationship.
• Dedicated. Mentoring relationships have many ups and downs, and
mentors must be willing to ride out the rough patches.
• Understanding. YouthBuild students come from many different life circumstances, but most have experienced some hardships and have made
mistakes. A volunteer who is judgmental or lacking compassion and empathy will not succeed.
• Patient. Successful personal growth through mentoring does not happen
overnight, and mentors cannot expect a quick fix for the negative circumstances of their mentees’ lives.
• Connected. One of the many benefits of having a mentor is the access they
provide to new experiences and opportunities. Recruit volunteers who can
expand the mentee’s world through their community connections, their
own work places, or their previous life experiences. Mentors should be
conduits to other mentors and other positive environments.
• Good communicators. Successful mentors are comfortable discussing
difficult topics, sharing relevant personal experiences, and, above all else,
listening openly to what their mentees have to say.
In addition to these general personal traits, programs may want to recruit
mentors who have particular skills or abilities. For example, if you have
several youth who want to learn about computers or who have an interest
in recreational opportunities, try to find individuals who can provide those
experiences and knowledge. See the table (page 27) for additional mentor
characteristics you may want to consider. Page 39 provides a worksheet that
can get you thinking about qualities you would like to see in your program’s
mentors.

Creating a mentor description
The YouthBuild mentor description found on page 40 is a basic framework
that YouthBuild mentoring programs can modify as they see fit. The description is essentially the first element of your screening process, as it clearly
delineates who makes a good fit for the mentoring role (and who does not),
giving prospective mentors the option of self-selecting out of the recruitment
process if they feel unable to meet the program requirements. This description can be used as a handout at recruitment sessions or mentor orientations
and should always accompany any formal mentor applications. An additional
description of mentor roles and responsibilities can be found in the Training
YouthBuild Mentors guidebook, available for download at http://youthbuildmentoringalliance.org.

26

Chapter 3: Recruiting YouthBuild Mentors

Sample Mentor Characteristics (your program may prioritize others)
Personal qualities

Demographics

Groups

• Honest

• Specific age ranges

• YouthBuild graduates

• Dependable

• Gender

• Well-educated
• Caring

• Specific race or
ethnicity

• College students or
alumni

• Empathetic

• Geographic proximity

• Doctors

• Professional

• College graduate

• Lawyers

• Resilient

• Retired "boomers"

• Trades and craftspeople

• Outgoing

• Owns vehicle

• Local artists and
musicians

• Creative
• Life experiences similar
to YouthBuild students

• Community leaders

• Church members
• Business owners
• Teachers

Preparing to Recruit Mentors
There are many ways to recruit volunteer mentors, so long as your efforts are
targeted to engage precisely the types of mentors you need and maximize the
resources available to your program. Most community-based mentoring programs follow a recruitment planning process similar to the one that follows.
Be sure to have all these tasks completed prior to starting formal recruitment.

1. Inventory your recruitment assets
To maximize your program’s recruitment efforts, you’ll need a clear understanding of the resources, skills, and relationships you have at your disposal.
Consider the program elements listed below as part of this internal inventory.
• Financial resources. The starting point here is your budget—how much
money is allocated for recruitment activities? YouthBuild USA National
Mentoring Alliance programs are allowed to use some of their mentoring
funds for this purpose, including the costs of marketing items like Web
sites, brochures, ad placements, and even costs for transportation to recruitment events. Your budget might fluctuate depending on the specific strategies you decide to implement, but you should know how much money you
have to work with. Keep in mind that, as we explain later in this chapter,
many of the best recruitment options are free or low cost.

Steps to Successful
Mentor Recruitment
1. Inventory your recruitment
assets
2. Develop your recruitment
messages
3. Develop your program
materials
4. Inventory recruitment
locations
5. Choose specific recruitment
methods
These five steps should be
organized into a formal
recruitment plan (see page 35).

• Staff time and talents. When you create your mentor recruitment plan,
you may choose to list staffing under the financial part of your inventory,
but don’t forget to factor in the skill sets that your entire YouthBuild team
brings to the table. For example, a talented in-house graphic designer can
be a huge asset to recruitment. If one of your YouthBuild teachers is an
engaging public speaker and willing to serve as a program champion, factor
that into planning your presentation-based recruitment efforts. Knowing
the hours everyone has available, and what they can do effectively with that
time, will help you identify strategies that optimize your staff involvement.
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• Community connections. Everyone associated with your program has
connections to friends, family members, coworkers, social groups, and
organizations. Consider how those relationships could help with mentor
recruitment. The connections of your staff, mentors, board members, students, and graduates can expand your list of potential recruitment locations
considerably.
• Partnerships and in-kind resources. These resources allow you to recruit
beyond your internal capabilities. This part of your inventory may include
things like partnerships with local businesses, donations of services or
materials (donated graphic design work, for example), partnerships with
other community-serving organizations (reciprocal volunteer referrals, for
example), and opportunities for marketing (such as being able to display
recruitment materials at a local business). This list might be small to start
with, but as you begin to reach out to the community, opportunities for
partnering and sharing resources will increase.
Page 48 provides a worksheet for capturing the resources you have at your
disposal.

2. Develop your recruitment messages
The key to successful mentor recruitment is having the right message or pitch
for the right person at the right time. Your mentors are likely to be a very
diverse group, and you’ll need varied recruitment messages to make sure that
they hear what they need to hear to consider signing up for the YouthBuild
mentoring experience.
Volunteer motivations
A good place to start developing your messages is thinking about why people
volunteer in general. Research on volunteerism has identified several common reasons why individuals decide to get involved:
• Demographics. One of the big reasons people volunteer is simply based on
who they are, their personal identity. Some research indicates that who we
are generates a type of “community-based social capital” that motivates us
to help those who are like us or whose needs are familiar. Think about the
students in your program. Who in your community might see themselves
reflected in those faces?
• Generativity. This term refers to the need to pass on wisdom, lessons, and
knowledge to the following generation. Some researchers have speculated
that generativity is one of the final stages in healthy adult development. This
may be a powerful motivator for some volunteers if you can effectively work
it into your recruitment messages.
• Being asked. It may sound obvious, but research and experience show that
many people become mentors simply because they are asked. Filling that
role may have never occurred to them on their own, but they feel honored or needed or complimented that a young person (or an organization
serving them) would consider them as a mentor. Being asked directly by a
YouthBuild student is the most powerful approach.
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• Community concern and civic pride. Volunteers sometimes get involved
because they either see a concrete need in their community or they have
a simple desire to show pride in their community by being a supportive,
engaged citizen. These motivations often dovetail with the demographic
concerns mentioned previously. Most mentor recruitment language touches
on the needs of the youth and the community. Make sure your approach
also appeals to community pride and sense of stewardship. These themes fit
very well with the community-improvement mission of YouthBuild.
• Volunteer “functions.” One of the most widely recognized ways of thinking about volunteer motivations is the Volunteer Functions Inventory2.
Research in this area has identified six broad categories that drive most
people’s desire to get involved:
ӹӹ Values: To demonstrate one’s humanitarianism and empathy by getting
involved.
ӹӹ Career: To enhance career options or explore a new vocational direction.
ӹӹ Understanding: To better understand society and individuals.
ӹӹ Enhancement: To feel better about oneself, to feel needed by others.
ӹӹ Protective: To avoid or work through personal issues.
ӹӹ Social: To meet the expectations of others.
Chances are you will have potential mentors who fit into one or several of
these categories. You may be able to craft subtle messages that speak to these
personal motivations. For example, one national mentor recruitment effort
uses the tagline “they need what you know” in a mentor recruitment campaign, a phrase that speaks to enhancement, values, and social motivations in
a very subtle way.
You may find it helpful to chart what motivations your volunteers can bring
to the table. Then, brainstorm possible recruitment methods and specific
language that speaks to those motivations. Also, note that there are practical
pieces of information that will motivate a potential volunteer to say yes. They
may be comforted by knowing how well they will be trained and supervised
in their role, and that they are not alone but are rather part of a whole group
of individuals going through this experience. This exercise should focus on
generating marketing slogans, secondary messages, and subtle points to make
during recruitment opportunities. The worksheet on page 50 provides an
easy-to-use charting tool for considering volunteer motivations.
Barriers to involvement
There are many reasons why individuals may be reluctant to become mentors,
and your recruitment messages and strategies will need to address these.

2 The Volunteer Functions Inventory framework is based on the work of Dr. Gil Clary, discussed most
notably in Clary, E. G., Snyder, M., Ridge, R. D., Copeland, J., Stukas, A. A., Haugen, J., et al. (1998).
Understanding and assessing the motivations of volunteers: A functional approach. Journal of Personality
and Social Psychology, 74(6), 1516–1530.
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Your recruitment team (most likely consisting of the mentoring coordinator
and any other YouthBuild staff or advisory committee members who may be
helping) should discuss the specific barriers to recruitment in your program.
This can be done both broadly (for example, “What are the things about volunteering with us—or about mentoring in general—that might be a deterrent
to potential volunteers?”) and in relation to specific recruitment locations or
volunteer pools (“What might be the sticking points for older adults or
employees from company X?”).
Mentor-Rich Locations
and Organizations

The second half of the motivations worksheet on page 51 provides a list of
some of the common recruitment barriers and provides a space for you to
brainstorm your response.

• Local businesses
• Fraternal organizations
• Professional organizations
and associations
• Civic and cultural groups
• Faith-based institutions
• Universities, community
colleges, and other
educational settings
• Government agencies
• Public spaces (malls, parks,
libraries, community events,
etc.)
• Military bases
• Law enforcement precincts

3. Develop your program materials
In addition to the mentor description, you will need to develop other materials related to your recruitment process. These include recruitment handouts
to use in the field, mentor application forms, and other forms related to mentor intake (see Chapter 5 for information related to forms used for mentor
screening and background checks). Use all those mentor motivations and
barriers discussed previously to give your recruitment materials the right
messaging for the types of mentors you seek.

4. Inventory recruitment locations
Take some time to think about where in your community you can find the
types of mentors you’d like to recruit. What are the “mentor-rich” places in
your area where you can find large numbers of potential mentors? (See sidebar for examples.)
This list will be in constant flux as you think of new places to add. And that’s
OK—you certainly wouldn’t want to limit yourself to your initial ideas. For
each broad category, list specific organizations and locations (for example,
St. Mary’s Church on 5th Street, under “faith-based groups”). Also, list briefly
what you know about each locale or group. For example, if one of your mentoring advisory committee members knows someone in the human resources
department of the local hospital, that’s good information to jot down and
capitalize on later. If a certain business gives flex time to employees who volunteer with youth, note that here, as it can help you devise a specific strategy
for approaching them later.
The worksheet on page 47 provides a simple chart for brainstorming locations
and ways your program might approach them.

5. Choose specific recruitment methods
You have several methods available to you for the recruitment of mentors.
Find a mix of these approaches to reach your target groups and maximize
your staff time and recruitment budget.
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Working with YouthBuild students to identify mentors
The young people in your mentoring program are a tremendous source of potential mentors. Because mentoring in the YouthBuild setting is always youthdriven, your mentees should be actively engaged in the process of finding and
recruiting mentors. Each YouthBuild student has one or more sponsors who
nominate the young person for participation in the YouthBuild program at
the time of enrollment. These sponsors can be great sources of mentors,
especially if young people are doing the asking.
Mentees can also identify potential mentors for themselves (or other students)
throughout the program year as they interact with other adults at community
events, service projects, and other mentor-rich activities. Let mentees know
that part of their responsibility is helping bring adults from the community
into the program.
Formal presentations
Ideally, your recruitment plan will provide you ample opportunities to address large groups of potential volunteers. Such potentially “mentor-dense”
environments include:
• Local businesses and corporations. Work with the business’s community outreach or volunteer coordinator to get an invitation to present your
mentoring program. You may be one of a number of groups that are invited
to come in periodically as part of a formal corporate philanthropy program.
Ask to disseminate print materials onsite, in locations such as on bulletin
boards or in break rooms.
• Churches and other faith-based institutions. Go through the pastor or
congregation leadership; his or her buy-in is critical in appealing to the
“social expectations” that can motivate volunteers.
• Fraternal, sorority, and other service groups. Tap the members of Rotary,
Lions, Kiwanis, and Elks clubs. Do some research beforehand to see what
other types of community involvement they are engaged in and play on
common themes.
• Professional organizations and unions. Targeting organizations such as
the local bar association, teachers’ unions, or various guilds or trade unions,
can pay huge dividends if you are looking for a very specific group of
mentors.
• Police, fire, military. Research their community involvement and outreach
programming and tailor your presentation to hit on the values they already
act on.
• Universities, colleges, community colleges. College students over age 21
are an obvious pool of potential mentors (although they may or may not
fit the demographic profile of those you are trying to recruit), but don’t
forget that these places also have large numbers of faculty, administrative
personnel, and maintenance and security staff. If students are your target,
get invites from student groups and the student government. Some specific
departments, such as a school of social work, may even have service requirements that could be met through mentoring. If targeting faculty and
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staff, go through the university departments. Back up these presentations
with print materials and appearances at campus events.
• Neighborhood associations. Your city government should maintain a list
of these grassroots organizations.
Developing a recruitment presentation should come easily once you have
thought about your recruitment messages. You may find yourself developing
different themes for different audiences depending on their motivations and
potential barriers. Regardless of the particular flavor you give each presentation, it will likely include:
• An opening lead that grabs your audience’s attention. This can be a story
about a student, statistics that highlight a community need, or a question
to the group about mentoring that segues into the story of your YouthBuild
program.
• The history and mission of the YouthBuild program. This connects your
values to theirs.
• Information about the students you serve.
• Information about how mentoring works and what it can do for a YouthBuild student.
• A description of what it’s like to be a mentor in your program. What are the
typical activities? What is it like developing a relationship with a YouthBuild
student? When and how do matches meet?
• Evaluation results that show your YouthBuild program’s success. Volunteers
will want to know that your program works. Since your mentoring program
is likely to be brand new, delve into the widely available mentoring research
to illustrate that mentoring is a successful strategy (the National Mentoring
Center staff can help with any research you may need to find). Don’t forget
to play up your YouthBuild program’s overall successful track record as well.
• A list of the benefits to mentors. Always include the many positives
volunteers will get back from the mentoring experience.
• Eligibility requirements and the application process. This can save you a lot
of time later on in the screening process by letting unqualified individuals
self-select out at the beginning.
• Next steps for those who want to get involved. Ideally you will want to end
with a direct call to action, a phrase or closing thought that directly asks
your audience to help the youth you serve by becoming mentors. Be sure
to provide a sign-up sheet or some other means of contacting prospective
mentors.
Most presenters use PowerPoint presentations, overheads, newsprint, or some
combination of multimedia. You might also find it useful to invite mentors,
mentees, or parents to speak about the positive impact of the program if you
think that will motivate volunteers or reduce their fears.
When you finally get your big chance to present at an organization or
business, remember to:
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• Be on time and stay on time during your talk.
• Leave plenty of time for questions and answers.
• Don’t rely on one piece of technology. If you have a PowerPoint
presentation, bring backup handouts in case the projector fails.
• Let people know how to contact you if they have questions.
• Leave behind brochures and applications.
• Thank the audience for their time.
Personal appeals
Research indicates that most mentors get involved because someone directly
asks them to. Often this person is someone from their family, their workplace,
or a social group to which they belong or identify with. So, it’s no surprise
that most programs put their staff, mentors, board, and other stakeholders
to work asking others to become mentors.
This approach can take several different forms. A few common ones are:
• Mentor recruitment challenges. These challenges are annual contests
between program staff, advisory committee or board members, parents of
participating students, and current volunteers to see who can recruit the
most mentors via word-of-mouth over the course of a month. Another
variation is to have parents, mentors, and advisory committee or board
members team up with a lead staff person and make personal appeals and
presentations to friends and family. The staff person then follows up with
a phone call to prospective mentors, and the team that gets the most new
recruits wins.
• Postcard campaigns. These campaigns combine a personal appeal with a
media campaign. The YouthBuild program prints postcards that say “Someone thinks you’d make a great mentor!” or a similar phrase. The postcards
also feature core messages and images about mentoring and are preprinted
with the program's address for easy mailing. Mentors, parents, and other
stakeholders then make their personal appeals, giving each potential mentor a postcard.
If interested, the person simply fills out the postcard, drops it in the mail,
and receives a follow-up call and an invitation and application to become
a mentor. Even if the person is not interested in becoming a mentor, he or
she can still help the cause by passing the postcard on to someone else who
might make a good mentor.
In recent years, many programs have done e-mail versions of these postcard
campaigns, saving money on postage and capitalizing on existing online
social networks. Feel free to be creative and take advantage of new technology when implementing these types of campaigns or challenges.

Marketing-Based
Recruitment Strategies
In addition to personal
appeals, partnerships, and
other targeted recruitment
efforts, you might also want to
employ some marketing-based
recruitment approaches as part
of your overall plan. Marketingbased approaches include:
• Information about the
mentoring program
posted on your YouthBuild
program’s Web site
• Posters and flyers posted in
prominent locations around
town
• Press releases announcing
the launch of the program
or the first service activity
matches engage in
• Interviews with local
newspapers and other
media about the need for
mentoring in the community
• Public service
announcements (PSAs)—
contact your local television
and radio stations to learn
how to develop these free
spots
You can learn much more
about marketing-based
strategies in the National
Mentoring Center (NMC)
publication Marketing for
the Recruitment of Mentors,
available on the NMC Web site
at http://educationnorthwest.
org/webfm_send/178.

Personal appeals can also happen naturally as an outgrowth of the good work
your YouthBuild program is already doing in the community. If people like
being involved in what you’re doing and can see the positive impact it’s having, they will recommend the mentoring part of the YouthBuild experience to
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others. Encourage your many stakeholders to directly ask others to mentor at
your YouthBuild program on an ongoing basis.
Formal partnership agreements focused on supplying mentors
Sometimes recruitment can take a simpler route: getting a formal commitment from a business, religious institution, social group, or other large volunteer source to provide a certain number of mentors. Often, a lot of the work
for this type of recruitment is done by the company’s internal volunteer or
community outreach coordinator. This allows your program to get volunteers,
while letting others do some of the legwork for you. Of course, this strategy
only works once a solid and trusting relationship has been built between the
program and the volunteer source. Partners need to be committed to meeting
their obligation, and your program needs to be aligned with their values and
philanthropic goals. See the sidebar below for tips on working with corporate
volunteer programs.
Using Corporation for National and Community Service resources
Many YouthBuild programs are grantees or subgrantees of the Corporation
for National and Community Service (CNCS). In addition to funding support
for your YouthBuild program, CNCS can support your volunteer recruitment
efforts in various ways:
• AmeriCorps and VISTA. Community-based AmeriCorps members can
serve as mentors themselves (although they may have difficulty meeting the
15-month match requirement in YouthBuild) or, even better, can help with
recruitment-related tasks. AmeriCorps volunteer recruitment stations can
Good Advice for Seeking Corporate Volunteers
The following tips come from the director of community relations and charitable activity
at a large financial institution.
1. Provide adequate lead time. Several weeks notice is often enough, but sometimes
companies have to delay bringing in new opportunities because of prior volunteer
commitments.
2. Describe exactly what you want from the corporate volunteers. There should be a
good fit between the culture and interests of the corporation and the opportunity. And
the expectations around service should be very clear.
3. Remember that timing is everything. You may get better results out of particular
corporations at different times of year.
4. Have realistic expectations. Many corporate volunteer efforts are for shorter projects.
It can be difficult for corporate volunteer coordinators to commit volunteers for longerterm projects (such as mentoring). However, they could be an excellent fit for service
projects or other group activities.
5. Consider corporations when looking for board members, too. They may not want
to volunteer as mentors, but corporate volunteers can fill gaps in the governance of
your program and can provide specific skills.
(Adapted, with permission, from Stevenson Consultants, Inc. [2001]. Winning volunteer
recruitment strategies: Techniques to increase recruitment and improve retention of volunteers
and members. Sioux City, IA: Author.)
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also send volunteers your program’s way. VISTA members help build program infrastructure and capacity. They are ideally suited to running mentor
recruitment campaigns and bring considerable skills, energy, and community connections to your program.
• SeniorCorps. RSVP (formerly the Retired Senior Volunteer Program)
deploys volunteers in both direct-service and capacity-building roles. In
recent years, RSVP has targeted highly skilled, recently retired baby boomers to help local programs build their infrastructure. You may be able to get
help with marketing, advertising, desktop publishing, or event planning
from an RSVP volunteer.
These CNCS programs will work with you to identify areas where you may
need assistance and help recruit individuals who can give you specific support. Contacting the CNCS office in your state is a good starting point for
finding out how to fit SeniorCorps and AmeriCorps resources to your recruitment needs. To find contact information for your state, go to www.nationalservice.gov and see National Service in Your State on the lower left.

Developing a Formal Recruitment Plan
To this point you’ve done all the background work you can and have considered a wide variety of specific recruitment strategies. Now it’s time to put it all
together and create a formal recruitment plan.
The worksheets that follow on pages 52–54 can help you organize your plan.
These worksheets chart the details and logistics of your efforts. This plan
format works well both in print and on newsprint or whiteboards. You may
also choose to write up your plan in a more formal report style that could
be presented to your board or other stakeholders. Editable versions of these
planning tools are also available on the National Mentoring Alliance Community of Practice Web site so that you can adapt them more easily.
• The Marketing Strategies worksheet will help you organize marketing-related tasks, such as adding mentoring information to your main YouthBuild
program Web site, creating e-mails or flyers you can distribute to your targeted communities, and sending out press releases to announce the launch
of the mentoring program.
• The Recruitment Activity worksheet can help you organize roles and responsibilities around tasks such as recruitment presentations and exploring
partnership agreements with local businesses and organizations.
• The Recruitment Timeline worksheet provides a simple way to see how all
of your efforts map out over the course of the year. Remember, recruitment
is an ongoing effort that happens throughout the year, not a one-time task
at the beginning of the YouthBuild program cycle.

Recruitment of Mentors
Throughout the Year
While most of your recruitment
will take place prior to the
beginning of the YouthBuild
year, you should think of
recruitment as a year-round
activity. Your program can
never have enough mentors.
Reasons for ongoing
recruitment include:
• Some youth may need to
be rematched if their initial
match ends prematurely
• New youth might enter the
program over the course of
the year
• Youth may want to transition
to a new mentor for their
post-graduation period
• Mentors waiting to be
matched can be used
creatively to assist with
service projects, training
events, and networking
opportunities—put any extra
“human capital” to use!
If you already have matches in
place for all participating youth,
let newly recruited volunteers
know that they may have to
wait until the next program
year to be matched, but that
your program will keep them in
mind if any opportunities for a
match come up unexpectedly.

Keep in mind that most successful recruitment plans address the following
components:
• What. What is the approach? What are the goals of the specific strategy?
• How. What little steps and small tasks make up the larger strategy? What
resources (time, money, skills) are needed to make it happen?
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• Who. Clearly delineate who has responsibility for each task and make sure
they have the skills to do the job.
• When. Timelines are important. Not only do you need to make staff time to
do recruitment tasks, you also need to coordinate your efforts with happenings like National Mentoring Month (January of every year), other local
volunteer drives, and the annual cycle of your program services (for example, most academic-based programs do the majority of their recruitment
work during the summer months when staff are not as busy working with
matches).
• Where. Recruitment often means getting out into the community or placing messages at strategic locations. Your plan will need to detail the logistics
and locations.
• A review and revision process. Your plan should set goals and benchmarks
that you can track your progress against. Review your overall strategy at
least quarterly to see if it is meeting expectations. Remember, once the initial plan is complete, don’t feel like it’s set in stone. You may find that some
of your approaches work better than others; your plan should be revised
accordingly.
The process of planning for recruitment (and developing a plan) outlined in
this chapter should provide all of the structure and strategies your program
needs to recruit appropriate numbers of mentors. Just remember that mentor
recruitment is about effort. You will get out of it exactly what the staff puts
into it. See the guiding principles on pages 37–38 for more practical tips about
mentor recruitment.

Next Steps Once You Have Interested Recruits

Chances are that after each recruitment presentation you will have prospective mentors that are interested in formally applying to serve in your mentoring program. YouthBuild mentoring programs have some discretion in how
they handle prospective mentors from this point forward. Some programs
may wish to invite these individuals to a formal orientation session, where
you can explain things like YouthBuild mentor roles and responsibilities and
the steps in becoming a mentor in more detail than you probably covered
them during a recruitment presentation or in your program brochure. See
Chapter 6 (Training Mentors) and the Training YouthBuild Mentors publication for more on initial orientation sessions.
Other programs may choose to contact interested parties on an individual
basis and explain the next steps in filling out an application and going
through the screening process.
Regardless of how your program chooses to handle interested volunteers,
make sure that you:
• Have all interested mentors fill out a formal application and any other associated paperwork. Nothing will frustrate a prospective mentor more than
delays in the process because you forgot to have them fill out a form or get
their permission to conduct a background check.
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• Explain the screening steps and timeline for becoming a YouthBuild mentor. Be sure they understand the screening process, especially what types
of background checks you will run and any in-person interviews or other
screening mechanisms you employ.
• Review the overall mentoring timeline, including the pre- and post-match
training that all mentors must go through. Prospective mentors need to
understand just how important pre-match training is and need some lead
time to arrange their schedules to participate.
• Provide potential mentors with any additional information that can prepare
them for their mentoring role. Now is an excellent time to provide additional information about YouthBuild and the characteristics of the students
they may be matched with.
• Answer any and all questions they have about the process. Being responsive
to the initial questions they have can help build rapport with new mentors
and ease their fears about the experience.
If your hard work and diligence around mentor recruitment has paid off, you
will have a strong pool of mentoring candidates to build on at the beginning
of each program year. But remember, filling out that application is just the
first step on the road to becoming a mentor. Later chapters in this manual
cover the critical post-recruitment steps of screening, training, and matching
mentors.

Forms you can use
Pages 39–54 provide samples
of the program forms and tools
discussed in this section.
Please note that all of the
sample forms, worksheets,
and planning tools provided
in this publication are also
available as editable files on
the YouthBuild USA National
Mentoring Alliance Web site at:
http://youthbuildmentoring
alliance.org/sample-forms/

Additional Guiding Principles for Mentor Recruitment
The following general principles can help you start your recruitment efforts from a realistic
and practical point.
1. Remember that recruitment is part of everything your mentoring program
does. Not all recruitment happens within the context of a plan. You may have planned
presentations at local businesses, PSAs on the radio, and a booth at community events,
but recruitment is just as likely to happen in a casual conversation at the grocery store
or at a barbeque hosted by one of your mentors on a Saturday afternoon. It can happen
anytime, anywhere.
Your program is engaged in recruitment 24 hours a day, seven days a week. Every time
you interact with a community member or a potential volunteer, whether through an
e-mail, a marketing campaign, or a personal conversation, you are leaving an impression
about your program. You are conveying something (hopefully positive) about the work
you do and the quality of your services. All of these impressions affect how potential
mentors view you and your mentoring opportunity.
2. Know that everyone (staff, advisory committee members, current mentors,
students, community partners) has a role to play. While most recruitment efforts in
mentoring programs fall on the shoulders of the mentoring coordinator, almost every
person your YouthBuild program touches has a role to play in making recruitment
effective. Many programs place far too large a burden on one person while ignoring the
rich tapestry of resources that other players bring to the table (see page 28 on doing an
inventory of community connections).
3. Be realistic. One of the biggest mistakes mentoring programs make is overestimating
the recruitment success they will have, especially in new or start-up programs. This is a
common problem for programs operating on grant or foundation dollars. In an effort
to secure funding, their grant proposals often promise unrealistic numbers of matches.
All this does is set them up for failure (of course, the only true failure is no matches, but
staff can become discouraged when benchmarks—realistic or otherwise—are not met).
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Guiding Principles for Mentor Recruitment (cont. from page 37)
Since YouthBuild USA National Mentoring Alliance funding levels are directly tied to
the numbers of youth served at each program, be realistic about your recruitment and
match goals when requesting funds.
Start small and build momentum. Considering that many of the best recruitment
methods involve using your current mentors, recognize that it will take time to build up
that pool of recruiters. But keep in mind that mentoring is among the most intensive
volunteer commitments you can ask someone to make. Many people that you talk to
will not have the time, personality, values, and commitment to serve as a mentor in your
program, and sometimes your “batting average” in mentor recruitment will be small. So,
keep your goals modest and realistic to start with, building on whatever initial successes
you do have.
4. Be determined and resilient. Don’t get discouraged when the going gets tough.
This is especially true in approaching organizations and groups that could potentially
supply large numbers of volunteers. It can take several attempts to find the right point
of entry into a local business. They are likely bombarded with requests from all kinds of
community organizations—if they say no once, it’s not necessarily a sign that they are
uninterested. Keep trying. Getting your foot in the door often comes after building a
personal relationship with a key figure, and that can take time.
Remain positive and focused on your goals. As author Richard Bach once wrote, “Argue
for your limitations, and sure enough, they’re yours.”
5. Be creative. Mentoring coordinators always ask “What are the surefire ways to recruit
volunteers?” Unfortunately, there really is no right answer to that question. Programs
need to find what works for them rather than blindly emulating what someone else did.
For recruitment to work, you have to be creative.
6. Be flexible. Flexibility comes into play over time. Not every idea you try will work, but
some may exceed your wildest expectations. It is possible to shift gears and try new
things without scrapping your recruitment plan entirely. Just remember that when
recruitment is tough, the best thing you can do is stay positive, brainstorm some
creative new ideas, and mix things up as needed.
7. Know your strengths and limitations. Those who do recruitment in mentoring
programs need to have the proper skills to do their jobs effectively. Successful volunteer
recruitment requires a broad set of skills, including:
ӹӹ
ӹӹ
ӹӹ
ӹӹ
ӹӹ
ӹӹ

Public speaking
Interpersonal communication
Writing and editing
Basic youth development concepts and programming
Self-motivation
Marketing

Not everyone has all of these skills. But if you are creative in how you assign your
recruitment tasks, you can make sure that each of these areas is covered.
8. Track your efforts. How are people finding you? How many potential mentors do you
have to tell about the opportunity for each one that says yes? Are potential mentors
connecting with your messages and motivations? The easiest way to track this is to have
a “How did you hear about us?” question on your volunteer application and to ask those
who contact you by phone or e-mail. Tracking things like Web site hits, dissemination of
print materials, and how many friends and family members current participants bring
into the fold can also help. Build in periodic points where you review how each strategy
is working and retool accordingly.
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Defining our Mentors
Personal qualities

Demographics

General groups

• e.g., Dependable

• e.g., Age 21+

• e.g., YouthBuild graduates

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•
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YouthBuild Mentor Description

Sample

In YouthBuild programs low-income young people receive education, job skills, personal development opportunities, leadership skills, and a chance to get their lives headed in a positive direction. YouthBuild mentors
provide support to their mentees as they go through the YouthBuild experience, as well as ongoing support to
graduates in order to ensure their continued educational, personal, and professional success. Mentors are a key
part of the YouthBuild community, supporting the learning, development, and exploration of the students.
Description of a YouthBuild mentor
A mentor is an individual who wants to have an impact on a young adult’s life. They are a trusted person, who
is caring and provides positive solutions and support. As a mentor, you will have the opportunity to provide
access to people, places, and things outside the mentee’s daily routine and environment. As a mentor you will
use the Life Plan, a written statement of the goals of the young person, as an ongoing touch point for your
mentoring relationship.
Mentor qualities
• Caring
• Active listener
• Flexible, open, and approachable
• Dependable and enthusiastic
• Nonjudgmental attitude expressed as unconditional love and support
• Committed
• Resourceful and able to support mentees as they strive toward their educational or career goals
Mentor responsibilities
• Attend mentor orientation and four hours of pre-match training sessions.
• Make a commitment of a minimum of 15 months to mentoring a YouthBuild student.
• Meet in-person with mentee for four (4) hours per month. Additional contact each month by phone or
e-mail is also allowed, as needed.
• Focus attention on the student’s YouthBuild Life Plan.
• Participate in quarterly service or group mentoring activities.
• Communicate twice a month with mentor coordinator.
• Participate in all ongoing training sessions.
• Attend program ceremonies, including a matching ceremony and a match celebration at the end of the
program year.
• Provide all needed data for program evaluation.
Mentor eligibility requirements
• Must be over 21 years of age
• Must complete an application
• Attend a face-to-face interview session
• Pass criminal record and child abuse registry checks
• Satisfactory employment and personal reference checks
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Sample

Time commitment
Volunteers will be matched with a youth for a minimum of 15 months (approximately nine months during the
program year and six months post-graduation, or equivalent, depending on the YouthBuild program cycle).
Benefits
• Be instrumental in reinforcing a sense of hope
• Guide young adults towards achieving their education and career goals, while gaining a new friend
• Experience the fulfillment of watching a YouthBuild student grow, develop skill, and gain confidence
• Enhance growth by modeling good values and judgment
• Become a part of a new network of change agents
• Learn about different cultural and socio-economic backgrounds
Agency contact person
[Mentoring coordinator’s name and contact information]
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Developing a YouthBuild Mentor Description

Statement of purpose and the mentor’s role:

Duties and responsibilities:

Time commitments:

Mentor qualifications:

Benefits to mentors:

Agency background information:

How to apply:
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Mentor Recruitment Handout

Sample

What is mentoring?
Mentoring is a mutual relationship and partnership between two individuals who share common interests. A
mentor is a trusted adult friend with a long-term, consistent commitment to providing guidance and support
to a young person. By engaging a mentor, a young person should feel empowered to take greater responsibility for his or her life, family, and community.
YouthBuild mentoring project
In YouthBuild, mentoring provides young people the opportunity to explore career options, seek leadership
guidance, educational resources, support with developing social and decision-making skills, and continue to
build a positive, supportive social network.
The YouthBuild mentor's role
As a mentor, you will provide access to people, places, and things outside the student’s daily routine and environment. Essentially, as a mentor you will help your mentee through the YouthBuild program and help support
him or her during transition from a graduate to a productive citizen.
Mentor responsibilities (Adjust according to program requirements)
• Attend orientation and four hours of pre-match training sessions.
• Make a 15-month commitment to a young person.
• Meet in-person with mentee for four (4) hours per month. Additional contact each month by phone or
e-mail is also allowed as needed.
• Focus attention on the student’s YouthBuild Life Plan.
• Participate in occassional service or group mentoring activities.
• Communicate as required with mentoring coordinator.
• Participate in all ongoing training sessions provided.
• Attend all program ceremonies, including a matching ceremony and a match celebration at the end of the
program year.
• Provide all needed data for program evaluation.
Next steps
If you are interested in becoming a YouthBuild mentor, please contact the YouthBuild mentoring coordinator
to learn more about how to apply.
If you have any questions, please contact:
[Your name]
[E-mail address]
[Phone]
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Mentor Application
SECTION ONE: GENERAL INFORMATION

Name ___________________________________________________________________________________
Address _______________________________________________________________ Apt. ______________
City __________________________________________________ State ___________ Zip _______________
How long have you lived at this address? _____ years (if less than five years, please list previous addresses
below).
Date of birth ___________________________

Work phone _________________________________

Home phone _________________________________ Cell phone __________________________________
E-mail ___________________________________________________________________________________
Alternate contact _________________________________________________________________________
(This can be a cell phone or e-mail address)
Marital status:  Single  Married  Divorced  Separated
Children:  Yes  No
Child name _________________________________________________________ Age _________________
Child name _________________________________________________________ Age _________________
Previous addresses:
Address _________________________________________________________________________________
Dates ___________________________________________________________________________________
Address _________________________________________________________________________________
Dates ___________________________________________________________________________________
Address _________________________________________________________________________________
Dates ___________________________________________________________________________________
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Mentor Application (cont.)

Form

SECTION TWO: EMPLOYMENT INFORMATION
Occupation ________________________ Employer name ________________________________________
Title ____________________________________________________________________________________
Employer phone ______________________________________________ Fax ________________________
E-mail ___________________________________________________________________________________
Length of employment: From _______________________________ to _______________________________
Name of supervisor ______________________________ Title _____________________________________
SECTION THREE: BACKGROUND SCREENING (this information will be kept confidential and secure)
Will you agree to have the YouthBuild program check your background through federal and state agencies for
criminal records and child abuse and neglect proceedings?  Yes  No (A “no” answer means you will not
be considered as a YouthBuild mentor.)
Social Security Number ____________ - __________ - ______________ (Required for criminal records check)
Do you have a valid Driver’s License?  Yes  No
State issue ______ Issue date_________ Expiration date _________ Number _______________________
Have you ever been convicted of a crime? ______ If “Yes”, please explain _______________________________
________________________________________________________________________________________
SECTION FOUR: MENTORING INFORMATION
Why do you want to be a mentor?
________________________________________________________________________________________
Do you have any previous experience volunteering, mentoring, or working with youth?
________________________________________________________________________________________
Do you have any hobbies or special skills?
________________________________________________________________________________________
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Mentor Application (cont.)

Form

What support or resources would you need to be successful as a mentor?
________________________________________________________________________________________
As a youth, did you have a mentor? What was successful and challenging about being mentored?
________________________________________________________________________________________
REFERENCES
Please list the names, addresses, and phone numbers of two personal character references, plus one employer
reference. Please list only nonrelatives you have known for at least a year.
Personal reference 1: Name _____________________________________________ Years known ________
Address _________________________________________________________________________________
City ___________________________________________________ State ________________ Zip ________
Phone ______________________________ Relationship _________________________________________
Personal reference 2: Name _____________________________________________ Years known ________
Address__________________________________________________________________________________
City ________________________________________________ State ________________ Zip ___________
Phone _____________________________ Relationship __________________________
Employer reference: Name _____________________________________________ Years known _________
Address _________________________________________________________________
City _______________________________________________ State ________________ Zip ____________
Phone ______________________________ Relationship _________________________________________
Please read the following carefully before signing:
By signing below you attest to the truthfulness of all information listed on this application. You agree to let our
program confirm all information listed and to conduct a federal and state criminal records check.
I have read and understood the program’s rules, regulations, and responsibilities for becoming a mentor. If
selected I will follow the rules of the program and be a dedicated mentor. I agree to the time commitment to
my mentee of 4 hours a month for 15 months.
Signature _________________________________________________________________ Date __________
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Mentor Recruitment Location Brainstorm
Category

Specific group
or location

What we know about
this group or location

Worksheet

What could they provide
(best case scenario)

Local businesses

Service organizations

Professional
organizations and
associations

Civic and cultural groups

Faith-based institutions

Universities, community
colleges, and other
educational settings

Government agencies

Public spaces (malls,
parks, libraries, etc.)

Military bases and police
precincts

Other

Other
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Inventory of Resources for Mentor Recruitment
Staff Resources
YouthBuild staff member

Community Connections
YouthBuild contact (staff,
volunteer, parent, board
member, etc.)
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Worksheet

Hours per month for
recruitment activities

Skills that can help with
recruitment

Community connection
(individual, business,
organization, church, etc.)

What that connection might
provide (skills, access, resources,
networking, etc.)

Inventory of Resources for Mentor Recruitment (cont.)
Partnerships and In-Kind Resources
Partner (organization, business, What is currently provided
individual, etc.)

Financial Resources
Resources

Amount

Worksheet

What might be provided
in the future

Timeframe (how long this
money is supposed to last)

Recruitment budget

Marketing budget

Other financial resources
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Volunteer Motivations and Barriers
Motivation

Demographic motivations
(cultural, ethnic, religious,
socioeconomic; driven by identity)

Generational motivations (“passing
it on,” giving back)

Community motivations (specific
needs, general support)

Social motivations (meeting the
expectations of peers, family, or
social groups)

Enhancement motivations (selfesteem, feeling needed)

Other:

Other:

Other:

50

How can we take advantage of
this motivation?

Worksheet

Slogans, messages, images,
approaches

Volunteer Motivations and Barriers (cont.)
Barrier

Worksheet

Our response

Mentoring is too time-consuming

Worried about working with youth’s family

Recruits don’t live in our part of town

Don’t know what to do with mentees
when they meet

Mentoring is too emotionally involving

Don’t understand the YouthBuild mission

Other:

Other:
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Strategy

Group(s) targeted

Marketing Strategies
Core messages,
motivations, barriers

Resources needed

Timeline

Persons responsible

Worksheet
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Activity

Targeted
group(s)

Recruitment Activities
Recruitment
goal(s)

Messages,
motivations,
barriers

Specific steps

Resources
needed

Timeline

Persons
responsible

Worksheet
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Sept

Oct

July

Aug

Sept

Oct

Recruitment Presentations and Other Activities

Marketing Activities
July
Aug

Recruitment Timeline

Nov

Nov

Dec

Dec

Jan

Jan

Feb

Feb

Mar

Mar

Apr

Apr

May

May

June

June

Worksheet

Chapter 4

RECRUITING AND ORIENTING
YOUTHBUILD STUDENTS

While recruiting YouthBuild mentors is obviously important, one overlooked
aspect of running a mentoring program is getting youth interested in participating. This may be especially challenging as many YouthBuild students may
not feel like they are ready for (or even worthy of) a mentor’s time and attention. They may be confused about what a mentor does or how the mentoring
program relates to the rest of the YouthBuild experience. They might also
have part-time jobs or family responsibilities that leave them unsure about
the time commitments of participating in a mentoring program.
YouthBuild mentoring coordinators should begin each program year by providing an orientation to all of the 16- to 18-year-olds enrolled in the YouthBuild program. This orientation should be part of the standard YouthBuild
enrollment process. The initial Mental Toughness training is an ideal time
to present on the mentoring program. Remember that your goal is to maximize the amount of time students are mentored while in YouthBuild, so that
matches are strong and ready to continue after graduation.
All YouthBuild enrollees in the eligible age range should be given information
about the mentoring opportunity so they can make an informed decision.
Youth who are enrolled in pre-YouthBuild services or academic courses are
also eligible, provided the pre-YouthBuild services meet certain strict criteria.
See page 56 for additional information on involving pre-YouthBuild students.
If your program is also delivering mentoring to 19- to 24-year-olds (using
non-OJJPD funds), then the beginning of the year is an ideal time to recruit
them into the program as well.
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Youth Eligibility
In addition to meeting the age requirements, prospective mentees should be
able to meet a number of other program requirements. Ideally, mentees will
be:
• Able to attend all match meetings and group activities. Because most
meetings will occur outside of regular YouthBuild classroom and worksite hours and locations, mentees must have the time available to meet on
a regular basis (four contact hours per month; two per month during the
YouthBuild year, weekly after graduation).
• Available to participate in all pre-match and post-match training. As
with mentors, young people also need plenty of preparation for the match.
• Willing to participate in program data collection and evaluation activities. This may require formal parent or guardian permission, depending on
the age of the mentee and the type of information being collected.
Enrolling Pre-YouthBuild Students in the YouthBuild Mentoring Program
Because many YouthBuild students in the eligible age range for National Mentoring
Alliance funds participate in what are known as “pre-YouthBuild” programs, YouthBuild
USA will allow their participation so long as they and the YouthBuild program meet
the following criteria.
Students in pre-YouthBuild programs and YouthBuild charter schools are eligible to
be counted as part of the OJJDP National Mentoring Alliance grants under these
conditions:
1. YouthBuild values of respect, leadership development, opportunity, communitybuilding, and holistic programming are embedded in the pre-YouthBuild program
or YouthBuild charter school.
2. Pre-YouthBuild students are involved in formal decision making and governance
through a mechanism such as a policy committee.
3. The staff teaches, or otherwise relates to, the YouthBuild students and preYouthBuild or YouthBuild charter school students.
4. All staff in pre-YouthBuild programs and YouthBuild charter schools will get the
same training in best practices of mentoring as all YouthBuild staff.
5. The YouthBuild program will make a 15-month commitment to each match,
whether in YouthBuild, pre-YouthBuild, or a YouthBuild charter school. If a preYouthBuild student transitions to YouthBuild in the course of the 15 months,
support for the match is maintained. In other words, the 15-month clock starts
when the formal match begins.
6. Each mentee in the pre-YouthBuild or YouthBuild charter school will develop and
use a YouthBuild Life Plan (or equivalent) as the cornerstone of the mentoring
relationship.
7. The three assessments (pre-match, at graduation or completion, and the end of
15 months) will be administered to each mentee in pre- YouthBuild or YouthBuild
charter school.
8. All data will be collected and submitted for all matches in pre-YouthBuild and
YouthBuild charter school, as for YouthBuild matches.
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When are youth ready for mentoring?
One of the common misconceptions of mentoring is that all youth can benefit
from a program-provided mentor at all times. In reality many youth, because
of personal, psychological, or behavioral issues, may not be in a place where
they can form a trusting, mutual, respectful relationship with a new adult.
While the mentoring opportunity should be open to all, do not push a student
to participate if they are reluctant. Your program may have benchmarks for
the number of matches made, but pushing youth into mentoring will only
result in missed meetings, frustrated volunteers, and failed matches.
You can consider YouthBuild students ready for the mentoring experience
when they:
• Have completed the initial YouthBuild Mental Toughness or other readiness
training.
• Are having positive interactions with YouthBuild staff and other students in
the classroom and at the work site.
• Are successfully participating and completing assignments in other YouthBuild activities.
• Have expressed some interest about goals or changes they want to make for
the future.
• Have received information about the program and expressed interest in
participating. Ideally, students should be able to articulate what the role of
a mentor is and how they expect to benefit from the experience (this step
might only come after they have attended a formal orientation where concepts of mentoring are explained; see below for tips on conducting a mentee
orientation).
Recognize that some students may be ready for mentoring very early in the
program year, while others may not be ready until a few months into the program when they really start to connect with YouthBuild staff and activities.
So while your goal should always be to make as many matches as possible at
the beginning of the year, think of mentee recruitment as an ongoing process.
Providing mentors only when students are ready for them will ensuring longer and stronger matches and maximize the number of students your mentoring program serves.

Conducting an Orientation for YouthBuild Mentees
To get YouthBuild students interested in the program, the mentoring coordinator should hold an initial orientation session that covers the following
topics (this can be delivered individually or in small groups to new enrollees
once the year begins):
• Why a young person would want a mentor (see sidebar for potential slogans
and selling points).
• How mentoring can enhance the YouthBuild experience (highlight increased social networking, access to more opportunities to learn and
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advance their careers, individualized help in reaching goals, and the fact
that mentoring should last past graduation for extra mentee support).
• When and where matches meet and what typical mentoring activities look
like.

Getting Young People
Interested In Mentoring
When orienting YouthBuild
students to the opportunity to
have a mentor, be sure to tell
them that a mentor will:
• Help them reach their goals
• Provide advice if requested
• Help brainstorm solutions to
challenges
• Listen and support them
without judgment
• Connect them to careers,
opportunities, and other
mentors
• Teach them new skills
• Extend the support of
YouthBuild beyond their
graduation from the
program
• Treat them with love and
respect

• Mentee responsibilities for participation (frequency of meetings, duration
of match, data-collection responsibilities, program rules of conduct).
• The next step is signing up for the mentoring program (application, parent
permission forms, etc.). See the end of this chapter for mentee enrollment
forms, parent permission letters, and other sample tools related to student
sign-up.
After your mentoring program is well established, ask some past mentoring
participants to help you refine your appeals to new YouthBuild students. Ask
them, having been through the mentoring experience, what they think the
main selling points should be.

Using the Ready for Mentoring guide
YouthBuild USA will provide all National Mentoring Alliance programs with
copies of the Ready for Mentoring guide to share with students during orientation and beyond. The guidebook will provide:
• Valuable information for young people that will help frame the mentoring
experience
• Self-assessment questions to get them thinking about how they might use
a mentor
• Tips for managing their own responsibilities in the relationship
• Advice on approaching new mentors throughout life
• Reflection activities and journaling exercises that they can turn to throughout the year
Electronic copies of the guide are available on the YouthBuild USA National
Mentoring Alliance Community of Practice Web site at http://youthbuildmentoringalliance.org.

Preparing Mentees For Matching
If students like what they hear during the mentoring program orientation and
want to sign up to receive a mentor, follow these steps to get them into the
program and ready to be matched:
1. Collect completed youth applications (and parent permission forms, if
needed). Some of the data your program needs will likely have been collected when the student enrolled in YouthBuild, so you may want to use a
truncated, mentoring-specific application that collects any data you do not
already have.
2. Have a one-on-one interview with each young person to assess their level
of readiness to participate in a match.
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3. Ask if the student already has a specific mentor in mind. If he or she
does, that can save time and effort on recruitment and builds on the youth’s
own preferences and choice. Some students might have a former teacher,
coach, minister, or probation officer, or other adult who has been supportive and might be happy to become an official mentor. If not, find out what
qualities they are seeking in a mentor and what goals they have that a mentor might help them with.
4. Provide any needed pre-match training. Many of the mentor training
activities found in the Training YouthBuild Mentors guide can be adapted
for use with students. Content from the Ready for Mentoring guide can also
be adapted for this purpose. Pre-match training can further enhance their
readiness for the match, provide icebreakers for early match meetings, and
help them develop skills that they can use as they start building trust in the
relationship. Role plays are an especially good way to get students to see
themselves in the mentee role.
5. Administer pre-match assessment and evaluation instruments. See
Chapter 11 for details about which instruments to use and any specific data
that need collecting.
6. Explain the next steps in the matching process. It can take some time
to find the right match for a student, so let them know what the process
looks like and how long it might take (see Chapter 5 for details about how
matches are made).

Forms you can use
Pages 60–64 provide samples
of the program forms and tools
discussed in this section.
Please note that all of the
sample forms, worksheets,
and planning tools provided
in this publication are also
available as editable files on
the YouthBuild USA National
Mentoring Alliance Web site at:
http://youthbuildmentoring
alliance.org/sample-forms/

59

Parent/Guardian Permission Letter

Form

Directions: If permission for the student to participate in the mentoring program was not requested on the general
YouthBuild application, you will need to get such permission from parents before matching students. The sample text
below can help you craft a permission letter. Be sure to include brochures and other information about the mentoring
program when sending out these letters.

To the parents or guardian of

____________________________________ [name of YouthBuild participant] has been invited to participate
in [name of YouthBuild agency]’s mentoring program, which matches YouthBuild students with a community
volunteer who has agreed to serve as a mentor. The mentor’s role is that of a friend, coach and guide. Mentors
meet regularly with their mentees, typically once a week. They will participate in many activities that can offer
new opportunities for the student, such as going to cultural events, visiting a workplace, doing service projects
together, or just having fun. We believe that having a mentor can help our students be successful in YouthBuild. The primary role of the mentor is to assist the student in achieving his or her life goals in areas such as
further education, jobs and careers, positive family and friendship networks, health and well-being, and financial literacy. We hope that you will grant permission for your son or daughter to participate in the mentoring
program.
Our sponsoring agency carefully screens volunteers to be sure they meet the qualities we seek in mentors, and
we offer ongoing support and guidance to both the mentor and student to help make the relationship successful over time.
Please read the enclosed materials, complete and sign the enclosed form(s), and return it to us in the envelope
provided. If you have any questions, please feel free to contact me.
I look forward to hearing from you.
Sincerely,
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Contact and Information Release

Form

Directions: This form is to be completed by the parent/guardian or mentee if the mentee is under 18 years of age. This
form may not be needed if permission to participate is requested on the general YouthBuild application. If the mentee
is over 18, modify this form so that he or she can authorize the release of information.

YouthBuild student ___________________________________________________ Date ________________
YouthBuild srogram ________________________________________________________________________
I authorize YouthBuild to obtain any needed information regarding my son/daughter from his/her YouthBuild
program staff, including academic and behavioral records and conversations with teachers, counselors, and
other administrative staff. I authorize the program to interview my son/daughter for the purposes of matching
them with an appropriate mentor. I also authorize any additional information gathering and data collection for
the purposes of program evaluation and assessment.
Further, I understand that basic information about my child will be anonymously (without names) shared with
a prospective mentor(s) to aid in determining a suitable match. Once a mentor/mentee match is determined,
my child’s identity and other relevant information will be shared with the mentor to the extent it aids in facilitating a successful match.

Parent or guardian signature ________________________________________________________________
Date _________________
Parent or guardian name ___________________________________________________________________
Address __________________________________ City _________________ State ______ Zip __________
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Form

Youth Interest Survey

Directions: This survey will help the YouthBuild mentoring program learn more about you and your interests and
help us find a good match for you. Be sure to complete the entire survey.

What are the most convenient times for you to meet with your mentor? Please check all that apply.
 Weekdays  Lunchtime  After school  Evenings  Weekends  Other ______________________
What careers are you interested in?
________________________________________________________________________________________
What is one goal you have set for the future?
________________________________________________________________________________________
If you could learn something new, what would it be?
________________________________________________________________________________________
Do you speak any languages other than English? If so, which languages?
________________________________________________________________________________________
If you had a whole day to do whatever you wanted, what would you do?
________________________________________________________________________________________
Circle ALL the words that describe you:
Quiet
Talkative
Shy
Adventurous
Helpful
Moody
Lonely
Outgoing
Popular

Friendly
Happy
Cautious

Funny
Sad
Loud

Serious
Active
Hopeful

What is your favorite …
Music group? __________________________________ Food? ____________________________________
						
Famous person? ________________________________ Movie? ___________________________________
						
Book or story? __________________________________ Video or computer game? ____________________
		
School subject? _________________________________ Place to hang out? __________________________
			
Physical activity? ________________________________ Time of year? ______________________________
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Youth Interest Survey (cont.)

Form

List two things you hate to do:
1. ______________________________________________________________________________________
2. ______________________________________________________________________________________
List at least two things you think you do well:
1. ______________________________________________________________________________________
2. ______________________________________________________________________________________
What qualities do you value in yourself?
________________________________________________________________________________________
________________________________________________________________________________________
What qualities do you value in an adult?
________________________________________________________________________________________
________________________________________________________________________________________
Are there any other issues of importance to you that you would like to share with your mentor?
________________________________________________________________________________________
_______________________________________________________________________________________
Why are you interested in participating in this program?
________________________________________________________________________________________
________________________________________________________________________________________
What do you hope to get out of your mentoring relationship?
________________________________________________________________________________________
________________________________________________________________________________________
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YouthBuild Student Pre-Match Interview Form

Sample

YouthBuild student name:
Date:
Interviewed by:
“I need to ask you some questions about yourself that will help me match you with a mentor. Some of the questions are personal and I want you to know that what you tell me will be confidential, meaning I won’t tell your
parents or others unless you give me permission. However, I am required to report anything that indicates you
have done or may do harm to yourself or others. And some information, such as what you would like to do with
a mentor or things you are interested in, may be shared with a prospective mentor. Do you understand?”
1.

Why do you think you’d like to have a mentor?

2.

What type of person would you like to be matched with?

3.

Do you anticipate any difficulties in meeting with your mentor about two to four times a month?

4.

One of the mentoring program requirements is for you to communicate with the program staff once a
month about your relationship with your mentor. Are you OK doing that?

5.

What types of activities would you like to do with a mentor?

6.

What hobbies or interests do you have?

7.

How would you describe yourself?

8.

How do you think friends and family members would describe you?

9.

How do you like YouthBuild?

10. What careers are you interested in?
11. Tell me about your friends.
12. You have or will be developing your goals through your YouthBuild Life Plan. This will be a guide for the
relationship between you and your mentor, who will be assisting you achieve your goals. Is it okay to share
your YouthBuild Life Plan with your mentor?
13. Is there anything else you’d like me to know before we move forward in the mentoring program?

64

Chapter 5

SCREENING YOUTHBUILD MENTORS

All potential YouthBuild mentors should be diligently screened for both safety
and suitability. Before reviewing the specific screening methods your YouthBuild mentoring program will employ, let’s examine the general purpose of
screening in mentoring programs. Youth safety is paramount, but there are
other considerations, as well. Mentors need to be suitable for the role they are
about to embrace, and there are even ethical considerations to keep in mind
as you develop your screening approach. The work of Dr. Jean Rhodes and
others highlights several of the key ethical guidelines that all mentors must respect (see sidebar). Your screening process should be designed in such a way
that it only approves mentors who can live up to these ethical guidelines.

Note: Information provided in this chapter on specific background and reference
checks is adapted from The U.S. Department of Education Mentoring Program’s Guide to Screening and Background Checks, authored by the Nonprofit
Risk Management Center and published by the Mentoring Resource Center
(http://educationnorthwest.org/webfm_send/182/).
Also note that some of this information may have changed since that publication was released. YouthBuild programs are strongly encouraged to research the
processes that govern these checks in their local area and obtain the advice of
law enforcement and legal counsel when necessary to ensure that their screening
process is appropriate.

Ethical Guidelines for
Mentors
The following guidelines
for mentors are intended to
articulate the main qualities
that all youth mentors should
be able to bring to their
mentoring relationships.
Make sure that your screening
mechanisms help you
determine the applicant’s
ability to meet these criteria.
1. Promote the welfare and
safety of the young person
2. Be trustworthy and
responsible
3. Act with integrity
4. Promote justice for young
people
5. Respect the young person’s
rights and dignity
Adapted from “First Do No Harm:
Ethical Principles for Youth
Mentoring Relationships,” by Jean
Rhodes, Belle Laing, and Renee
Spencer, Professional Psychology:
Research and Practice, 2009, 40(5),
452–458.
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Overview of the Mentor Screening Process
While no system for screening mentors is ever perfect, following the steps
outlined here can ensure that you are performing due diligence in approving
only the most qualified and appropriate individuals. Detailed information
about specific background checks can be found at the end of this chapter.
Basic Mentor Screening Process
Step 1: Orientation Session

q
Step 2: Application Packet

q
Step 3: Formal Interview and Reference Checks

q
Step 4: Criminal and Other Record Checks

q
Step 5: Interpretation of the Results of Record Checks

q
Step 6: Final Determination About the Applicant

q
Next: Pre-Match Training and Preparing for the Match

1. Conduct a formal orientation for interested potential mentors
Some YouthBuild programs cover the content of these orientations (such as
mentor responsibilities) during recruitment presentations. Other programs
choose to offer a separate, formal orientation that goes into greater detail
about exactly what the mentoring experience entails. This allows prospective applicants one last chance to think about whether they will be a good fit
for what is being asked of them. The Training YouthBuild Mentors guide that
each YouthBuild USA National Mentoring Alliance program will receive has
content that you can use during these orientations.
These orientations serve as your staff ’s first chance to really get to know your
potential mentors. Be sure to note your initial perceptions of each participant,
start picturing them in the mentoring role, and look for information that
might help you determine if they will be both safe and up to the task.

2. Have prospective mentors fill out
your YouthBuild mentor application
A sample mentor application can be found at the end of this chapter. Your
packet might also include things like the mentor position description, your
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YouthBuild program brochure, and any other paperwork that the mentor
needs to review or fill out.
Go through your completed applications and see if there are any red flags or
admissions of criminal activity that would automatically disqualify someone.
Screening can be labor intensive, so only move forward with the rest of this
process for volunteers whose applications indicate that they would be a good
fit for your program.

3. Conduct a personal interview with each prospective mentor

Red Flags for Interviewers
These flags can be useful when
screening mentors (or even
hiring YouthBuild program
staff ).

Most programs like to conduct a personal interview before running criminal, driving record, and other formal checks. These checks can be somewhat
expensive and time consuming, and the personal interview allows you to
screen out inappropriate individuals before spending time and money on
background checks.

• Has unstable employment
and/or residence history

While you may have many informal conversations with prospective mentors
during the application process, the formal interview gives you a chance to ask
questions that expand on or clarify information gathered through the mentor
application and other screening forms. The questions should be open-ended
(not answerable by yes or no). This face-to-face exchange provides an excellent opportunity to evaluate an applicant’s communications skills, level of
enthusiasm, motivations, mannerisms (such as ability to make eye contact),
and their general comfort level in social situations.

• Exhibits low self-esteem

Likewise, applicants can raise their own questions and concerns regarding a
mentor’s role or the YouthBuild program’s policies and expectations, before
they become a mentor.
The sample interview on pages 83–84 offers some questions to ask prospective
YouthBuild mentors. Make sure you:
• Follow up any answers that feel “off,” raise concerns, or contradict information given previously with additional questions to get clarification.
• Don’t violate any state or federal employment or antidiscrimination laws
with the questions you ask.
• Avoid leading questions (“Tell me about your home life … ” is preferable to
“Do you have issues at home?”).

4. Conduct criminal background and other appropriate checks
The following checks need to be conducted on all potential YouthBuild
mentors:

• Engages in activities and
interests that primarily
involve children or youth
• Is unable to accept
responsibility or make
decisions
• Is fearful of adult world;
surrounds self with children
or adolescents
• Sees children or youth as
“pure,” “innocent,” or “clean”
• Acts over-anxious to obtain
a match
• Describes preferences
in being matched with
a youth with specific
physical attributes (i.e., long
blond hair and blue eyes;
slight stature and angelic
countenance)
• Prefers to be matched with
a vulnerable or emotionally
dependent child or
adolescent
• Abuses alcohol or drugs
• Has a criminal record—
crimes against children or
other crimes (including
misdemeanors) which
evidence immature behavior

• National criminal history check (or state records check for each relevant
state)
• Sex offender registry check
• Child abuse registry check (this check may not be available in your
program's state; see page 76 for additional information)
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• Employment verification (if applicable)
• Personal reference check
• Driving records check (if mentors will be transporting youth)
• Other checks required by your sponsoring organization
Since several of these checks can be expensive, only do them for mentors who
have made it past the interview stage with no red flags.
For each of the required checks, there are a number of things that mentoring
coordinators need to keep in mind, including the specific process for conducting the checks, what the results will include, how to interpret the results,
and potential problems with the check itself that programs should be aware
of. Detailed information about each of these checks can be found at the end
of this chapter, beginning on page 71.
Guidance on using the information these checks provide in making an ultimate determination about the suitability of a particular mentor applicant can
be found later in this chapter.

5. Interpret the results of records checks
Programs sometimes make the mistake of viewing a clean criminal history
as evidence that an applicant is perfectly safe and suitable. Unfortunately, no
criminal history records check can fully document these attributes. The lack
of a criminal history record can’t be used to predict future unlawful behavior.
When an applicant is found to have a record of criminal history, you should:
• Confirm, to the best of your ability, that the individual hasn’t been identified in error. This may require asking further questions of the applicant or
working further with a particular law enforcement agency to get the information needed to clarify the situation.
• Determine if there was a disposition for the crime (that the case has been
dismissed or that the applicant was convicted).
• Apply your YouthBuild program’s criteria for disqualification and mitigating circumstances (see below).
• Disqualify the applicant if he or she has been convicted of any disqualifying
offenses without sufficient mitigating circumstances.
• If there is an offense that does not warrant immediate disqualification, use
this opportunity to ask more questions and gather more information so that
you can make an informed decision.
Disqualifying criteria
The information you have gathered about an applicant should be interpreted
solely on the basis of that applicant meeting the requirements necessary to
successfully perform as a volunteer mentor.
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Permanent disqualifiers for YouthBuild mentors
• Prior history of abuse of children, sexual or otherwise
• Conviction of any other crime in which children were involved
• History of extreme violence or sexually exploitive behavior
• Termination from a paid or volunteer position caused by misconduct with
a child
• Failure to disclose a felony conviction, particularly anything related to
violence, abuse, or children
Mitigating circumstances
If your background checks do turn up some red flags, you will need to determine whether the information you found is enough to disqualify the mentor
or if he or she should be allowed to go forward with the application process.
Think about criteria such as:
• Whether or not the offense poses a risk to youth
• Level of offense (felony or misdemeanor?)
• Nature of the offense (violent? involving children?)
• Whether the charge resulted in a conviction or an acquittal
• Type of sentence
• Whether the applicant successfully completed probation
• Date of the offense (how long ago was it?)
• Additional offenses to the one in question (consider their total record of
behavior)
• Length of sobriety (if the offense was drug or alcohol related)
These mitigating criteria may be very important if you are planning on recruiting from among YouthBuild graduates or other groups who might have
some past criminal behavior on their records. Only your program and your
staff can determine what past criminal behavior is acceptable to approve or
reject (other than the main disqualifiers listed above).

6. Make a final determination to accept or reject the mentor
Once you have completed all background checks and the mentor interview,
it’s time to make a final determination about whether your YouthBuild program will accept or reject the applicant. Recognize that you have a lot of data
available to help you make this determination:
• Criminal records checks and other information from application forms
• Professional and personal references
• Information gathered during the interview
• Observations from program staff who have interacted with the applicant
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• Your own observations of the mentor’s personality, skills, and temperament
• Your gut instinct
Just because someone’s criminal history is acceptable doesn’t mean that they
can’t be rejected. You may have uncovered things through the interview process, reference checks, or during your interactions with the applicant during
training and orientation that make you uncomfortable about accepting him
or her into your program. For situations like these, your program’s screening
policy should provide direction for rejecting applicants based on noncriminal
history factors.

Forms you can use
Pages 81–86 provide samples
of the program forms and tools
discussed in this section.
Please note that all of the
sample forms, worksheets,
and planning tools provided
in this publication are also
available as editable files on
the YouthBuild USA National
Mentoring Alliance Web site at:
http://youthbuildmentoring
alliance.org/sample-forms/

For applicants that are accepted as mentors, send a letter of acceptance (or follow up with a phone call or e-mail) that clearly outlines the next steps in participating in the program, including upcoming pre-match trainings and the
details of how they will be matched with an appropriate YouthBuild student.
For those that you reject, send a simple letter saying that you do not have an
appropriate match for them at this time.

Next Steps: Moving Towards the Match
Just because you have approved a mentor for participation in the program, it
does not mean that screening is over. A prospective mentor must still complete your required pre-match training activities (see next chapter), which
is where you gauge how ready the mentor is to be matched with a student.
(Role plays are especially helpful in demonstrating how ready a new mentor
is to put the concepts of mentoring into action.) Think of screening and risk
management as an ongoing process and do not become complacent once your
mentors make it through the background check and interview stages.
For those mentors who do make it through your screening process, be sure
they understand the next steps:
1. Asking if they have any questions or concerns moving forward (they are
on their way to being matched, so now is the critical time to address any
hidden concerns or questions)
2. Pre-match training (make sure they know dates, locations, and details)
3. The match-making process, including the role, if any, of the mentee’s
parents or guardians and the YouthBuild staff

Additional information on background
checks and other screening tools
The following section provides detailed information about conducting the
required checks and screens for YouthBuild mentors. In most instances, programs are strongly encouraged to work with local law enforcement and other
professionals to determine the appropriate procedures in their state or county.
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National Criminal History Check
Contrary to popular belief, there is no such thing as a national or nationwide criminal history records check for
all crimes. Even the FBI database is not truly comprehensive, as it does not include misdemeanors or juvenile
records and only includes records that are sent from the county to the state and then forwarded to the FBI.
Fingerprint-based searches are the most reliable way to conduct criminal record checks and the least likely to
result in either a false positive or a false negative search result.
National Criminal Information Center (NCIC)
The FBI checks against the National Criminal Information Center database. The NCIC maintains a computerized
index of criminal justice information. Data contained in NCIC are provided by the FBI; federal, state, local, and
foreign criminal justice agencies; and authorized courts.
Access to the FBI database is governed by the state in which your program is located, so all requests go
through the individual state. The FBI is empowered to exchange criminal history record information with officials of state and local governments for employment, licensing (which includes volunteers), and other justice
purposes, if authorized by a state statute that has been approved by the U.S. attorney general. The state will
charge a fee to check its records in addition to the FBI charges. Fees vary by state.
How
To begin the process, contact your state’s criminal history records repository. Contact information for these
agencies can be found at www.doj.state.wi.us/dles/cib/sclist.asp.
Determine the procedures to follow for obtaining an FBI fingerprint background check for employment. The
state will forward the request to the FBI. Any matches found in the FBI record checks are confirmed through
fingerprint analysis before a report is sent to the state requesting the check. The state agency then sends its
report, which contains data from any state in the NCIC database, to the organization making the request.
Note: Some states have systems already in place that allow youth-serving organizations, such as mentoring
programs, to conduct these checks for free or little cost through their local law enforcement agencies. When
you contact your state records repository, be sure to ask if such an arrangement exists. Another reliable, lowcost option is SafetyNET, a service provided by MENTOR/ National Mentoring Partnership that provides access
to FBI fingerprint checks. See below for additional information about the SafetyNet service.

SafetyNET Criminal Background Check Service
One option for YouthBuild mentoring programs without an established process for criminal records checks is SafetyNET, a
service managed by MENTOR (the National Mentoring Partnership). Through SafetyNET, each FBI background check costs
only $18. There is a turnaround time of approximately five (5) business days from the time the background check materials
are received by MENTOR until the fitness determinations are e-mailed to the program from the National Center for Missing
and Exploited Children (NCMEC).
You can learn more about the SafetyNET option here:
• SafetyNET Web site: http://apps.mentoring.org/safetynet/
• SafetyNET fact sheet: http://apps.mentoring.org/safetynet/factsheet.adp
• Full SafetyNET manual: http://apps.mentoring.org/safetynet/manual.adp
If you have any questions about SafetyNET, please contact MENTOR by e-mail or phone:
• safetynet@mentoring.org
• Phone: (703) 224-2221
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National Criminal History Check (cont.)
The FBI requires that:
• Applicants must provide a complete set of readable fingerprints and sign a statement indicating whether
they have ever been convicted of a crime. If they have been convicted of a crime, a written statement must
describe the crime and the particulars of the conviction.
• Organizations must inform applicants that they may request a record check for the volunteer position
sought.
• Organizations must inform applicants of their rights to obtain a copy of any background report and to challenge the accuracy and completeness of the information with the agency providing the information before
final eligibility is determined.
Timeframe
The amount of time the state takes to send the request to the FBI varies. Be sure to allow at least several weeks
for processing, from the time the FBI receives the request from the state.
The poor quality of fingerprints submitted for identification is a common reason that FBI records checks take
as long as they do. The FBI reports that even when a trained technician takes the fingerprints, it has to reject
a significant percentage because they are unreadable. The FBI requires a complete set (all 10 fingers) of clear,
readable prints for noncriminal justice record checks.
What to expect and what you’ll get
An FBI Identification Record, often referred to as a criminal history record or rap sheet, is a listing of certain
information taken from fingerprint submissions retained by the FBI in connection with arrests and, in some
instances, federal employment, naturalization, or military service. If the fingerprints are related to an arrest, the
identification record includes the name of the agency that submitted the fingerprints to the FBI, the date of
the arrest, the arrest charge, and the disposition of the arrest (case dismissed or defendant convicted), if known
to the FBI. All arrest data included in an identification record is obtained from fingerprint submissions, disposition reports, and other reports submitted by agencies having criminal justice responsibilities.
Common problems and setbacks
The following problems can crop up when conducting this type of check. Many of these issues may result in
having to refingerprint the applicant or resubmit paperwork; other issues might require you to explore additional screening methods in order to determine an applicant’s fitness for the mentoring role.
• The fingerprint records aren’t readable
• The applicant is intimidated by going to the police station to get fingerprinted
• The fingerprinting agency has limited or inconvenient hours of operation
• The applicant has an illness (such as Parkinson’s or arthritis) or physical deformity (such as an amputation or
severe burn) that makes fingerprinting difficult or impossible
• The state doesn’t have a statute allowing access to the FBI Identification Record (you will need to put extra
emphasis on your other screening methods if this is the case)
• The applicant doesn’t wish to be fingerprinted (your policies should address the consequences of this)
• Delayed results discourage the applicant and he or she withdraws from consideration
• The items submitted to the FBI are missing or incomplete
• Offense codes don’t clearly indicate the crime, making it difficult to evaluate without more research
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State Records Checks
Each state establishes its own requirements for processing criminal history records checks, so the first step in
conducting a state records check is to determine what the rules and regulations are for the states from which
you will be requesting records checks. Most state records checks use a search based on names rather than on
fingerprints.
A list of state criminal history record repositories is maintained by the State of Wisconsin Justice Department
(http://www.doj.state.wi.us/dles/cib/sclist.asp). Be sure to verify that the information for your state is correct
before proceeding.
Tip: When using name-based criminal history record checks, verify the applicant’s identification with a driver’s license
or other official picture identification, such as a state-issued non-driver’s ID or a passport. Submit the applicant’s full
name, date of birth, current address, gender, and in most states, Social Security Number.
Timeframe
Timeframes for criminal history record checks vary from state to state. Most states report that they complete
state criminal history records checks within two to three weeks after they receive the request.
What to expect and what you’ll get
Most state-level checks will reveal only arrests and convictions for crimes that occurred within the state.
The reports vary from state to state, so be sure you find out what the reports will contain before you begin.
Tip: State criminal records checks do not suffice for individuals who have resided in multiple states. Check other states
of residence and employment or conduct FBI NCIC records checks to more adequately screen these applicants.
Common problems and setbacks
The following problems can crop up when conducting this type of check. Many of these issues may result in
having to refingerprint the applicant or resubmit paperwork; other issues might require you to explore additional screening methods in order to determine an applicant’s fitness for the mentoring role.
• County-level criminal records were not sent to the state
• Crimes that were committed before records were required to be kept don’t show up
• A backlog of requests can slow the process down
• Common names, aliases, legal name changes, and other name issues can increase false positives
and negatives
• A fingerprint check may be required to verify that the person is correctly identified
• False information was provided by the applicant
• Directions were not followed (make sure all your staff members know the appropriate procedures)
• Offense codes don’t clearly identify the crime, making evaluation more difficult
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Sex Offender Registries
The 1994 Jacob Wetterling Act requires states to register individuals convicted of sex crimes against children.
Megan’s Law, enacted in 1996, gives the states discretion to establish criteria for disclosure (how to publish or
distribute the information), but urges them to make private and personal information on registered sex offenders available to the general public.
Guided by similar state and federal laws, every state and the District of Columbia has established a sex offender
registry, a database of individuals who have been convicted of criminal sexual conduct ranging from child
molestation to rape.
On July 27, 2006, the federal Adam Walsh Child Protection and Safety Act was signed into law. This act specified
registration requirements for all sex offenders in every state and make failure to register a felony crime. The law
also required the U.S. Justice Department to create a publicly accessible Internet-based national sex offender
database that allows users to specify a search radius across state lines. The result is the Dru Sjodin National Sex
Offender Public Web site (www.nsopr.gov).
Although mandated by law, and with penalties for noncompliance, the registry is only as sound as the information submitted and entered into the database in a timely manner. KlaasKids Foundation (www.klaaskids.org/
pg-legmeg.htm) provides excellent information about sex offender registries, including a state-by-state assessment of the sex offender information available in each state and the District of Columbia.
How to access the registries
With the advent of the national sex offender registry, checking for registered sex offenders is a simple process.
Simply go to the Dru Sjodin National Sex Offender Public Web site (www.nsopr.gov) and use the search tool
provided.
What to expect and what you’ll get
Since each state and the District of Columbia are allowed discretion in how it will disclose public information
on sex offenders, there are 51 opportunities for variance in each criterion. States have great latitude in how they
arrange the information they do provide to the public. The national Web site recommends that any results be
checked against your state or local jurisdictions, which can provide additional information and clarify their
current criteria for registration.
Other considerations
The information provided in national and state databases is information of record—it may not reflect the current residence, place of employment, school, status, or other information concerning the registrant (offender).
Sex offenders are responsible for their own compliance, and each state has different rules. States’ methods for
tracking known sex offenders vary, as does how much personal information will be made publicly available.
Common problems and setbacks
The following problems can crop up when conducting this type of check. Many of these issues may result in
having to refingerprint the applicant or resubmit paperwork; other issues might require you to explore additional screening methods in order to determine an applicant’s fitness for the mentoring role.
• The registrant fails to register initially or upon change of address (many offenders go “underground” in an
effort to keep their past secret, making some of these databases incomplete).
• There is no photograph or the photo shown no longer resembles the registrant.
• Not enough personal data was supplied to differentiate between all the “John Smiths” in the registry (collect
more information from the applicant if you have doubts about the record's accuracy).
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Sex-Offender Registries (cont.)
• The search was made during the grace period (the number of days the registrant has to register a change in
circumstances). For this reason, you may want to check these records periodically to see if any of your mentors have new offenses.
• If the convictions were made prior to Megan’s Law enactment on January 1, 1996, the registrant may not
have been required to register in their particular state.
• The results were interpreted inaccurately (mistakes do happen).
• Name issues: common name, no middle initial, alias; maiden vs. married name; or legal name change resulting in multiple positives. Agencies must be extremely diligent in making sure that any positive results are
accurate before making a determination.
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Child Abuse Registries
Every state has developed procedures for maintaining records of child abuse and neglect. Most states maintain
some sort of central registry, which usually consists of a centralized, computerized database of child abuse and
neglect investigation records. The type of information, and access to that information, varies greatly from state
to state. The National Clearinghouse on Child Abuse and Neglect Information (NCCANI) provides an online
State Statutes Database that is searchable by state and type of statute: www.childwelfare.gov/systemwide/
laws_policies/state. YouthBuild mentoring programs should note that this check may be unavailable to them
for the state they operate in.
How to access the state registries
Each state designates specific agencies to receive and investigate reports of suspected child abuse and neglect. Typically, this responsibility is carried out by child protective services within a department of social
services, department of human resources, or division of family and children services. Check your state’s appropriate Web site for information about access to its central abuse registry background check.
As with most checks in this chapter, access varies. For instance, in Mississippi, child care facilities, schools, residential facilities, and the Mississippi Department of Human Services can request central registry background
checks on potential employees and volunteers after providing the appropriate signed and witnessed permission from the applicant. But in other states, only the agencies that enter information into the system can
actually access the data.
Cost
Registry access is free in some states (Mississippi makes it free to the groups above), but is fee-based in others.
Check with your state source for details.
Timeframe
The timeframe for background checks can vary from state to state. In Mississippi, to continue the above example, a central registry background check can take approximately 7 to 10 business days to process and mail
back. Check with your state source for details.
What to expect and what you’ll get
According to Delaware’s registry, its report will indicate if the applicant matches any records, and if so, whether
the applicant is a perpetrator in any substantiated cases of child abuse or neglect. Once again, this varies by
state.
Common problems and setbacks
The following problems can crop up when conducting this type of check. Many of these issues may result
in having to refingerprint the applicant or resubmit paperwork; other issues might require you to explore
additional screening methods in order to determine an applicant’s fitness for the mentoring role.
• Registry access is imited in your state (or there is no registry at all)
• The list may be incomplete: Names may not appear on the list because of cases settled out of court; not
appearing on the registry may have been used in a plea bargain (meaning you’ll have to try and get at this
personal history through interviews and references)
• Names may have been removed from the registry after a certain number of years (check on your state’s rules
for expunging records)
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Employment and Personal Reference Checks
If checking employment references of potential mentors, some of the common questions to ask include:
• How do you know the applicant?
• How long have you known him/her?
• Are you related to the person in any way (by blood or marriage)?
• Do you know if the applicant has lived elsewhere in the last five years?
• What types of interaction does/did the person have with children (youth, teens)?
• Where does/did this interaction take place?
• How does/did the person manage anger or disobedience in the child (youth, teen)?
• How does/did the person get along with other adults?
If checking personal references, you may want to ask:
• How long, and in what capacity, have you known the applicant?
• How does the applicant relate to people in general?
• Do you feel that the applicant would be a good mentor and role model to a young person?
• Does the applicant usually keep his/her commitments?
• Would you feel comfortable allowing the applicant to spend time alone with your child?
Responses pertinent to qualifications for the mentoring role should be recorded on a tracking sheet. In general, only write down responses that verify (confirm) or refute (deny) that the applicant would be an appropriate mentor. For example: “Always on time. Treats everyone with respect.” Or, “Regularly misses appointments.”
“Short-tempered; yells at coworkers and clients.” But if you feel a reference is hiding something, is being less
than forthcoming with information, or if something about the information shared seems not right, you should
note that as well and follow up with more questions for the reference or the applicant.
Tips for making reference calls
To ensure that you are consistent from one reference to another and for each applicant:
• Always use the same list of questions.
• State who you are and why you’re calling, and ask if the person could take a few minutes to speak with you.
• If the person says it isn’t a good time, ask to schedule a time to call back later that day or the next day.
• Explain to the reference that answers are confidential and will not be shared with the applicant.
• End the conversation if a person says he or she doesn’t know the applicant personally or is related to the
applicant.
• If references can’t be reached at the phone number given, call the organization’s main number (for employment references), or directory assistance. Or, simply indicate on the reference-check sheet that the number is
incorrect and the applicant needs to supply a new number or another reference.
• Always thank the person for his or her time when you end the conversation.
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Employment and Personal Reference Checks (cont.)
Do:
• Ask open-ended questions
• Ask every reference the same questions; use a script or checklist of questions to assist you
• Get references from people who personally know the person: employers, volunteer directors, or professional
colleagues
Don’t:
• Skip reference checks or gloss over them because people aren’t found or aren’t available
• Ask questions that aren’t related to the position requirements
• Interview any reference who is related to the applicant by blood or marriage
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Driving Records Checks
Because YouthBuild mentors and mentees will primarily be meeting outside of normal program hours and
locations, often using the mentor’s vehicle for transportation, it is important to conduct a driving record check.
Verify applicants’ driving records, also known as motor vehicle reports, in the state where they currently reside
and work, and all those states they have lived and worked in during the past seven years. Note that other
applicable information related to driving, such as proof of insurance, may also be required by your program’s
policies.
How
A listing of links to state departments of motor vehicles (DMVs) is available at www.dmv.org/driving-records.
php. There is no universal form or set of instructions. As with most checks, follow the directions on your state’s
site. Depending on the state, the applicants themselves may have to submit the request for the check, instead
of the mentoring program. Regardless, the information needed to do a driving record search (full name, date of
birth, Social Security Number, and driver’s license number) should be gathered on your application and verified
by photocopying the license during the interview.
Cost
According to the state comparison chart at DrunkDrivingDefense.com, prices for regular and certified records
range from no fee in New Mexico to $16 in Rhode Island, per record checked. Certified records generally cost
more, but this is not always the case.
Timeframe
The timeframe for driving records checks varies depending on the state. For the most up-to-date information,
go to your state’s DMV Web site.
What to expect and what you’ll get
The DMV check provides a history of reportable accidents, convictions, suspensions, and license expirations
and restorations. Checking driving records for people who will drive for the program shows due diligence,
which may be used as a defense should the volunteer mentor have an accident injuring persons or property.
Other considerations
The license checked must match the type of vehicle to be driven while serving as a mentor. In most states
a 15-passenger van is the largest vehicle permitted to be driven with a regular state-issued driver’s license.
Special licenses are required for buses and trucks.
Common problems and setbacks
The following problems can crop up when conducting this type of check. Many of these issues may result
in having to refingerprint the applicant or resubmit paperwork; other issues might require you to explore
additional screening methods in order to determine an applicant’s fitness for the mentoring role.
• A common name; no middle initial, alias; maiden vs. married name; or legal name change
• Transposed licence numbers
• Missing data
• False information
• Lost paperwork
• Directions not followed
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Other Checks Potentially Required by Your Sponsoring Organization
Depending on the specific policies and procedures of the organization where your YouthBuild mentoring
program is housed, you may have to conduct additional screening, such as:
• Tuberculosis or other inoculation verification
• Drug or alcohol screening
• Psychological tests
• In-home visits
Be sure to coordinate any mentoring program screening policies with those already in use at your sponsoring
organization.

General Internet searches
You may also want to simply look up your mentor applicants using Google or another internet search engine.
Facebook and MySpace pages, Twitter feeds, and other personal Web content may give you additional information about an applicant that can help you determine if they are suitable for your program (or if they have
given you false information on their application). Just make sure that the information you gather from Internet
searches is on the specific applicant, and not someone else who happens to have the same name.
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Mentor Screening Policy

Sample

It is the policy of the YouthBuild mentoring program that each mentor applicant completes a screening procedure. All staff members must be trained and required to carefully follow the screening procedures. At minimum, the following screening procedures are required for mentor applicants. Program staff must ensure that
each applicant completes these established minimum screening procedures:
Mentor screening procedures
• The mentor must attend an initial orientation session.
• The mentor must complete a written application.
• The mentoring coordinator makes the following background checks: national or state criminal history, child
abuse registry, and sex offender registry. Checks must be performed in all states the mentor resided in as an
adult.
• The mentoring coordinator should check the mentor’s driving record and get a copy of his or her current
auto insurance coverage.
• The mentor must provide three personal references and employment information.
• The mentor must complete a personal interview.
• The mentor must fully participate in all pre-match training.
The decision to accept an applicant into the mentoring program will be based on a final assessment done by
program staff at the completion of the mentor screening procedures. The mentoring program coordinator has
final approval for an applicant’s acceptance into the program. No reason will be provided to mentor applicants
rejected from participation in the program.
All YouthBuild mentors are expected to meet all eligibility criteria. However, extenuating circumstances may be
reviewed at the discretion of the program coordinator, and acceptance may then be allowed with written approval of the executive director and a representative of the board of directors when all eligibility requirements
are not clearly met. These instances are expected to be rare.
Documentation related to the screening process must be maintained for each applicant and placed in
confidential files.
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Mentor Information Release

Form

I, _________________________________________, understand it will be necessary for the YouthBuild mentoring program to conduct a background check on my driving record, criminal history, personal references, and
employment.
I authorize the YouthBuild program to obtain any needed information regarding my driving record, legal and
criminal history, character references, and employment from any state or federal agency, my employer, and
personal references for the purposes of participating in the mentoring program. Further, I provide permission
for the YouthBuild program to conduct the same investigation of my background in previous states in which I
have resided.
Further, I understand that information about myself will be anonymously (without my name) shared with a
prospective mentee(s) and his or her parent(s) or guardian(s) to aid in determining a suitable match. Once a
mentor-mentee match is determined, my identity and any other information known about myself may be
shared with the mentee and parent or guardian to ensure and aid in facilitating a safe and successful match
relationship.
Signature ____________________________________________________________ Date _______________
Name _______________________________________________________________________________
Address ___________________________________ City __________________ State ______ Zip _________
Date of birth ______ /_____ / ________
Social Security number ________ / _______ / ________
Current driver’s license no. ___________________________________________________ State __________
Please list any other cities, states, and dates of residency during the past 10 years.
City _____________________ State ________ From (mo/year) ____________ To (mo/year) ____________
City _____________________ State ________ From (mo/year) ____________ To (mo/year) ____________
City _____________________ State ________ From (mo/year) ____________ To (mo/year) ____________
City _____________________ State ________ From (mo/year) ____________ To (mo/year) ____________
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Form

Employment Reference Check

Employment reference for ___________________________________________________________________
I have told [name of mentoring program] that I was employed by you as a [position title]. I request that the
following information be furnished by you for reference purposes to this employer, and I consent to your
providing this information regarding my past employment, work performance, attendance record, abilities, and
reason for my separation from employment. Further, I knowingly waive all rights to bring an action for defamation, invasion of privacy, or similar causes of action, against either [name of mentoring program] or you or
[name of previous employer] in connection with providing information about my employment with [name of
previous employer].
Signature ____________________________________________________________ Date _______________
(This section to be completed by the employer providing a reference for the individual named above)
The person named above was employed as _____________________________________________________
From _____________ to ________________
According to our records, the above person left the organization for the following reason(s):
________________________________________________________________________________________
(check one)

I  would  would not

re-employ this individual.

Please check below the rating that most accurately describes this individual:
				
Exceptional
Satisfactory
Unsatisfactory
Work quality				
		
		

Work quantity				
		
		

Cooperation				
		
		

Supervision (if applicable)		
		
		

Attendance				
		
		

Other remarks about the employee’s job performance
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
Were you the employee’s supervisor?  Yes  No
Name ___________________________________________________________________________________
Title ____________________________________________________________________________________
Company ________________________________________________________________________________
Signature _______________________________________________________ Date ____________________
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Personal Reference Questionnaire

Form

Applicant name: ________________________________________________ Date: _____________________
Interviewed by: ___________________________________________________________________________
Personal reference name: __________________________________ Phone number: ____________________
Your name has been given to us as a reference for ______________________________ [mentor’s name], who
has applied to be a mentor in our program. I would like to ask you some questions about him/her, which will
be held in absolute confidence; it will not be shared or accessible to him/her. Would you be willing and is this
a good time for you to answer a number of questions?
1.

How long, and in what capacity, have you known the applicant?

2.

How does the applicant relate to people in general?

3.

How would you describe the applicant?

4. Do you feel that the applicant would be a good mentor and role model to a 16- to 18-year-old?
5.

Do you think that the applicant relates well to young people?

6. Does the applicant usually keep his/her commitments?
7.

Is he/she on time for appointments and events?

8. How does the applicant handle stress in his/her life?
9. To your knowledge, has the applicant ever been convicted of a crime? If so, what was the nature of
that crime?
10. Do you know of any problems or issues that would affect the applicant’s ability to work closely with a
young person?
11. Would you feel comfortable allowing the applicant to spend time alone with your son or daughter?
12. Do you have any additional comments about the applicant?
Interviewer comments:
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Mentor Interview Format

Sample

Below are some suggested interview questions for exploring mentors’ experiences with youth and their motivation for
mentoring.
How did you learn about the YouthBuild mentoring program?

Are you familiar with the YouthBuild mission and the type of young people we engage?

Why do you want to be a mentor?

How often could you meet with your mentee?

What would an ideal mentor-mentee relationship include?

What experience have you had volunteering or working with older youth?

Are you currently involved with young people? If so, how?

What are some of the challenges young people are facing today?

What do you think the most important aspect of the mentoring relationship would be?

Can you describe the characteristics of a young person you would feel comfortable working with?
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Mentor Interview (cont.)

Sample

What is the most important advice you could share with a mentee?

What skills and interests do you have that you’d like to share with a young person?

What would you expect of your mentee?

What would you hope to accomplish in your mentoring relationship?

The mentee has developed a YouthBuild Life Plan of his or her goals and objectives. This will be your main map
for relating to the young person. Are you willing to focus primarily on the mentee’s goals?

The interview can be an excellent time to inform candidates about how and when you will notify them about their
selection status and to clarify the mentor’s time commitment.
Review your impressions after the interviews. Note the following:
• The applicant’s readiness for mentoring
• The applicant’s strengths and weaknesses
• The applicant’s understanding of youth needs
• Potential matches with selected mentees
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Chapter 6

TRAINING YOUTHBUILD MENTORS

One of the keys to creating successful mentoring relationships is the provision of proper pre-match training. YouthBuild mentors who are trained in
program guidelines, relationship skills, handling difficult situations, and when
and how to seek staff support are much more likely to build long-lasting and
meaningful relationships with their mentees. Do not neglect this important
aspect of program success.

Training Requirements
Pre-match and post-match training is required for all YouthBuild mentors,
without exception. Pre-match training must be a minimum of four hours
(this can be broken up over multiple sessions if one four-hour session is not
feasible). These four hours of mandatory training are in addition to any initial
orientation that programs provide as part of mentor recruitment or community outreach. Programs are encouraged to provide more than the minimum
four hours if they feel the additional preparation will help mentors succeed in
the program.
Post-match training should happen at least every other month for the duration of the match. These trainings are best delivered to all mentors at once
in a group setting so that they can learn from each other’s experiences and
engage in interactive training methods such as role plays.

Before Delivering Your Training
Prior to conducting your first mentor training session, it is important to:
• Assess your staff capacity to deliver the training. If you do not have staff
members who are comfortable in the training role, or if you need to cover
content that requires subject matter expertise your staff does not possess,
try to find community partners who can help.

Purposes of
Mentor Training
• Explain the YouthBuild
program’s mission, goals,
and objectives
• Clarify mentoring program
policies, procedures, and
expectations
• Prepare mentors to build
positive relationships with
mentees
• Develop mentor-staff
relationships and increase
mentor satisfaction
• Improve program outcomes
Special considerations for
training mentors in the
YouthBuild context:
• Mentors need to understand
and absorb the unique
YouthBuild mission
• Mentors may need
additional training to work
successfully with YouthBuild
participants within the
context of their unique Life
Plans and personal histories
and circumstances
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• Take care of logistics. Space, refreshments, supplies, scheduling guest
speakers, etc.
• Develop your content and practice your delivery. See the sidebar for
information about using the companion Training YouthBuild Mentors
publication to refine your trainer skills and content.

Pre-Match Training
Using the Training
YouthBuild Mentors Guide
All YouthBuild USA National
Mentoring Alliance sites will
be given a copy of Training
YouthBuild Mentors: A Guide
for Staff, which features tips
and strategies for delivering
effective trainings, as well as
many ready-to-use activities
and handouts. This guide can
be used for both initial and
ongoing mentor training.
Electronic copies are also
available for download on
the national Mentoring
Alliance Community of
Practice Web site: http://
youthbuildmentoring
alliance.org.

Pre-match training is where successful mentoring relationships begin. While
all of your approved mentors probably have big hearts and a strong commitment, they may need additional support and skills as they begin building a
trusting, lasting relationship with a YouthBuild student. Pre-match training
is the venue to start building their skills and provide them with opportunities
to practice mentoring concepts before their first meeting with a YouthBuild
student.
The YouthBuild USA National Mentoring Alliance requires that all mentors
receive at least four hours of pre-match training that cover the topics outlined
below. Please note that while some of these may have been addressed during
a recruitment presentation or initial orientation session, they should still be
covered at some level during your formal training.

Pre-match training topics
Understanding YouthBuild and the YouthBuild mentoring model
• YouthBuild history, core principles, philosophy, goals and outcomes
• Who does YouthBuild serve? (an overview of YouthBuild participant
characteristics, assets, challenges)
• YouthBuild mentoring model (purpose, goals, structure, staffing)
• Introduction to the YouthBuild Life Plan as key tool in the match
ӹӹ How YouthBuild students develop their plans
ӹӹ Using YouthBuild Life Plans to guide the mentoring relationship
and activities
• The value of youth choice and voice in YouthBuild mentoring
The role of a YouthBuild mentor
• What a mentor is and is not (understanding the unique role of a mentor)
• Mentoring to support and encourage YouthBuild students in their journey
• Roles of others involved with YouthBuild students
• Other adults in the young person’s life (families, foster parents, juvenile
justice system, social-service case workers)
Building and maintaining healthy
relationships: The core of mentoring
• Understanding the stages of the typical mentoring relationship
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• Building trust and establishing boundaries
• Effective communication and active listening
• Using a positive youth development approach in mentoring
• Promoting leadership and social competencies in young people
• Understanding and appreciating YouthBuild students
• YouthBuild students as partners in the mentoring relationship
Match activities that promote relationship development, build
mentee assets, and support the goals of YouthBuild
• One-on-one-activities
• Use of the mentee’s YouthBuild Life Plan as blueprint for the work you
do together
• Participating in community service projects
• Working in groups, managing peer interactions, etc.
Problem-solving strategies
• Typical challenges in mentoring relationships and ways to overcome them
• Resolving relationship challenges
• Communication challenges, including talking about difficult issues,
opening lines of communication, cultural differences in communication
• Dealing with negative behaviors, difficult emotions, and unforeseen
problems
Importance of preparing for match closure
• Introduction to the concept of match closure
• Importance of closure for young people who have significant trust issues
• Introduction to YouthBuild’s closure ceremony
• Life after match closure
Review of YouthBuild mentoring program policies and procedures
• Confidentiality and reporting
• Handling crisis or emergency situations
• Safety and risk management policies and procedures
• Involvement with family members—boundaries, communication
• Allowable and prohibited match activities
• Support available from YouthBuild staff
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Post-Match Mentor Training
As mentoring relationships progress they will go through many ups and
downs. Young people might test their mentor to see if their caring and concern is genuine. Communication problems might arise, or the youth might
disclose a personal problem that is beyond the mentor’s capacity to address.
Post-match training greatly enhances the chances that a match will work
through any difficulties rather than simply giving up, and that each mentor
and mentee will have the skills needed to work effectively together.
But there is another important reason for robust post-match training in
YouthBuild mentoring programs: the YouthBuild Life Plan. At some point
during the early months of the program year, all YouthBuild students develop
a YouthBuild Life Plan that sets goals in several areas and governs their work
towards a successful future. Once these plans are developed, they become
touchstones for match activities and the majority of the work that mentors
and mentees do together. While your matches will still engage in plenty of fun
and recreational activities, the shift to Life Plan-driven activities means that
mentors should receive ongoing training in the YouthBuild Life Plan areas
listed below.

Post-match training topics
Community service and youth leadership
• Giving mentees opportunities to be leaders in the match
• Helping mentees identify their leadership strengths
• Understanding adultism as a barrier to leadership development
• Choosing meaningful community service activities together
• Reflecting on service
Careers and employment
• Encouraging mentees to think about career goals
• Using community resources to explore careers and training
• Using personal stories to talk about career pathways
• Choosing activities that help mentees think about their career interests and
skills (online career interest inventories, visits to job centers, etc.)
Education
• Helping mentees with schoolwork (including homework help and tutoring
tips)
• Helping mentees identify future educational interests and goals
• Looking at higher education—online tools, community resources
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Financial management
• Revisiting culture of poverty issues
• Educating mentees in areas where they may lack key knowledge and skills,
such as money management, financial institutions, setting financial goals
• Choosing match activities through which mentees can practice money
management and achieving financial goals (i.e. mentees and mentors each
choose a short-term goal and develop a budget to help achieve it)
• Choosing activities related to housing—short-term realities, long-term
dreams and goals
Family and friends
• Talking about family and friends with mentees
• Helping mentees with family and peer challenges
• Encouraging healthy relationships (the mentoring relationship as practice
for other healthy relationships)
• Finding fun things to do for free with family and friends
Remember that post-match training should be delivered at least every other
month. Additional individualized training and support can be provided more
frequently, as needed. Other potential topics for ongoing training sessions
include:
• Preparing for graduation from YouthBuild
• Attending in-depth sessions on cross-cultural and diversity awareness,
cultural sensitivity and appreciation, and poverty
• Understanding adolescent and young adult health issues
• Understanding systems of care (juvenile justice, child welfare, foster care,
housing, mental health, and substance abuse)
• Understanding gangs and other negative peer influences

Delivering Training in Programs With Staggered Enrollment
While most YouthBuild mentoring programs will have one large cohort of mentors
that get trained together at the beginning of the program year (coinciding with the
enrollment of YouthBuild students) some YouthBuild programs may have rolling
enrollment, where mentors and students are coming into the program throughout
the year.
For these programs, it is best to deliver training in larger groups as often as possible.
Try to schedule quarterly or bimonthly mentor trainings to maximize the number of
participants, rather than taking up large chunks of time delivering the full four hours
of training on an individual or small group basis. Many of the training activities, such
as role plays, only work well if there are more than a handful of mentors participating.
Under no circumstances should you skip mentor training or make matches before
training mentors.
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Chapter 7

MATCHING YOUTHBUILD
MENTORS AND MENTEES

Making appropriate matches between YouthBuild mentors and mentees is one
of the keys to running a successful mentoring program. Mentoring coordinators must be able to create matches that have a good chance at lasting success
based on several factors, such as common interests, compatible meeting availability, and personalities that mesh well together. In the YouthBuild mentoring model, students should also help with the matching process by recommending their own potential mentors whenever possible.
The first step in making matches is to determine your matching criteria. Most
programs will use criteria such as:
• Career interests or hobbies
• Availability of meeting times
• Geographic proximity (it is harder for matches to meet if they live far apart)
• Specific skills or abilities
• Personal temperament
• Life experiences
• Gender
• Cultural/racial/ethnic background
• Religious affiliation

Existing YouthBuild
Student Sponsors Can
Make Good Mentors
Some youth may nominate
their YouthBuild sponsor, or
another adult they already
know, as their mentor. These
matches can be very successful
as they build on existing
relationships and compatibility.
However, any studentnominated mentors must
still pass all of your program’s
screening, training, and
matching processes in order
to participate as a mentor.

Take some time to think about the qualities of your students and what might
be important to each of them in a match. Even better, form a focus group of
students and ask each of them what they want in a mentor. Looking over their
interest inventory and interview responses from when they joined the mentoring program can also yield useful information.
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While there is no one best way to make matches, keep the best interests of the
student at the forefront of your decision-making process. Ask yourself what
does this particular student need in a mentor? What type of person can help
him or her reach goals? What type of person might that student have a spark
with? Are there any mentors in our volunteer pool who can fill those needs?
Who might connect with a particular student in subtle yet meaningful ways?

If You Can’t Match a
Student or Mentor Right
Away …
You may not be able to find a
match quickly for every mentor
or student in the program.
For mentors and students
who are on a waiting list to be
matched, keep them informed
on the process and find ways
to keep them involved in the
mentoring program, such as
participating in group outings
and service activities.

Do not get caught up in finding the across-the-board perfect match for every
student. No mentor will match every single need a young person has. Leaving a student on a waiting list for long periods of time while you search for
his or her perfect mentor does not help anyone, and only serves to keep your
program from meeting its goals. So recognize that if a student and a volunteer
share several interests, have compatible personalities, and have schedules that
allow for frequent meeting times, you may be on the way to making a good
match.
That being said, do not overvalue a few tangential characteristics at the
expense of others. A lawyer who volunteers in your program may be a great
match for a student who wants to become a lawyer, but not if the mentor
lives far away, can’t meet often, and has a personality that will not gel with the
mentee you have in mind. So take all things into consideration when making
matches and leave plenty of room for gut instinct that a certain student and
volunteer will be a good fit.

Matching Strategies
Within this general matching framework, there are two main options for how
programs can make successful matches:

YouthBuild student-selected matches
Ideally, YouthBuild students will recommend their own matches. This approach to making matches, sometimes called “natural matching,” puts a
premium on the youth’s personal preferences and initiative. All mentors and
mentees start out together doing unmatched group activities for the first few
weeks of the program. After mentors and mentees have interacted and got to
know each other a bit, the students privately nominate their top three or four
choices for a mentor. While this approach does not account much for logistical considerations, such as compatible meeting times, it does capitalize on the
student’s natural enthusiasm for a particular individual. The mentoring coordinator can then determine if the student’s top choices will work logistically. If
more than one student identifies the same mentor as their top choice, match
the volunteer with the student with the greatest need or who you determine to
be most able to benefit from that particular mentor.
Another variation on the student-selected match happens much more quickly: all prospective mentors and mentees gather for a program launch event
at the YouthBuild program. The mentoring coordinator then introduces a
“getting to know everybody” activity. Students and potential mentors then
take turns having five-minute conversations with each other covering where
they were born, their favorite music, who they would pick if they could have
a dinner with anyone, etc. Feel free to be creative with the topics you have
them discuss. After these conversations, mentors and mentees write down the
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top three people they enjoyed talking to (as opposed to the three they had the
most in common with or whom they would like to be matched with).
This exercise almost always results in a mentoring coordinator being able to
match everyone in the room with someone in their top three choices, allowing for very natural and initially comfortable matches. The exercise works because it asks participants to reflect on who they enjoyed talking to, who they
clicked with—something that might not happen if the lists were simply based
on who has the most in common with whom.
Many programs around the country have had success with this approach to
matching, and it can work well for YouthBuild programs because it gets mentors and mentees interacting together and forming bonds very early in the
program cycle, ultimately increasing the length of the match.

Mentoring coordinator-selected matches
If the student cannot find or select his or her own mentor, then the mentoring
coordinator takes all the information gathered about mentors and mentees
(from applications, interviews, trainings, etc.) and makes tentative pairs based
on several relevant criteria.
Once a potential match is identified, and prior to contacting any of the prospective participants, the mentoring coordinator should review the files of the
potential mentor and mentee to ensure all screening procedures have been
completed and both have met all the eligibility criteria. As this is determined,
the mentoring coordinator fills out the Matchmaking Worksheet (see page
98), a copy of which will be placed in both the mentor and mentee files once
a match is made.
The mentoring coordinator first contacts the prospective mentor and, without using last names, describes and provides information about the youth to
determine if there is interest.
If the mentor sounds interested in the match, the mentoring coordinator
then informs the mentee that a potential mentor has been identified. In some
instances, the student’s parent or guardian can be informed prior to finalizing
the match. See page 96 for additional information on the role of parents and
guardians in YouthBuild mentoring. Always inform the mentee last to minimize disappointment if either the mentor or the parent or guardian does not
approve of the suggested match in some way.
If all parties tentatively agree to the match, schedule a time for an introductory meeting.

The First Match Meeting
Many programs choose to have an initial meeting between the mentor and
student (and potentially the parent or caregiver) that is facilitated by the
mentoring coordinator. This allows for all parties to get to know one another
in a controlled and structured environment, and also allows the coordinator
to reiterate program goals, rules, and expectations. The pair can discuss their
own personal expectations for the relationship, share more about their values
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and beliefs, and determine their level of compatibility. This also can serve as
one last opportunity for the mentor or student to back out of the potential
match if either of them has serious concerns. For programs with large numbers of matches starting at once, these initial match meetings can take place
during a first group gathering of all the mentors and mentees, rather than
being scheduled individually.
You may want to offer icebreakers or “getting to know you” activities to help
stimulate discussion and get the mentor, student, and parent engaged with
one another. A sample icebreaker activity can be found on pages 100–101.
If the initial meeting goes well, and the match agrees to move forward, publically recognize the commitment they have made with a matching ceremony.
This can be done individually, or as part of a program-wide celebration where
all mentors and mentees go through the ceremony together. You might want
to base your commitment ceremony on the program principles and guidelines
articulated in the Match Commitment Agreement (page 99).

What If a Match Fails?
One of the unfortunate realities of mentoring programs is that not all matches
are successful. Sometimes a mentor and mentee will simply not click. Other
times, a mentor may move away or have some other change in his or her life
that ends the match prematurely.

The Role of Parents and Guardians in YouthBuild Mentoring Programs
Because the students being mentored with National Mentoring Alliance funds are
in the 16- to 18-year-old range, parental permission to participate will be required for
students who are 16 and 17 unless they have been emancipated. This permission can
be secured on the general YouthBuild application or on a mentoring-specific form.
Once that permission is obtained, you have discretion on how thoroughly parents
should be involved in other aspects of the mentoring program, such as approving of
matches and reporting on the progress of the match over time.
YouthBuild USA recommends that programs:
• Notify parents or guardians of 16- and 17-year-olds that their child has been
matched with a suitable mentor at the time the match is formalized. Programs can
choose to give parents or guardians the authority to approve or reject the match,
but this should be done with extreme caution. Remember, YouthBuild mentoring
is youth-driven, and the students should have a strong voice in determining if a
mentor will be the right fit. But notifying parents and guardians of the match is
always encouraged.
• Check in with parents and guardians throughout the match to see how the
relationship is progressing and to identify any concerns they may have.
• Invite parents and guardians to group outings or other program activities when
appropriate.
• Involve parents and guardians in data collection and program evaluation when
appropriate.

96

Chapter 7: Matching YouthBuild Mentors and Mentees

Your program should offer students the opportunity to be rematched if the
initial match ends early or unexpectedly. You can draw a new mentor from
any reserve of mentor recruits you may have, or you can help the student
identify and ask someone he or she already knows to take on that role. Given
that YouthBuild mentoring extends at least six months into post-graduation
time, feel free to make new matches late into the program year.
Mentors whose relationships end early should also be offered the opportunity
to be rematched, provided that their own behavior was not the reason for the
previous match ending.
See Chapter 9 for additional tips on when to close a struggling match and
Chapter 10 for a sample match closure process.

Matching for YouthBuild Programs
With Ongoing Enrollment
Matching can be a bit more difficult for YouthBuild programs that take in
students throughout the year. Try to have bimonthly or quarterly matchmaking times, so you maximize the number of volunteers and students that you
can consider matching at any given time. Try to avoid a scenario in which
you match the one new mentor you have with your one new mentee simply
because they are the only ones available. Focus on building up a larger pool
of participants before making new matches. Ideally, quarterly matching ceremonies would naturally follow from any quarterly mentor recruitment and
training you conduct.

Forms you can use
Pages 98–102 provide samples
of the program forms and tools
discussed in this section.
Please note that all of the
sample forms, worksheets,
and planning tools provided
in this publication are also
available as editable files on
the YouthBuild USA National
Mentoring Alliance Web site at:
http://youthbuildmentoring
alliance.org/sample-forms/

97

Matchmaking Worksheet

Worksheet

To be completed by the program coordinator
Prospective match participants
Mentor:
Mentee:
Parent or Guardian:
Match criteria
Why you feel the match would be compatible and successful, considering the following match criteria.
• Preferences of the mentor, mentee, or parent or guardian:

• Similar gender or ethnicity:

• Career interests:

• Common interests:

• Geographical proximity:

• Similar personalities:

Other reasons for compatibility

Any areas of concern

Comments
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Match Commitment Agreement

Sample

We, [YouthBuild student’s name], and [YouthBuild mentor’s name] agree to maintain a mentoring relationship
for the next 15 months, until [ending date]. The purpose is to support [YouthBuild student’s name] to succeed
in his or her YouthBuild Life Plan goals in the areas of education, career, family and friendship network, leadership, mental and physical health, and asset building.
We agree to have four hours of contact a month for the duration of the match, with additional phone, text
messaging, and e-mail contact as needed.
We agree to treat each other with respect and to keep our appointments or contact each other to make a new
appointment when something prevents our meeting. We agree to use the YouthBuild Life Plan as the key focus
for our work together, in addition to building our relationship and enjoying each other’s company.
We agree to review our relationship at the 15-month point and mutually agree to either end the mentoring
relationship or to continue for a specific time going forward.

YouthBuild student ________________________________________________________________________
Date _________________

YouthBuild mentor ________________________________________________________________________
Date _________________
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Sample

The first few meetings with your mentee are very important and can set the tone for the rest of your time
together. Here are some tips to getting your relationship off to a good start.
Before you meet
• Be sure you know your mentee’s name and how to spell and pronounce it!
• Review what your mentor coordinator has told you about the student so you have an initial idea about his or
her interests.
At the first meeting
• Greet the student with a smile and handshake. Introduce yourself and say how you’d like to be addressed.
Find out how the student likes to be addressed.
• If you can, spend some of the time together doing something active, such as walking to a coffee shop or taking a tour of the YouthBuild program. Talking while moving feels more comfortable to many people than just
sitting face-to-face.
• Rather than asking a lot of questions, start by telling something about yourself, your family, work, or interests. Then ask your mentee to tell you something about themselves. You can also share each other’s interest
surveys to see similarities and differences.
Activities and conversations to break the ice
• Share most and least favorite things with each other: My favorite … is … because … These conversations can
be serious or light. Take turns coming up with favorites to talk about. Examples:
My favorite movie is … because …
My favorite teacher is/was … because …
My favorite pizza topping is … because …
My favorite athlete/actor is … because …
My least favorite school subject is … because …
My least favorite way to travel is … because …
My least favorite thing to do on the weekend is … because …
• Share a goal. Each person shares a goal for the coming year or month: One of the things I hope to do this year
is … Talk about how you could help each other with that goal.
• Talk about mentoring. Share a time in your life when you had a mentor, either formal or informal. What was
that like for you? What are your hopes for this mentoring relationship? Ask your mentee if he or she has any
expectations for the relationship. Find out if there are specific areas of interest the mentee would like to explore with you. Remind the mentee about the YouthBuild Life Plan, and ask how he or she would like to focus
on this.
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Sample

Before ending your first session
• Exchange preferred contact information.
• Agree that both of you will let the other person know if you cannot make a meeting.
• Review program expectations and any important rules.
• Decide when and how often you will meet, and set a date and time for the next meeting (plan to meet the
following week to keep the momentum going).
• Ask your mentee if he or she has any questions about you or the program.
Remember that this first meeting may feel a little awkward or uncomfortable, but don’t get discouraged. You
are planting the seeds for a relationship that will take time to grow.
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MATCH ACTIVITIES

The activities your matches do together form the heart and soul of the YouthBuild mentoring relationship. If these activities are meaningful and fun, the
relationship will thrive as the mentor and mentee form a close, trusting,
mutually enjoyable relationship. If activities are devoid of personal meaning
or forced on the student without input, there is a good chance that the mentee
will resist the relationship or drop out of the mentoring program altogether.

Guiding Principles for Selecting Match Activities
In YouthBuild mentoring programs, match activities are often communitybased, meaning the pair meets out in the community so they can explore new
opportunities, meet other supportive adults, and facilitate the student’s personal growth and building of networking skills. Activities are planned by both
mentoring coordinators (who handle early match icebreakers, group outings,
and the quarterly service projects) and mentoring pairs (who focus more on
YouthBuild Life Plan-related activities and fun bonding experiences). Regardless of who is planning the match activities, the following principles can help
you provide meaningful interactions:
• Ensure that activities are youth-driven. Give students a strong voice in selecting match activities. Even group service projects should be planned with
student preferences and ideas in mind. Always provide your mentees with
the opportunity to be in the driver’s seat in their relationships.
• Allow for fun. Often, a mentor’s natural inclination is to want to fix their
mentee’s problems and spend activity time focused on purposefully addressing the youth’s circumstances. But an overemphasis on this type of
prescriptive activity can leave little room for bonding, personal sharing, and
plain old fun. So while the bulk of your activities over the course of the year
may purposefully help students overcome obstacles or reach for their goals,
don’t forget to leave some time for relaxing and mellow time together.
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• Create exposure to new mentor-rich environments. While the relationship with the one-to-one mentor is the focal point of the YouthBuild mentoring program, the mentor and mentoring coordinator should also expose
the mentee to other prospective mentors who can help the student with
goals and ongoing personal development. This is done by creating mentorrich environments where youth interact and network with many other positive adults. Examples include a one-day job shadow at a local business, a
service project in conjunction with another nonprofit, or even just hanging
out on the weekend shooting hoops with the mentor’s coworkers or friends.
This exposure to additional supports is the main reason why YouthBuild
mentoring is community-based, getting matches out into the world. See the
sidebar for additional tips on creating mentor-rich environments.
• Encourage free or low-cost activities. Mentors are not ATMs. While part
of the mentor’s role is obviously to broaden the youth’s horizons, mentors
should not feel obligated to spend significant amounts of money on match
activities. Remember, some of the best mentoring happens while just walking around a college campus or discussing a recent movie. It’s the talk time
that is important, not the extravagance.
Additional Ideas for Creating Mentor-Rich Environments
In a typical program cycle, YouthBuild brings young people into contact with a wide range of people through
speakers, community service days, internships, work-site contractors, and more. Mentoring coordinators can
reframe these activities as “mentor-rich environments” by encouraging young people to be on the lookout for
people they might want to enlist as a mentors.
These activities provide safe zones for applying students’ newly acquired social networking skills and for
challenging their social boundaries built around fear and distrust. Your mentoring program must foster an
environment in which there are opportunities to identify caring adults and create meaningful relationships.
Building a positive social network competency will help young people reshape and reframe their opinions of the
adults within their communities.
The following steps can help you effectively plan mentor-rich activities:
1. Come up with an idea, vision, or set a goal for the event based on youth interests or suggestions.
2. Determine a date and location and create a logistical plan.
3. Develop a budget and outline resources, if any, needed for the event.
4. Begin marketing the event to young people and potential mentors through e-mail, newsletters, word of
mouth, and community partnerships.
5. Choose a location and arrange for food, audio-visual equipment, and materials.
6. Remember to send out reminders to all parties to insure a good turnout.
7. Arrive early to the venue to set up the room, arrange materials, check the audio-visual equipment, and greet
guests and students.
8. During the event, encourage students to speak with potential mentors.
After each mentor-rich activity, evaluate its success with questions such as:
1. Did the event meet the goals and objectives?
2. How many potential mentors attended? Any likely matches identified?
3. Was the event well attended? Was there a balance between students and potential mentors?
4. What follow-up is planned with attendees (guests and YouthBuild students) to gauge interest in mentoring?

104

Chapter 8: Match Activities

YouthBuild Mentoring Activities
Match activities in YouthBuild mentoring programs generally consist of
YouthBuild Life Plan activities, service projects, and group activities.

YouthBuild Life Plan activities
Within the first few months of the YouthBuild program, each student, with
the help of a counselor or other staff member, will begin a YouthBuild Life
Plan, which requires the student to formally document his or her goals and
brings those goals, hopes, and dreams into focus. A YouthBuild Life Plan
requires young people to evaluate their leadership skills, engage in service opportunities, develop healthy relationships, and determine steps to building a
positive social network. Sample templates for creating a YouthBuild Life Plan
begin on page 109.
All YouthBuild Life Plans should include short- and long-term goals that
the student sets, as well as strategies for achieving them. Specific plan areas
include education, career, family and friends, leadership, mental and physical
health, and asset development. The plan provides the student and program
staff with an outline of support, access to services, guidance, and resources to
assist the student in transforming aspirations into reality.
Looking at the sample YouthBuild Life Plan categories below, it’s easy to see
how these personal goals and objectives could lead to mentoring activity ideas
(see below for examples). The Training YouthBuild Mentors guide provides
detailed ongoing training modules that give mentors skills and strategies for
supporting mentees in each category of these plans.
Life Plan category

Student goal

Possible mentoring activity

Education

Attend four-year
college to study
engineering

Research colleges and universities
in the area with strong engineering
programs; determine admission
requirements

Careers

Become an
engineer

Arrange informational interviews with
several local engineering firms to
learn more about working in this field

Family and friends

Assist younger
brother in
graduating from
high school

Research effective tutoring strategies;
mentor and mentee help younger
brother study for upcoming tests

Finances

Save $5,000
within the next
three years

Analyze student’s current and future
income and expenses; create sample
monthly budget together

Leadership

Clean up
playground by
local elementary
school

Organize a community service
project; enlist other matches, friends
and family to help; approach local
businesses for in-kind donations

Health

Lose 20 lbs.
within the year

Research the calorie content of
certain foods; build physical activity
(such as shooting hoops) into match
meeting
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YouthBuild mentoring coordinators are encouraged to look for similarities
across YouthBuild Life Plans in order to maximize program resources and
student learning opportunities. If you find that you have several students who
want to learn more about computers or who have a goal of attending a particular college, encourage those matches to work together or arrange a group
activity that supports those common goals.
Remember that YouthBuild Life Plans are subject to change over time, especially as graduation approaches and the student starts really thinking about
next steps after YouthBuild. The emphasis may shift at this point to goals that
are more short-term and immediate. Encourage mentors to be flexible as they
work with mentees during YouthBuild Life Plan-related activities.

Service projects
YouthBuild matches will participate in four (4) service projects over the
course of their 15-month match. Ideally, YouthBuild programs will provide
quarterly service activities, although that may not be feasible within the program cycle at some locations.
YouthBuild mentoring coordinators can either take the lead on planning these
activities for matches or involve mentors in the service projects mentees are
already doing as part of YouthBuild. Work with YouthBuild staff who coordinate program-wide service projects to ensure that mentors are welcome and
helpful to those projects.
Individual mentoring pairs are also encouraged to plan or join service projects on their own as part of their ongoing one-on-one match activities.
Examples of service projects include refurbishing neighborhood parks,
schools, or community centers; volunteering with community charities and
welfare organizations; assisting with community cultural and entertainment
events; and environmental projects such as planting trees or coordinating a
community recycling effort.
Mentoring coordinators are encouraged to coordinate service activities with
classroom content to the degree possible. Work with teachers to connect
what is being taught in the classroom to real activities in the community. For
example, if students are learning about poverty and homelessness in America,
they may become interested in a service project at a homeless shelter. Perhaps
a unit on the environment might be supplemented by a service project cleaning up a creek or watershed. Be creative in giving youth an opportunity to put
classroom learning into practice through service.

Group activities
YouthBuild mentoring coordinators are also expected to provide group mentoring activities or group outings periodically. You may offer group activities
early in the match cycle to give mentors and mentees a chance to get to know
each other in a more relaxed group setting. And over time, a group outing
to a museum or to explore a natural area can be a nice change of pace from
YouthBuild Life Plan-focused one-on-one meetings.
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You might even want to use group mentoring time to do skill-building activities. For example, a program might have a monthly match meeting structure
of three one-on-one meetings and one group activity that would focus on
a particular topic, such as preparing for a job interview, discussing conflict
resolution strategies, or learning to cook nutritious meals. A listing of available curricula and resources for planning and facilitating group activities can
be found beginning on page 111.

Other Ideas for Mentoring Activities
Although it is important to focus the student on his or her YouthBuild Life Plan
goals and objectives, the following mentoring activities are also developmentally
appropriate for most YouthBuild students.
• Work on employment applications
• Explore financial aid options for college
• Go hiking or swimming
• Talk about planning a career
• Give a tour of your current workplace
• Plan a college work-day (work on college applications, visit a campus)
• Attend a concert
• Work on a résumé
• Learn about financial management by opening a bank account or cleaning up a
credit rating
• Talk about balancing work and life
• Talk about parenting issues and skills, if mentee is a parent
• See a movie and talk about its themes
• Go holiday shopping
• Attend a leadership or professional conference together
• Visit a local vocational or technical school
• Engage in leadership development activities (e.g., a ropes course)
• Cook a meal with a group of other mentors and mentees
• Attend a sporting event
• Shop for groceries, compare nutrition facts and prices
• Build a model car or airplane
• Develop a business plan
• Restore an old car
• Plan a tag football game with other mentor and mentee matches
• Plan a volunteer or fundraising project with other matches
• Explore how to handle difficult relationships, use of substances, or stress
• Plan a barbeque or picnic
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What About Mentor-Mentee Contact Outside of
Regularly Scheduled Meeting Times?

Forms you can use
Pages109–114 provide samples
of the program forms, tools,
and resources discussed in this
section.
Please note that all of the
sample forms, worksheets,
and planning tools provided
in this publication are also
available as editable files on
the YouthBuild USA National
Mentoring Alliance Web site at:
http://youthbuildmentoring
alliance.org/sample-forms/
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Because YouthBuild mentoring relationships are community-based, and the
mentors and mentees meet outside of regular YouthBuild hours and locations,
mentoring coordinators should expect that there will be some mentor-mentee
contact that occurs outside of regularly scheduled meetings and group activities. These matches are forming real bonds, building real friendships, and
working on real goals. As such, there may be times when the mentee needs
to contact a mentor outside the regular hours.
Your program should allow mentors and mentees to exchange phone numbers and e-mail addresses as they see fit. Communication such as texting is
also allowed. However, if this off-hour communication becomes burdensome
or otherwise problematic for either party, the mentoring coordinator may
want to limit communication for a particular match. But the reality is that
if you want to reach young people today, texting and other in-the-moment
communication is the way to go. So let matches figure out what works for
them, and only step in if problems arise.

Form

YouthBuild Life Plan 1

Directions for students: Make a goal for each area of your life in each box. Make the goals realistic and achievable
in the timeframe indicated. Think about what support or resources you might need and how you will know you have
reached your goals. Be sure that your goals are SMART (Specific, Measurable, Achievable, Realistic, and Time-Based).
Life area

Next month

3 months

6 months

My education
GED, college, selfdirected learning,
certifications, etc.
My job and career
skill development,
résumé prep, job
shadowing, career
explorations, etc.
My family and friends
family relationships,
parenting goals, goals for
or with friends, support
network, mentors, etc.
My health
physical health,
emotional health,
exercise and nutrition,
rest and relaxation, etc.
My finances
savings, debt, credit,
money management,
budgeting, asset
development, etc.
My leadership
leadership skills and
opportunities to develop,
community service, civic
engagement, upcoming
elections, etc.
Other
spiritual practice,
housing, other personal
goals, etc.
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Form

YouthBuild Life Plan 2

Directions for students: Make a goal for each area of your life in each box. Make the goals realistic and achievable
in the short term. Think about what support or resources you might need and how you will know you have reached
your goals. Be sure your goals are SMART (Specific, Measurable, Achievable, Realistic, and Time-Based).

Life area

Education

Employment

Housing

Family

Leadership

Community
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SHORT TERM
Goals
Resources

LONG TERM
Goals

Resources

Youth Development Curricula and Other Sources of Group Activities
Note: Some of these resources have been developed for younger groups of students, but they can be adapted for use
with your older YouthBuild students.
104 Activities that Build: Self-Esteem, Teamwork, Communication, Anger Management, Self-Discovery,
and Coping Skills by Alanna Jones, 1998. Published by Red Room Publishing (ISBN 978-0-9662341-3-8).
This is a useful resource to have around when you run out of ideas for things to do. Most of the activities are
perfectly suited to being led by youth, require minimal materials, and can be used by small groups or in oneon-one sessions.
BAM! Boys Advocacy and Mentoring: A Leader’s Guide to Facilitating Strengths-based Groups for Boys,
Helping Boys Make Better Contact by Making Better Contact With Them by Peter Mortola, Howard Hiton,
and Stephen Grant, 2008. Published by Routledge (ISBN 978-0-41596-318-3).
This in-depth resource provides a complete guidebook for implementing a program aimed at working with
groups of adolescent males. Many of the activities involve strategic storytelling and other communication
styles likely to be effective with young men, and most of the facilitated activities can be useful outside the
highly structured BAM! framework.
The Best of Building Assets Together: Favorite Group Activities That Help Youth Succeed by Jolene L.
Roehlkepartain, 2008. Published by Search Institute (ISBN 978-1-57482-159-8).
This comprehensive activity guide offers 166 activities that can get groups of youth—including mentor-mentee pairs—sharing, thinking, collaborating, and reflecting together. Built around the 40 Developmental Assets
framework, the activities cover topics such as raising self-awareness, strengthening relationships, developing
character, and setting goals. Included is a CD-ROM with reproducible handouts and other materials.
Beyond Bars ... A Curriculum for Life: Building Resilience Through Life Skills Development by Trina Brooks
and Virtual Research Group, 2006. Published by Girl Scouts of the United States of America (ISBN 0-88441-6992).
Originally designed for working with girls who have a parent in the correctional system, this curriculum provides over a dozen activities that address issues common to all youth, such as managing friendships, making
healthy choices, identifying personal values, and setting goals. The materials are designed for working specifically with girls, but could be adapted for use with boys as well.
Brave New Girls: Creative Ideas To Help Girls Be Confident, Healthy, and Happy (Revised & Updated Edition)
by Jeanette Gadeberg, 2008. Published by Fairview Press (ISBN 978-1-57749-179-8).
This resource is designed mostly as a workbook for individual teen girls, but many of the worksheets and activities can easily be adapted for use by mentees or even mentor-mentee pairs. It covers a wealth of topics that are
relevant to teen girls, such as managing friendships, setting goals, improving self-esteem, and understanding
and reflecting on messages about young women in popular culture.
Dare to Be King: What if the Prince Lives? A Survival Workbook for African American Males by David C.
Miller, 2003. Published by Hotep Press/Urban Leadership Institute (ISBN 0-9659028-2-X).
This resource focuses on many lessons and reflection activities for African-American boys and other adolescent
males living in harsh urban environments. The often blunt subject matter of the lessons, which address topics such as violence in society, peer pressure, gang activity, interactions with law enforcement, and hip-hop
culture, may be too graphic for younger mentees. But it is a culturally relevant tool for working with middle and
high school youth who are living in tough urban neighborhoods.
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The Essential Guide to Talking with Teens: Ready-To-Use Discussions for School and Youth Groups by Jean
Sunde Peterson, 2007. Published by Free Spirit Publishing (ISBN 978-1-57542-218-3).
The discussion activities in this book can easily be adapted to working with mentor-mentee pairs in a group
setting, and some may even be useful as one-on-one activities for peer mentors and mentees. The activities
are designed to produce thoughtful reflection and conversation in focus areas such as handling stress, forming
identity, processing feelings, and creating a positive vision of the future. Reproducible handouts are provided.
Girls Inc. Presents: You’re Amazing! A No-Pressure Guide to Being Your Best Self by Claire Mysko, 2008.
Published by Girls Incorporated (ISBN 978-1-59869-713-1).
This resource is designed primarily as a workbook for individual teen girls, but some sections could be adapted
for use by mentor-mentee pairs or groups of girls. The topics covered are based on the issues and concerns of
girls as identified in Girls, Inc.’s 2006 survey of third through 12th–graders, many of whose comments and stories
are included in the book. Topics include dealing with stereotypes, looks, friends, academics, dating, relationships, family, stress, talents, setting priorities, and tough breaks. There is a good resource list of Web sites and
national organizations at the back of the book.
Helping Teens Handle Tough Experiences: Strategies to Foster Resilience by Jill Nelson and Sarah Kjos, 2008.
Published by Search Institute Press (ISBN 978-1574822489).
This book gives an overview of many difficult issues facing teens, provides tips for working with teens on the
topic, includes a list of online and print resources, and provides a summary handout that is included in a CD
accompanying the book. Programs may find it useful in training to help mentors deal with tough issues that
may come up in mentoring relationships. Topics covered include anxiety, bullying and relational aggression,
depression, eating disorders, foster care, gangs, physical abuse, and many more. Some handouts are provided
for teens to coach them on how to help themselves and each other.
A Kids’ Guide to Helping Others Read & Succeed: How to Take Action! by Cathryn Berger Kaye, 2007.
Published by Free Spirit Publishing (ISBN 978-1-57542-241-1).
This resource is intended as a self-directed guidebook for youth who would like to set up a peer-tutoring
program as a service project. The first section has general background on literacy, tutoring, and working with
younger children. The second section helps youth get started, and includes a template for a service learning
proposal.
The Kid’s Guide to Service Projects! by Barbara A. Lewis, 1995. Published by Free Spirit Publishing (ISBN: 978-0915793-82-2).
This resource may be helpful for peer programs as a brainstorming tool of different ideas and activities for
service projects. It is designed as a self-guided book for youth, with over 500 different ideas, running the gamut
from environmental projects to working with senior citizens in their communities.
Letter 2 a Teen: Becoming the Best I Can Be by Robin Cox, 2008. Published by Essential Resources (ISBN 978-1877440-57-1).
This resource from New Zealand offers a number of ready-to-use activities for teens on setting goals, building
friendships, communicating, managing time, handling stress, writing résumés, and becoming positive role
models. Although designed for individual teens, many of the worksheets could be adapted for peer mentoring
matches.
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Make a World of Difference: 50 Asset-Building Activities to Help Teems Explore Diversity by Dawn C. Oparah,
2006. Published by Search Institute (ISBN 978-1-57482-868-9).
The topic of cultural and ethnic diversity is one that all mentoring programs—and mentoring relationships—
must address to be effective for all participants. This activity book offers 50 ready-to-use sessions that can be
used to either train peer mentors or give mentors and mentees unique and fun ways to think and talk about diversity. Specific topics include boundaries, sexism, disability awareness, classism, gender roles, and body image.
This is a great resource for teaching young people to value and respect others.
Making Choices: Life Skills for Adolescents by Mary Halter and Barbara Fierro Lang, 1994. Published by
Advocacy Press (ISBN 978-0-91165-549-0).
This full curriculum provides multiple lessons in each of a dozen topic areas, including cultural diversity, self-esteem, personal integrity, family relations, personal health, and career exploration. Many of the lessons could be
conducted as a mentor-mentee joint activity, although some of the content would probably be too advanced
for elementary age mentees. This resource could also be valuable in mentor training and skill development,
providing older youth with the tools and values to assist younger students.
Mentoring for Meaningful Results: Asset-Building Tips, Tools, and Activities for Youth and Adults by Kristie
Probst, 2006. Published by Search Institute (ISBN 978-1-57482-875-7).
This resource provides a dozen worksheets, handouts, and accompanying activities that can help mentors and
mentees establish a close trusting relationship and get them talking about important issues. It also provides
worksheets and activities for use with the mentee’s family. All materials are ready-to-use and come with full
instructions.
Meaningful Mentoring: A Handbook of Effective Strategies, Projects and Activities. Helping You Become a
Co-Pilot in a Child’s Life (Grades 6–12) by Robert P. Bowman and Susan C. Bowman, 1997. Published by YouthLight Inc. (ISBN 978-1-88963-604-7).
This revised version of the classic Becoming a Co-Pilot series provides many activities that mentors can do with
their mentee. Activities are focused on issues such as self-esteem, character, handling difficult life situations,
and having confidence in school.
More Creative Interventions for Troubled Children and Youth by Liana Lowenstein, 2002. Published by
Champion Press (ISBN 978-0-96851-991-2).
This collection features over 30 activities that can be done by individuals, groups, and even whole families. The
topics fall into five main categories: engagement, feelings, anger management, social skills, and self-esteem.
Most of the activities would be useful for mentor-mentee pairs to do together or separately, followed by discussion time. Full facilitator notes, handouts, and lists of supplies are provided.
Reviving the Wonder: 76 Activities That Touch the Inner Spirit of Youth by Ric Stuecker with Suze Rutherford,
2001. Published by Research Press (ISBN 978-0-87822-474-6).
This resource strives to provide young people with values, understanding, and skills that can help them take
care of themselves and their communities. The activities are a mix of hands-on arts and crafts projects, worksheets, and other creative and fun reflection exercises. Each exercise comes with detailed facilitator instructions
and discussion points. These activities could be used in groups or done by individual mentor-mentee pairs
with some supervision and coaching.
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The Teen Guide to Global Action by Barbara A. Lewis, 2008. Published by Free Spirit Publishing (ISBN 978-157542-266-4).
Designed as a workbook for individual youth, some of the material from this resource would be easily adapted
to a peer mentoring programs seeking to design service projects. There is an initial section with useful checklists on identifying a cause, researching it, and planning for action. The areas of action covered are human
rights, hunger and homelessness, and peace and friendship.
Tools for Teaching Social Skills in School: Lesson Plans, Activities, and Blended Teaching Techniques to Help
Your Students Succeed by Michele Hensley, Jo C. Dillon, Denise Pratt, Jacqueline Ford, and Ray Burke, 2005.
Published by Boys Town Press (ISBN 978-1-88932-264-3).
Originally designed to assist teachers in creating more orderly and productive classrooms, this activity guide
has many tips and lessons that can be adapted for use in youth and peer mentoring programs. Topics include
handling conflict appropriately, proper ways of getting attention, staying on task, sharing with others, and
many others that would be useful for mentors and mentees alike.
What Do You Stand For? A Kids’ Guide To Building Character by Barbara A. Lewis, 2005. Published by Free
Spirit Publishing (ISBN 978-1575421742).
This book provides activities to help youth build character. Each chapter starts with a description of a character
trait (from a long list including integrity, tolerance, loyalty, citizenship, empathy, etc.) and presents several “dilemmas” to use for journaling, writing essays, and discussion. There are “check it out” sections with suggestions
for Web sites, books, and movies. Each chapter ends with an inspirational true story of a young person who
exemplifies that trait.
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MONITORING AND SUPPORTING
YOUTHBUILD MENTORING MATCHES

All of the good work you have done recruiting, training, and matching mentors and mentees will be in jeopardy if your mentoring program is not diligent
about monitoring and supporting matches over time. All mentoring relationships go through periods of success and struggle, and ongoing support is
critical in helping matches stay together. And the only way to know if a match
needs extra attention is to pay close attention in the first place.

Supervising Matches
YouthBuild mentoring programs should follow a match supervision schedule
of making contact with the mentor, youth, and youth’s caregiver within the
first two weeks of the match, followed by two-week intervals throughout the
first three or four months of the match. Mentors and youth will need extra
support during this awkward time. If the match seems to be progressing well
after this initial three- to four-month period, the frequency of check-ins can
be reduced to once a month.
When checking in with mentors, reassure them that they should be honest
about how things are going and that the YouthBuild program is there to support them if things become rocky in the relationship or if an issue has come
up that they are unsure how to handle. Develop a set list of questions to ask
mentors during check-ins, including:
• How is the match going?
• Have you been meeting as scheduled?
• Have there been any problems or issues?
• How is the communication so far?
• What activities have you been doing together?
• How have you been integrating the YouthBuild Life Plan into activities?
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• Are there any issues in the student’s home, work site, or school life that have
been problematic?
• How is the interaction (if any) with the youth’s parent or caregiver?
• What do you enjoy the most about your relationship?
• What assistance do you need from our staff to help your match?
You will likely develop many other questions to help you gather the information you need to support the match (not to mention any information you’ll
need for evaluation or data reporting purposes).
It is also critical that the mentoring coordinator check in frequently with
mentees and, if applicable, their parents or guardians. These check-ins are
great opportunities to make sure that the student is happy with how things are
progressing and to address any fears or concerns of the parents or guardians.
Keep good notes of these conversations.
Among the questions to ask mentees:
• Do you enjoy spending time with your mentor?
• Have you and your mentor been meeting as scheduled?
• When was the last time you met? How long did the meeting last?
• What have you been doing with your mentor? How did you decide what to
do? Was it fun?
• Have you been working with your mentor on aspects of your Life Plan?
Which aspects?
• Is it easy to talk to your mentor?
• Has your mentor asked you to keep any secrets?
• Is the mentor following program rules and guidelines?
• Is there anything you’d like to change about your mentor?
• Is there anything you want me to talk to your mentor about?
And for parents and guardians (some of these may not be applicable depending on where matches meet):
• Is your son or daughter happy with his or her mentor?
• Does he or she look forward to mentoring visits?
• Does the mentor arrive on time for meetings? Do they last the scheduled
time?
• How has the communication with the mentor been?
• Do you have any concerns about how the relationship is progressing?
• Have you noticed any positive or negative changes in your son or daughter
since the relationship began?
• Do you have any questions for our staff?
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Your program may also want to collect periodic information on the progress
(and struggles) of your matches from YouthBuild teachers, counselors, worksite supervisors, and other individuals. Enter all information collected during
check-ins into your match records so it can be accessed as needed and used in
determining what types of help to provide struggling matches. You may wish
to use a match check-in log similar to the one found on page 122.
Build in adequate time to check in with matches and address issues that come
up over the course of the year. Sometimes programs focus heavily on the up
front work: recruitment, screening, training. Most mentoring coordinators
will only be able to effectively track and manage about 20 to 30 matches at any
given time, depending on the other duties they are responsible for. Don’t let
staff time constraints compromise match monitoring activity. This is extremely risky from a safety perspective and all but ensures that struggling matches
will fail to get the help they need to make it through the YouthBuild program
year and into their post-graduation period.

Spotting Red Flags and Providing Help
Mentoring relationships, like all human relationships, can suffer from a wide
variety of problems and conflicts. There are misunderstandings, personality clashes, generational and cultural differences, and general disagreements.
Regardless of what issues your matches may have, your monitoring system
should be designed to spot trouble before it does irreparable harm to the
match.
Some of the common red flags to look for in mentoring relationships include:
• Meetings are not taking place regularly.
• The mentor or student does not know what activities they should be doing.
• The student is dissatisfied with the activities or is not part of the process of
choosing activities.
• Either participant is unhappy with the level of communication.
• The mentor feels overwhelmed by the magnitude of the student’s problems.
• The mentor (or parent or guardian) is frustrated by a perceived lack of
progress by the youth.
• The mentor or mentee (or even the parent or guardian) is breaking program
rules and guidelines.
• The mentor, student, or parent or guardian is dissatisfied with the communication from your program staff.
• The mentor is overly involved with the student’s family.
• Teachers and other YouthBuild staff express concerns that the relationship
is negatively impacting other YouthBuild activities.
• The mentor or mentee expresses a need for specific advice on handling a
situation or help completing a specific task (for example, a mentor needing
to know how to get a student to open up, or a student admitting that his or
her mentor isn’t giving the help needed to work towards a goal).
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The problems discussed above can be addressed in a variety of ways. Sometimes the YouthBuild program can provide conflict resolution support or
spend some time realigning participant expectations. At other times, additional YouthBuild staff, such as a counselor or teacher, might be able to step
in and help the match with an issue that has come up. Sometimes additional
training for mentors or students is required (see sidebar, page 119).
In many instances, the match may be affected by problems in the mentee’s
home life that go beyond the scope of what the mentor can address. These
situations may require a referral to other community services. Referring participants to other services shows that the YouthBuild program is committed to
providing access to a wide array of help. It also shows that the mentoring program is attuned to the limitations of what it, and its mentors, can reasonably
provide. Mentoring relationships can really start to falter when they extend
beyond the scope, vision, and capacity of the mentoring program.
Be sure to get your matches the help they tell you they need. Ignoring red
flags and hoping for the best are not options if you want long-lasting matches
and personal success for your students.

Supervising Matches During Group Outings
In addition to individual check-ins with mentors and mentees, mentoring
coordinators should also observe students during service activities and other
group outings. Look for these signs that a mentor or mentee may be having
issues:
• Are there mentors or mentees who do not seem to be participating fully in
activities?
• Are mentors or mentees being disruptive?
• Do any mentors or mentees seem withdrawn or disinterested?
Remember that your service activities and mentor-rich environments are designed to provide lots of interpersonal interaction. Approach those who seem
to not be enjoying the experience and see if there are any issues that you can
address to get the match back on track.

Establish Patterns of Effective
Communication Over Time
Although you will regularly be in contact with mentors and mentees as part
of your monitoring and post-match training efforts, there are some other patterns of communication that you may want to consider:
• Mentor support groups. These regularly scheduled meetings allow mentors to get together to talk about what’s positive and negative with their
experience. They can also provide an opportunity for your staff to help solve
problems. But really these sessions are about mentors communicating with
each other and establishing a sense of camaraderie and connection in the
mentoring work they are doing. Remind the group that confidentiality rules
are in effect and that what is said in the room stays in the room.
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• A YouthBuild mentoring program newsletter or e-newsletter. Newsletters
don’t have to be expensive, full-color, glossy magazines. They can be simple
and produced through the YouthBuild school’s media center or through a
partnership with a local business. If your YouthBuild program already has
a newsletter or e-newsletter, ask if you can add a mentoring-specific section
to it. These types of newsletters can be a great way to keep caregivers, youth,
mentors, school staff, work-site supervisors, and program partners upto-date on program activities. They can also be a great way of celebrating
successes in matches, honoring your volunteers, and informing parents or
guardians about other community services. Sending your newsletter to key
business and community groups will also help with future recruitment.
• Mentor mailboxes. Many school-based programs provide these for volunteers on the school site. Here mentors can pick up information from the
school (for example, calendars of upcoming events or school closures or

Providing Post-Match Training and Support as Needed
As discussed in Chapter 6, the YouthBuild mentoring coordinator will be providing
frequent ongoing training to mentors on how to use the YouthBuild Life Plan in
setting match activities and guiding conversations with the mentee. Additionally,
a coordinator's regular check-ins with mentors and youth may indicate a need for
other types of training. For example, if several mentors believe that they are having
trouble getting mentees to express their feelings, an additional session on creative
icebreakers may be in order. If mentees complain that their activities are boring, you
may need to provide your mentors with fresh ideas. If many mentors are struggling
with the severity of some of their student’s needs, some additional training on coping
skills might help.
Providing post-match training for mentees can also be helpful. It can provide mentees
with additional skills that will enable them to hold up their end of the mentoring
relationship and it can provide a group setting for them to discuss concerns and
issues that they may be uncomfortable bringing up during check-in times with
mentoring coordinators.
Common match-related topics covered in post-match training sessions include:
•
•
•
•
•
•
•
•
•

Strategies for dealing with issues in the youth’s family
Handling abuse and neglect situations
Setting limits with mentees
Alcohol and substance abuse issues
Bullying
Sexuality and dating
Goal setting
Addressing specific academic needs
Diversity and cultural sensitivity

Training YouthBuild Mentors, available to all National Mentoring Alliance members,
provides training outlines on many post-match training topics.
Remember, your training staff does not need to have expertise in all of these areas.
As mentioned earlier, you can use community partners and other connections you’ve
developed to access experts to provide training in some of these specialty areas. Just
listen to what your participants are telling you they need—and then provide it!
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schedules of what’s being taught in classrooms) and from your program
(such as your newsletter, new activities they can use and any paperwork
that needs to be filled out for monitoring or evaluation purposes). Because
YouthBuild mentors might not be at the YouthBuild location very often, you
might use electronic mailings, a Facebook page, or Google Group that mentors can join. You might want to send mentors emails announcing important milestones in their mentee’s life, such as completion of an important
school project or a reminder of an upcoming birthday.
In general, make your YouthBuild program space, both physical and virtual,
an inviting place for mentors and one that feels like their home base when
they are participating in the program. The more they feel like they are part of
the YouthBuild family, the better the chance that they will be retained over a
long period of time.

Recognize and Honor All YouthBuild Mentoring
Participants Throughout the Year
Most YouthBuild mentors volunteer because they want to make a difference
and feel good about themselves and their impact on the world around them.
Your YouthBuild students (and their families) participate because they have
goals they want to achieve and because YouthBuild is about the important
work of rebuilding lives. Within this context, your program should help all
stakeholders in the match celebrate success and find recognition in jobs well
done.
Earlier in this chapter we discussed using a program newsletter or e-newsletter as a vehicle for volunteer and youth recognition. Other useful recognition
strategies include:
• Profiling selected matches in the local media. As mentioned in Chapter 3,
a glowing profile in the media not only honors the wonderful work of your
program’s matches, but it can be a great way to promote your program in
the community and garner fresh volunteers and financial support. Talk with
your local newspaper, radio, and television stations about how to profile or
honor your matches. Secure written permissions before using any participant’s name or photo in a media opportunity.
• Holding public recognition ceremonies. Most programs have annual
awards banquets or picnics to celebrate everyone’s efforts. You may wish to
expand your guest list to include community and business leaders, school
administrators, and local dignitaries.
• Nominating your YouthBuild mentoring program or individual matches
for community awards. Most communities have award ceremonies for
those doing good works through volunteering. Check with your local volunteer center or community charities to see what recognition events take
place in your area.
• Showing your appreciation. Sometimes a simple thank you or birthday
greeting can make all the difference in the world. Don’t underestimate the
impact that simple, small acts of gratitude can have on mentor retention.
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• Recognizing mentors in other aspects of their lives. Write a note to your
mentor’s employer about the value of his or her contributions and how
they reflect positively on the company (or perhaps write a short note of
recognition for the company newsletter). College-student volunteers can be
thanked through campus groups or through the student government. All
volunteers have other areas of their lives where their mentoring efforts can
be celebrated.
The advice and processes in this chapter should help you keep in touch with
your matches and give them the help they need as they move through the
program year. The following chapter discusses how mentoring coordinators
can help prepare matches for graduation and their time beyond the YouthBuild program cycle.

Forms you can use
Page 122 providea a sample of
the program forms and tools
discussed in this section.
Please note that all of the
sample forms, worksheets,
and planning tools provided
in this publication are also
available as editable files on
the YouthBuild USA National
Mentoring Alliance Web site at:
http://youthbuildmentoring
alliance.org/sample-forms/
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Form

Match Check-in Sheet
Directions: To be filled out by mentoring coordinator or other match supervisor

Mentee: ________________________________________________________ Phone:___________________
Mentor: ________________________________________________________ Phone: __________________
Caregiver: _______________________________________________________ Phone: __________________
Match supervisor: _________________________________________________
Contact
date
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Person
contacted

Mentor-mentee
activity

Supervisor comments and
recommended follow-up

Chapter 10

THE TRANSITION TO POST-YOUTHBUILD
MENTORING RELATIONSHIPS

Although the bulk of YouthBuild mentoring may happen during the regular YouthBuild program year, the mentoring that happens after the student
graduates from YouthBuild is perhaps most important. It is critical that your
site emphasize the importance of matches meeting for the full 15 months, as
this keeps mentees’ personal, academic, and career growth going in a positive direction once they leave YouthBuild. All of the hard work students have
put in during the YouthBuild year—and in the mentoring program—can be
lost if they slip back into old habits or give up on themselves once leaving the
program.
This is where your post-graduation mentoring efforts come in. Mentoring
coordinators will need to prepare matches for their post-graduation time
together, including discussing whatever changes that brings to how and when
they meet each month.

Post-Graduation Mentoring
As the YouthBuild graduation approaches, mentoring coordinators should
check in with each mentoring pair and make sure that they are committed to
the match moving forward. Emphasize that the commitment to a 15-month
match extends beyond the student’s time in YouthBuild. Provide any training,
support, or guidance that the match needs to transition into this new phase in
their mentoring relationship.
If the match decides to continue post-graduation, they should continue to
meet in person for four (4) hours per month until they hit the 15-month
mark, at which time they are encouraged to renew their match. Mentors are
encouraged to have weekly contact with mentees post-graduation, as this is
a time where they can fall into old bad habits, lose confidence in their YouthBuild Life Plan, or encounter challenges that require the support of a mentor.
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In some rare instances, a match will decide not to continue at the time of
graduation. Perhaps the student has identified a new mentor who would be
more appropriate moving forward. They may have met someone during a
mentor-rich activity that they feel can provide fresh support or new opportunities. In some cases, students may choose to add a new mentoring relationship to their current one. Remember to screen and train any new mentors
who will be taking over for the post-graduation period.
For all matches that continue past graduation, the mentoring coordinator will
check in every month with mentors and mentees, following a similar checkin protocol to the one used during the program year. If the mentee has a new
mentor for the post-graduation phase, then the mentoring coordinator checks
in every two weeks for the first couple of months. Be sure that you have updated mentor and mentee contact information prior to graduation, reiterate
mentor and mentee responsibilities and program rules, and clarify procedures
for checking in and submitting any follow-up data.
The post-graduation matches will continue to need support and help with
challenges so that the match continues successfully until month 15. Mentoring coordinators are expected to provide any ongoing training or support, as
needed, in service of this match-length goal. However, if, after repeated effort
by the mentoring coordinator, the match fails to meet as required or otherwise
fails to adhere to mentoring program policies, then the match should be formally terminated. Remember, your YouthBuild program is still responsible for
the quality, consistency, and safety of post-graduation mentoring.

Moving Toward Graduation
There are several tasks to address as graduation approaches:
• Updating students’ Life Plans. Work with YouthBuild counselors, teachers,
and work-site supervisors to ensure that each student has a newly revised
YouthBuild Life Plan that will govern post-graduation goals and activities.
• Assisting with the identification of new mentors. Some mentees may want
to continue with mentoring but find themselves unable to continue with
their current mentor or to identify someone new to ask. Help students find
a suitable mentor if they want one.
• Conducting celebration and new commitment ceremonies. Although
the vast majority of your matches will continue past graduation, some may
end at this time. It is important that the closure process be a positive one.
Matches that end poorly may negate the benefits of the entire mentoring
experience. See page 130 for an example of a match termination and celebration ritual that you can adapt as needed. Be sure to also hold formal
commitment ceremonies for any new matches that are made heading into
post-graduation time.
• Administering end-of-year surveys and other data-collection tools. See
Chapter 11 for guidance on the specific survey instruments that must be
administered before student or mentors leave the program.
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• Conducting exit interviews. Exit interviews are a critical aspect of mentoring program improvement over time. They can provide you with valuable
feedback about what worked (and what did not work) about the previous
program year. Incorporate this feedback into all aspects of the program,
such as revising trainings, changing recruitment pitches, tweaking your
matching procedures, and so forth.

Forms you can use
Pages 126–130 provide
samples of the program forms
and tools discussed in this
section.
Please note that all of the
sample forms, worksheets,
and planning tools provided
in this publication are also
available as editable files on
the YouthBuild USA National
Mentoring Alliance Web site at:
http://youthbuildmentoring
alliance.org/sample-forms/
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Form

YouthBuild Match Closure Summary

Directions: This form can be used throughout the year whenever matches end for a variety for reasons. Place copy in
both mentor and mentee files.
Mentee _________________________________________________________________________________
Mentor __________________________________________________________________________________
Match date __________________ Closure date _________________ Length of match _________________
Please circle the circumstance and check the reason for match closure.
Planned
Mentor
Completed full planned duration
of match
Other _______________________

Mentee

Extenuating
Relocation
Life change
Time/schedule conflict
Family/personal/health issues
Other ______________________

Mentor

Mentee

Difficult
Violation of policy
Behavioral problems
Lack of cooperation with agency
Parent/guardian withdrew youth
Lost interest
Other ______________________

Mentor

Mentee

Additional details concerning the closure
________________________________________________________________________________________
Recommend rematch? Mentor:  Yes  No | Mentee:  Yes  No
Completed by _____________________________________________________________ Date __________
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Form

YouthBuild Mentor Exit Survey

Thank you for serving as a mentor in the YouthBuild mentoring program. Your efforts are greatly appreciated. We are
always looking for ways to improve our program, and we appreciate your feedback. Please complete the following
survey and return in the enclosed envelope.
Name __________________________________________________________________ Date ____________
Name of mentee __________________________________________________________________________
Length of match: ___ years ____ months
Check what best describes your relationship with your mentee. Then please explain your answers below:

 Very close
		
 Very successful

 Close
 Successful		

 Not very close
 Not very successful

Why is your match ending?
________________________________________________________________________________________
Do you feel like you made a difference in your mentee’s life?  Yes  No Please explain:
________________________________________________________________________________________
Do you feel you made progress toward your mentee’s Life Plan goals?
________________________________________________________________________________________
Did you feel you received adequate support and supervision from program staff?
________________________________________________________________________________________
What aspects of the YouthBuild mentoring program did you like the best?
________________________________________________________________________________________
What aspects of the YouthBuild mentoring program did you like the least?
________________________________________________________________________________________
What could we have done to make our program a better experience for you and/or your mentee?
________________________________________________________________________________________
Additional comments:
________________________________________________________________________________________
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Form

YouthBuild Mentee Exit Survey

Thank you for being a mentee in the YouthBuild mentoring program. We hope you enjoyed being a mentee. We are
always looking for ways to improve our program, and we appreciate your feedback. Please complete the following
and return in the enclosed envelope.

Name __________________________________________________________________ Date ____________
Name of mentor __________________________________________________________________________
Length of match: ___ years ____ months
Check what best describes your relationship with your mentor. Then please explain your answers below:

 Very close
 Very successful

 Close
 Successful 		

 Not very close
 Not very successful

Why is your match ending?
________________________________________________________________________________________
Do you feel like your mentor made a difference in your life?  Yes  No Please explain:
________________________________________________________________________________________
Do you feel like you made progress toward your Life Plan goals?
________________________________________________________________________________________
Did you feel you received adequate support and supervision from program staff?
________________________________________________________________________________________
What aspects of the YouthBuild mentoring program did you like the best?
________________________________________________________________________________________
What aspects of the YouthBuild mentoring program did you like the least?
________________________________________________________________________________________
What could we have done to make our program a better experience for you?
________________________________________________________________________________________
Additional comments:
________________________________________________________________________________________
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Mentor and Mentee Reflection: Turning Closure into Learning

Form

Directions: Use the following sentence stems to reflect on what you have learned from your mentoring relationship.

1. What I have learned about myself:
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
2. My mentoring gifts and strengths:
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
3. What I wish I could learn to do better:
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
4. How I will apply what I have learned:
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
5. Specific steps for applying what I have learned:
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
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YouthBuild Match Termination Ritual

Sample

Use this tool both at the end of the program year and for any matches that end prematurely along the way.
Termination may be the result of a variety of situations.
• Sometimes it may become necessary to terminate a match due to conflicts between the mentee and mentor.
• Sometimes termination occurs because either the mentee or the mentor drops out of the program. The
dropouts may occur as a result of relationship conflicts or other factors (e.g., mentor’s time limitations or the
mentee transfers to another school).
• Sometimes it may become apparent that the mentee and/or mentor may work more effectively with
another mentor/mentee. In these cases, reassignment may be best.
• Sometimes it occurs in a planned way, such as at the end of the school year.

Termination should provide closure and opportunities for learning.
In order for termination to accomplish this, mentors should follow these guidelines:
• Identify and verbally clarify the reasons for termination with your mentee. If the reasons involve the behavior
of either you or your mentee, present the situation in a constructive manner. If your mentee was late, skipped
meetings, or was disrespectful, try to express how this made you feel. If you engaged in any of these behaviors, try to explain that these problems were your fault and not your mentee’s.
• Give your mentee the opportunity to discuss what worked and didn’t work in your relationship and to identify ways to handle future situations more effectively. The mentoring coordinator will facilitate a conversation
between you and your mentee in order to make sure that you both express yourselves positively and constructively. This information may be critical to successfully re-matching you and/or your mentee.
• You and your mentee should share feelings that you have about ending your relationship. If you are terminating because your original 15-month commitment is over, have had a change in life status that hinders
your ability to mentor, or any other reason not related to the mentee, you need to make particularly clear
to your mentee that this is not a reflection on him or her. Share the things about your mentee that you liked.
Without this—and often even with it to a lesser degree—the mentee will feel unlovable or flawed in some
way. Do all that you can to convince the mentee that this is not so.
If your mentee leaves the program, do not discuss with other mentors (or mentees!) any personal problems you
had with your mentee. If others ask, just let them know that the program wasn’t working out for the mentee.
Your mentoring coordinator should share basic information about anyone leaving the program or being
reassigned, so you shouldn’t have to answer too many questions from other mentors or students.
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Chapter 11

DATA COLLECTION AND REPORTING

All YouthBuild USA National Mentoring Alliance programs are required to
participate in the data-collection, assessment, and reporting requirements
that accompany the OJJDP funding and YouthBuild USA Affiliated Network
responsibilities. This chapter describes these initial requirements. Additional
data collection or reporting requirements will be communicated to mentoring coordinators via webinars, e-mails, or other information sessions over the
course of the funding cycle.
There are three main components to the data collection and reporting
required of YouthBuild USA National Mentoring Alliance members:
• WebSTA-Q (YouthBuild USA’s system)
• DCTAT (OJJDP’s data system)
• The Quality Assessment System (the pre-post survey students complete)

WebSTA-Q
As affiliates of YouthBuild USA and YouthBuild mentoring program grantees,
you are required to submit data quarterly to YouthBuild USA through our
quarterly reporting tool—WebSTA-Q. Data is due at the end of the month
following the quarter’s end, as detailed in the schedule below:
• Q1: Jan–Mar (Due Apr 30)
• Q2: Apr–Jun (Due Jul 31)
• Q3: Jul–Sep (Due Oct 31)
• Q4: Oct–Dec (Due Jan 31)
An online WebSTA-Q tutorial is available and live webinar training is offered frequently so that the staff at your program can learn how to complete
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this important data requirement. You can always access the most up-to-date
tutorials, information about WebSTA-Q trainings, data submission, and
details about required data points at www.webstaq.org. The data services team
at YouthBuild USA is also available to support you as you provide data for
the Affiliated Network and your mentoring grant. You can reach the team by
phone at (617) 299-9089 or by e-mailing support@webstaq.org.

DCTAT (Data Collection and Technical Assistance Tool)
As a YouthBuild USA National Mentoring Alliance OJJDP sub-grantee, you
are required to submit data biannually to OJJDP through the DCTAT reporting tool. Programs will submit the data through the www.ojjdp-dctat.org
Web site twice a year, in July and January. All data is due at the end of July
and January following the biannual period ending, as detailed in the schedule
below:
DCTAT Reporting Schedule
Activity period
January–June
July–December

DCTAT due date
July 30
January 30

The DCTAT data collection guide (reference listed below) is the best source
for determining reporting requirements. Webinars will be available in late
2010 on how to submit DCTAT data.
The DCTAT example collection form can be located at
www.ojjdp-dctat.org/help/MentoringReportingForm.pdf
The DCTAT Training guide can be located at
www.ojjdp-dctat.org/help/dctatguidementoring.pdf

YouthBuild National Mentoring Alliance
Quality Assessment System
Mentoring programs will participate in a survey process that is part of the
YouthBuild USA quality assessment system. The details of this assessment
process are provided below. Please note that this process is very important to
demonstrating the successful outcomes of the work your program does, so we
ask for your full cooperation in all assessment-related activities.

Assessment survey
It is the responsibility of each program to ensure the timely and accurate
completion of the quality assessment surveys. Every YouthBuild student—
mentored or not—should be asked to complete the self-administered quality
assessment survey at two points in time:
1. At the beginning of the YouthBuild experience, as soon after enrollment as
possible.
2. At time of graduation.
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Mentored youth will also be asked to fill out the survey a third time at the end
of their 15-month match commitment (this can be administered before then if
the match fails to make it the full 15 months).
Each YouthBuild mentoring program will be supplied the following materials
by YouthBuild USA:
• Enough copies of the survey to allow all participants to fill out the survey at
two points in time (three for the mentored youth)
• Enough envelopes to hold all the surveys
• An instruction card to be handed out to each participant prior to filling out
the survey
• A logbook to record the date on which each survey is administered, as well
as the name of the YouthBuild mentee receiving the survey
• An instruction manual that provides more detailed instructions for administering, collecting, and mailing in the surveys to YouthBuild USA
The assessment survey process
1. Each program must identify the best time to administer the survey. This
may be when students first appear at the YouthBuild program, when they
return for enrollment or orientation, or on the first day of the program
itself. The exact timing is left to the discretion of the YouthBuild program,
but once the point of survey administration is selected, the program
should ensure that all surveys are administered in the same way.
2. When it is time to administer the survey, a program staff person should
hand the YouthBuild student the survey instruction card (in either English or Spanish) and allow the student enough time to read through it
(approximately 10 to 20 seconds).
3.

As the student reads the instruction card, the program staff person should
retrieve the next survey form and matching envelope in the stack, noting
the ID number on the back, and be prepared to enter the information into
the logbook.

4. The person handing out the instruction card should then briefly reiterate
the instructions and ask the student if he or she has any questions.
5.

After the student has indicated that he or she has no questions, they
should be handed the survey and matching envelope. (Note: the ID
numbers of the survey form and envelope must be the same).

6. The student should be directed to a chair (with a desk or table when
possible) that has been set aside in a relatively quiet or private area for
completing the survey, such as a corner of the office or against a far wall.
The mentee should be within eyesight of the program staff member, but
removed from the staff sufficiently to convey a sense of privacy.
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7.

As the student begins to move toward the survey completion area, he or
she should be reminded to place the completed survey in the envelope
when finished.

8. As the student is filling out the survey, the program staff person should
enter information into the survey logbook. On the preprinted log sheet,
they should find the ID number of the survey just handed out to the
student. Next to that ID number, the staff person should enter the survey’s date and the name of the student filling out the survey. First and last
name will suffice.
9. Upon completing the survey, each student should be asked to place the
survey in the envelope provided to them, then seal the envelope and drop
it into the box that has been placed previously in a prominent place and
clearly marked “Surveys.”
10. No YouthBuild program staff person should handle the envelope in front
of the survey participant.
According to a previously agreed timeframe, the YouthBuild program should
open the survey box and mail all of the sealed envelopes inside to YouthBuild USA along with the log sheets corresponding to the ID numbers on
the envelopes.

Graduation surveys
The same step-by-step process should be used to administer the student surveys at their time of graduation. This time should be selected by the YouthBuild program to coincide with student graduation ceremonies.

Post-graduation surveys
YouthBuild programs participating in the National Mentoring Alliance initiative are also expected to administer surveys at a third point in time for mentored youth: at the end of the original 15-month match commitment. Have
these youth fill out the survey at this point, even if their match will continue
beyond 15 months. Additional instructions will be provided to participating
programs over the course of the funding cycle.
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Chapter 12

SUSTAINING THE YOUTHBUILD
MENTORING EFFORT

As mentioned in the introduction of this manual, we are experiencing the
launch of what YouthBuild USA hopes will be a long and successful integration of mentoring into the traditional YouthBuild model. Because we envision
this as a long-term project, all YouthBuild USA National Mentoring Alliance
members must create a sustainability plan to guide their efforts. New funds
will not only build on the foundation you lay today but may allow you to expand mentoring opportunties to students over the 18-year age limit imposed
by the OJJDP National Mentoring Alliance funds.
These efforts can be merged with other sustainability efforts at the YouthBuild
program, but YouthBuild USA will request specific information from each
participating program as to how they plan on keeping their mentoring
program thriving over time.

General Sustainability Tasks
Whenever the word “sustainability” is used, most people think first of fundraising. While raising funds to pay for the mentoring coordinator’s position
once the OJJDP National Mentoring Alliance grant has ended is certainly at
the top of your program’s sustainability to-do list, there are a number of other
tasks that can help ensure the long-term viability of your mentoring program:
• Create and maintain new partnerships. As time goes on, you’ll learn more
about the types of external partners and in-kind support your mentoring
program needs. Perhaps you need to boost access to mentor-rich environments, or find corporate partners that can help mentees with professional
networking. Regardless of what you need moving forward, take time at the
end of every year to thank current partners and explore opportunities with
new ones.
• Revitalize your YouthBuild mentoring advisory committee. Your advisory committee will have to take a very active role in your future fundraising
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and program development activities. At the end of each year, think about
what types of new skills, connections, or personalities you need to add to
your advisory committee. Bring in some new members to get fresh perspectives on the team. Make sure that this group is prepared for the important
work of keeping the program going.
• Develop staff skills. Chances are that every year of program operations will
identify gaps in the expertise of your mentoring coordinator and other staff
members. Build in time for essential staff development and training so that
the program is better prepared to meet the challenges of the coming year.
• Access training and technical assistance. Training and technical assistance go hand in hand with staff development. If there are aspects of your
program that you know need improving, do not be afraid to ask for help.
YouthBuild USA National Mentoring Alliance members have access to a
wealth of training and technical assistance support from both YouthBuild
USA and the National Mentoring Center. See Chapter 13 for more information about accessing this support.

Planning for Sustainbility and Fundraising Efforts
This section provides a general overview of how your YouthBuild mentoring program might approach planning for a sustainable future. As with many
aspects of running a mentoring program, there is more than one way to plan
for sustainability. What matters is your enthusiasm, level of commitment, and
the effort you make over time.

Getting started with resource-development planning
One of the biggest factors in making your YouthBuild mentoring program a
long-term success is the creation and implementation of a resource-development plan. Mentoring programs often find it difficult to focus on planning for
long-term financial stability when they are caught up in day-to-day operations. However, any program expecting to last beyond the first few years of
operation must make the development of new and diversified resources a
priority.
Effective resource development does not happen by itself. It is the end result
of coordinated action and teamwork. The most important thing to remember
about sustainability is that being organized is critical. The following process
can help your program get organized and effectively plan for a sustainable
future:
1. Identify leadership
2. Establish a resource development committee
3. Research your current situation
4. Create a formal resource-development plan
1. Identify leadership
Although many people will ultimately be involved in any sustainability
planning activity, someone in the organization must provide overall leadership and dedication to the effort. Whether it’s your mentoring coordinator, a
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YouthBuild program director, or a key mentoring advisory committee member, the person who takes on this role should be able to energize others and
carry the work through to its successful conclusion.
2. Establish a resource-development committee
Once a key leader has been identified, the next step is to establish a dedicated
committee that will carry out many of the key processes involved in developing and implementing the resource-development plan. The committee structure allows this important task to be shared among people who can contribute
their unique sets of skills, experiences, and perspectives to the work.
Keep in mind these important considerations when building the resourcedevelopment team, so that you end up with a dynamic, compatible, and
effective group. The team will need members who can provide:
• Leadership and authority. People with enough power to make initial
decisions and who are willing to share many of the leadership tasks.
• Diverse skills and competencies. People who can provide specific skills
related to the task at hand, such as previous planning or fundraising experience; organizational, communication, and research skills; or experience
working on a team.
• Passion and enthusiasm. People who share your passion for mentoring and
who understand the need for your services in the community.
The resource development committee will have three main tasks: to research
internal and external factors that will have bearing on your planning, to write
a clear, action-oriented resource-development plan that will be adopted by the
entire YouthBuild mentoring program, and to track the implementation of the
plan.
3. Research your current situation
The resource-development plan must be grounded in a thorough review of
the internal and external factors that impact your organization’s ability to
sustain itself. Begin by taking stock of your sponsoring organization’s internal
resources and constraints. These may include:
• Your program’s mission and goals
• Staff capacity (skills, hidden talents, job responsibilities, and availability)
• Tools such as databases, donor-tracking software, and boilerplate text or
templates that can help with grant proposal development
• Internal policies and guidelines that influence fund development
• Advisory committee member skills, connections, and availability to provide
assistance
• Marketing materials and public relations plans
• Your budget and current resources, including financial and in-kind
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Next, review the external environment in which your organization operates—the resources the community can bring to your agency and the conditions that impact your program and its development goals. Specifically,
consider:
• The level of community support for your mentoring program
• Your established relationships and formal partnerships with community,
education, religious, and business leaders
• Other agencies that you may be in competition with for funding
• Trends in the mentoring or volunteer fields that could impact your
program’s future
• Local economic factors that may provide new opportunities or challenges
• State and local funding streams and broad funding priorities
• Major sources of funding in your community
These internal and external assessments will provide your resource-development team direction and clarity about the types of funding to pursue and the
resources that can turn your plans into action.
4. Create a formal resource-development plan
Your formal resource-development plan will summarize the findings of your
internal and external reviews, make recommendations about priorities for
fund development, and organize your sustainability efforts. It should set
short- and long-range goals, map out who is responsible for certain tasks,
and provide a system to track progress over time.
The resource-development plan should include:
• Clear and realistic fundraising goals based on your analysis. Are you
planning to maintain your current level of services, expand some or all of
your services, or add new services that require additional funding? What
are your short- and long-term fundraising goals? Are they realistic?
• Assumptions made and rationale for decisions. Document the assumptions the resource-development committee used to develop the plan, so
that your staff, program director, board, partners, and current and future
funders can understand the rationale behind the goals, objectives, and activities you are recommending.
• Analysis of previous fundraising activities. Review the fundraising and
resource-development activities you have tried in the past to determine
what has worked and what hasn’t. Decide which fundraising activities to
continue by determining if they have the potential to grow over time or
offer other important benefits to your program, such as volunteer recruitment or marketing. List foundations or government agencies you have approached and determine your rate of success and the quality of the relationship you have developed with them.
• Timeline of current and future resources. When does your current
funding run out? When might new grants be available? Mapping out your
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resources chronologically will help you develop a realistic implementation
plan.
• Scenario planning. Your committee should plan for multiple scenarios
when creating a resource-development plan. A strong plan offers alternative
solutions to deal with such issues as an unanticipated loss of funding, events
that fail to generate planned revenues, or changes in the economy that can
affect giving.
• Diversification. Most fundraising professionals recommend that agencies
work towards a diverse mix of funding sources to ensure long-term stability. If your current efforts are too reliant on any one type of resource, your
fundraising goals should include developing new areas of fund development.
• Resource-development budget. Raising money costs money. Set realistic
estimates of the potential cost of each fundraising activity you propose. See
page 143 for a sample budget template.
• Implementation plans. The resource-development plan should include
recommendations for how major tasks will be accomplished. Although the
resource-development committee may not be able to fully identify who will
be responsible for each task, sketching out an implementation plan will help
your sponsoring organization’s leadership understand the commitment it
needs to make in terms of staff time and resources.

Common funding streams
There is no magic formula for how much funding your YouthBuild mentoring
program should seek from a particular source; your specific mix will be influenced by your program focus, your external environment, and the resources
at your disposal. However, there are some common sources that mentoring
programs turn to when conducting resource development. Most mentoring
programs choose some mix of:
• Corporate and local business support. Business support can come in the
form of cash donations, volunteers, in-kind donations of space, equipment,
and supplies, or sponsorship of program activities. Some larger corporations also handle their philanthropic efforts through foundations.
• Foundations. Whether corporate, community, or private, foundations usually provide grants and other funding in specific geographic areas and for
special areas of programming. While foundation grants are highly competitive and can be hard to come by, they represent one of the best sources of
funding for mentoring programs. Some foundations limit funding to small
grants, while others are able to fund larger, multiyear activities.
• Individual donations. This source of income is often overlooked, but it actually represents over 75 percent of all charitable giving in the United States.
Board members, volunteers, staff members, and other stakeholders can all
play a role in building a network of individual donors who believe in the
work your program does.
• Local opportunities. In addition to tapping individuals for donations,
there are several community-level resource-development approaches worth
considering:
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ӹӹ United Way funding. The United Way network of nonprofits provides
funding and leverages resources for community- and youth-serving efforts. United Way local grants may not be as large as grants from some
foundations, but they can be a valuable source of income and can help
connect your efforts to other community partners.
ӹӹ Civic groups and churches. Fraternal organizations, such as Rotary or
Kiwanis clubs, often provide resources to youth-serving organizations.
Local churches sometimes provide money or resources as part of their
philanthropic mission.

Forms you can use
Pages 141–143 provide samples
of the program forms and tools
discussed in this section.

ӹӹ Fundraising events. Local fundraising events can be a great way to generate community interest and goodwill, in addition to bringing in funds.
These events can also tie in nicely with corporate or business sponsorship opportunities and help develop an individual donor base.

Please note that all of the
sample forms, worksheets,
and planning tools provided
in this publication are also
available as editable files on
the YouthBuild USA National
Mentoring Alliance Web site at:

• Government funding. YouthBuild programs that rely on federal grants
for their primary source of funds can still seek other government grants at
the federal, state, county, and municipal levels. Although the applications
for these grants are often time-consuming to prepare and may come with
a number of reporting requirements, these grants can provide a significant
amount of multiyear funding and allow budgeting for administrative costs.

http://youthbuildmentoring
alliance.org/sample-forms/

Final Thoughts for Sustainability Planning
As you and your sponsoring organization work through the process of developing and implementing a resource-development plan, remember these
important tips:
• Be prepared. You should have boilerplate language ready for proposals,
evaluation results ready to share, and compelling stories of success that tell
of the good work your YouthBuild program does. Being able to tell your
story is critical to securing future funds. Sustainability efforts should also
be adequately staffed and tracked. Most of the real work of sustainability
happens before a specific opportunity arises.
• Be creative. There is no one single way to find fundraising success. You will
need to adapt your efforts to your specific community and needs. Don’t do
a bowl-a-thon simply because you’ve heard it worked for another program.
Brainstorm unique and fun ideas that will create energy and community
building, as well as dollars.
• Be persistent. Don’t be discouraged if your resource-development plan produces few results early on. Just remember to modify your plan as needed,
keep positive, and remember who all of your effort is for: the students you
serve.
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Sustainability Planning Checklist

Worksheet

Preparation
Get approval and buy-in from key decision makers. Engage them in your planning process.
Identify leadership for the planning effort.
Recruit and establish a planning team.
Clarify your team’s role and scope of work.
Assess the current internal and external factors that impact sustainability
• Conduct an internal assessment, including:
Goals, objectives, and outcomes to date.
Current funding, budget, and other resources.
Organizational capacity and limitations.
Involvement of board of directors or advisory boards.
• Conduct an assessment of your partnerships, including:
Responsibilities of partners.
Strengths and challenges of partnerships.
Potential for enhancing existing partnerships.
• Conduct an assessment of the broader community, including:
Community needs and priorities.
Current mix of services offered and how your services support them.
Potential new partners.
Funding resources in your community.
Record findings and identify key themes, issues, strengths, and challenges.
Develop a lasting plan—the eight keys to sustainability
Know your primary reason for developing resources.
Develop and clarify your priorities for ensuring a sustainable program.
Review and understand primary resource-development options.
Develop goals and measurable objectives based on your assessment and identified priorities.
Develop activities with realistic timelines and assign roles for accountability.
Develop a final, written resource-development plan.
Implement the action plan.
Monitor, review, and celebrate your progress.
Implement, review, and adjust your plan
Develop a final document and share it with everyone.
Monitor your progress and continue to meet with planning team.
Adjust and modify the plan as needed.
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Reviewing Current Strengths and Challenges

Worksheet

Take some time with your resource-development team at the end of every YouthBuild program year to think about
where your mentoring program stands in relation to all the factors listed below.
Internal factors
Partner agencies
• Mission, vision, goals written and • Who your partners are (formal
clear
and informal)

Local/regional/national issues
• Local or state community needs
assessments, benchmarks

• Level of board commitment,
assets of board members

• Partner responsibilities to
mentoring program

• Your program’s response to
community needs

• Organizational or administrative
factors affecting sustainability

• Level of partner engagement
and commitment

• Other nonprofits serving your
population

• Relationship of mentoring
program to larger organization

• Strengths and challenges
of partnerships that impact
sustainability

• Other mentoring programs
in the area: competition or
cooperation?

• Connections between your staff
and board and those of partner
agencies

• Other community groups,
businesses, or individuals who
care about youth and families

• Areas of common vision or
interest (potential for shared
fundraising)

• How local, state, and federal
agencies serve children and
families; funding streams

• Partner’s position in community
(i.e. image, connections)

• City, county, state government
officials who are committed to
youth, mentoring, etc.

• Current funding and in-kind
resources
• Staff skills, capacity, availability
• Program successes and
challenges

• Partnership successes and
challenges
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• Foundations, businesses, and
individuals who give to children’s
issues

Worksheet

Basic YouthBuild Mentoring Program Budget
Line item
Mentor coordinator

Description
Full time or part time

Total
$

Fringe benefits

$

Training expenses

$

Allocated towards:
• Coordinator $
• Mentors $
• Mentees $
• Special consultants $
• Materials $
• Space $
• Food $
Travel expenses to attend
trainings

Coordinator to travel to training conferences

$

• Lodging $
• Travel $
Activities (estimated #)

$

• Mentor-rich activities $
• Matching ceremony $
• Closing ceremony $
Background check expenses

General cost supplies

$

Paper, files, pens, etc.

$

Match incentives and rewards

$

TOTAL

$
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Chapter 13

ACCESSING TRAINING AND
TECHNICAL ASSISTANCE

This YouthBuild USA National Mentoring Alliance Operations Manual, and supporting documents such as Training YouthBuild Mentors, Ready for Mentoring,
and the materials that National Mentoring Alliance members receive at training events, provide mentoring coordinators a lot to think about and do as the
mentoring program moves toward implementation. Customizing the model
presented here to the specifics of your local YouthBuild program is not an easy
task. That’s where the role of training and technical assistance comes in.

All questions related to
training and technical
assistance can be directed
to Technical Assistance
Coordinator Tommy
McClam at tmcclam@
youthbuild.org or (617)
741-1262.

YouthBuild USA has partnered with the National Mentoring Center (NMC)
at Education Northwest to provide the following supports to mentoring coordinators and other YouthBuild staff:
• Dedicated program coaches. Each YouthBuild mentoring program is
assigned a program coach who will serve as an entry point to technical assistance and the main path to getting questions answered. The coach’s role
is to make sure that each YouthBuild mentoring program gets the help and
resources it needs.
• Training events. YouthBuild mentoring programs are provided with
in-person and webinar trainings focused on critical aspects of mentoring
program operation, such as mentor recruitment, selecting match activities,
and collecting and reporting evaluation data.
• Site visits and program check-ups. Each National Mentoring Alliance
program that receives a pass-through grant may receive a site visit during
the first year from a YouthBuild USA or NMC staff member to provide
hands-on help to address on-the-ground implementation issues. Additional
site visits for staff development or strategic planning may also be available
on a limited basis.
• Products and resources. In addition to the print resources mentioned
above, National Mentoring Alliance members will have access to a community of practice Web site (http://youthbuildmentoringalliance.org) where
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they can network with other mentoring staff, submit and download additional resources, and access
templates and other ready-to-use tools.
The staffs of YouthBuild USA and the National Mentoring Center wish all National Mentoring Alliance
programs all the best as they launch this important new aspect of the YouthBuild experience for students.
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Appendix A

SELF-ASSESSMENT QUESTIONS
FOR YOUR YOUTHBUILD
MENTORING PROGRAM

The following self-assessment questions can be helpful to your new YouthBuild mentoring program as you implement mentoring services. These
questions are designed to get your mentoring coordinator, program director,
mentoring advisory committee, and the rest of your mentoring team thinking about the many decisions to be made and processes to be worked out as
you begin integrating the mentoring program into your YouthBuild program.
These questions can also be used as a review of progress or assessment at the
end of a cycle.
You can find guidance on answering almost all of these self-assessment questions in the previous chapters, but remember to take the time to customize
your responses to your unique circumstances and setting. And remember that
you have access to a wealth of training and technical assistance resources as
you work towards answering these questions.

1. Program Planning, Staffing, and Structure
• Have we created a job description for the mentoring coordinator position
and any other key positions in the mentoring program?
• Have we oriented our new mentoring coordinator to the details of our
YouthBuild USA mentoring funds application?
• What professional development or training in mentoring best practices will
our mentoring coordinator need to fulfill his or her job duties?
• Have we discussed the mentoring program with the YouthBuild students,
other YouthBuild staff, teachers, work-site supervisors, counselors, etc.?
Have we determined what role other staff members can play in the mentoring program?
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• Have we discussed the new mentoring program with our current students,
getting their input into how the program might work best and the types of
features they would like the mentoring program to have?
• Have we discussed the mentoring program with our current community
partners to see if they could supply the program with mentors, in-kind
donations, or other forms of support?
• Have we formed an advisory committee specifically for the mentoring
program? Who should be on the advisory committee so we can involve all
stakeholders?
• What is the relationship between the mentoring advisory committee and
the board or governing body of our sponsoring agency? How will those
groups work together to help support the mentoring program?
• How will we ensure that the mentoring services will be fully integrated with
the rest of the YouthBuild program? How do we keep it from being isolated
or an unnecessary add-on?
• Have we completed our YouthBuild mentoring program policy and procedure manual? Are there policies and procedures in place at our sponsoring
agency, the school, or work sites that will impact the mentoring program’s
policies or procedures?
• What forms, data collection tools, and systems are currently in place at the
YouthBuild program that could be used for the mentoring program? How
can we build on the systems already in place?
• What impact will adding this mentoring program have on our U.S. Department of Labor-funded requirements and responsibilities?

2. Volunteer Recruitment and Screening
• Have we created a formal Mentor Recruitment Plan, with timelines, staff
responsibilities, specific strategies, and target numbers? When do we need
to have this plan in place?
• What types of individuals would make a good mentor to a YouthBuild
student? What personal characteristics should we be looking for?
• Have we created a mentor description that explains the role and clarifies
expectations?
• Do we have existing relationships with business, community groups, and
other local organizations that could be brought to bear on mentor recruitment?
• What are the selling points for prospective mentors? What might motivate
them? What might be some barriers to their involvement?
• How many mentors might we potentially need for year one? How many
backup mentors should we recruit in case some mentors do not pass screening checks or drop out of the program?
• What will we do if we struggle to bring in a sufficient number of mentors at
the beginning of the year? Can we start out doing group activities? Or take
a “team” approach until we have enough mentors for one-to-one matches?

148

Appendix A: Self-Assessment Questions for Your YouthBuild Mentoring Program

• How will we involve the YouthBuild students in the recruitment of
mentors? Who can they nominate to serve as mentors?
• What types of recruitment materials will we need to develop? Do we have
access to graphic design, Web site development, or marketing expertise?
• Have we developed all of our mentor intake materials, including the formal
application and forms to gather information for criminal records and other
checks?
• Do we understand how criminal records checks are conducted in our state?
Does our YouthBuild program have a process for screening staff or teachers
that could be adapted to screening volunteer mentors?
• Have we set aside money in our budget to cover the costs of background
checks and related costs?
• What criminal histories would automatically disqualify a potential mentor?
What mitigating circumstances might we allow? What policies need to be
developed to provide clarity in this area?
• What questions do we want to ask mentors during their pre-match interview? What questions should we ask their personal and professional
references?
• How will we notify potential mentors once they have been accepted or
rejected?
• How long will the process from mentor application to approval take? How
quickly can it happen, based on internal factors (such as staff time) and
external factors (such as turnaround time on criminal records checks)?

3. Youth Orientation and Involvement
• How many students in the eligible age range (16–18) does our YouthBuild
site currently have enrolled? Do we have any projections for next year’s
enrollment in this range?
• As students enroll for YouthBuild should we ask them to nominate one or
two sponsors from their lives, if available, whom they think would be
interested in their success and who might be potential mentors?
• When will we provide prospective mentees with information about the
mentoring program? Can we incorporate this into their general YouthBuild
application or make it part of their Mental Toughness training?
• What permission will we need to get from the parents or caregivers of 16and 17-year-olds? When can we get their permission? What information
will we need to provide them?
• What are the selling points for prospective mentees? How do we convince
them that this is an opportunity they should take advantage of? How do
we position the mentoring program in the context of other YouthBuild
services?
• How will we explain to our 19- to 24-year-old students the restrictions on
who can have a mentor with these OJJDP funds? Is there a way we can use
other funds to provide them with mentors as well?
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• What ongoing training and support will we provide mentees over the
course of their matches?

4. Training Mentors
• Who on our staff can assist the mentoring coordinator in delivering
pre-match training to mentors?
• Can we use outside speakers, trainers, or subject matter experts in our prematch training? Could YouthBuild graduates play a role? Have we set aside
money from the budget to pay or provide an honorarium for speakers or
will we be asking them to donate their time?
• What will mentors need to know about our YouthBuild program and the
youth we serve? What information will help orient them to the YouthBuild
way and how our program operates?
• What relationship skills will mentors need in order to work with our young
people? Based on the experience of our staff, what potential sticking points
do they need to be prepared for?
• Have we developed a customized training curriculum based on Training YouthBuild Mentors: A Guide for Staff that reflects the specific training
needs of our site?
• How frequently will we provide ongoing training? And what content will
that ongoing training cover? Should we prescribe specific topics, or let the
mentors tell us the areas they need help in?

5. Making and Supervising Matches
• At what point in the year do we want to have our first matches in place?
What is our final deadline for having our first matches formalized?
• What criteria will we use in making matches? What information do we
need to gather during the application, orientation, and training process to
make effective matches?
• What method do we want to use to make matches? Should the mentoring
coordinator attempt to pair up mentors and students? Or, do we want to use
a process where students nominate mentors or indicate preferences?
• If the mentoring coordinator is making matches, will other staff members
have a role or an opportunity to provide input?
• Have we created a formal matching ceremony and mentoring relationship
contract that mentors and mentees agree to?
• What role, if any, do parents and guardians have in approving the match or
being part of the initial match meeting?
• What will we do for students who are waiting to be matched? Can they
participate in group activities and service projects?
• How often will we check in with mentors and mentees? What questions
will we ask during check-ins and how will we track that information?
• What red flags do we need to look for to get a sense that a match is struggling? Do we have a protocol in place for responding to matches that have
difficulties?
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• Do we have a protocol in place for referring students to other services or
means of support if they are dealing with an issue that goes beyond the
mentor’s role? How can we leverage our connections to other youth-serving
agencies to keep our mentors from dealing with problems that extend beyond the mentoring relationship?
• How will we prepare matches for their post-graduation transition? What
will be different about supervising matches once they enter that post-graduation phase?
• How will we handle situations when a match ends prematurely or suddenly?
Have we done scenario planning on how to handle different relationship
closures?

6. YouthBuild Life Plans and Match Activities
• Have we developed a YouthBuild Life Plan tool that can be used to guide
match activities?
• What categories do we want our YouthBuild Life Plan tool to include? How
will it be structured and how often will it be updated by the youth?
• What training will mentors receive in how to turn YouthBuild Life Plan
goals into meaningful mentoring activities?
• What training will youth receive in turning YouthBuild Life Plans into
actionable mentoring activities?
• Who on the YouthBuild staff is responsible for service projects, and how
can we coordinate the mentoring service projects with them?
• How will we provide the quarterly service projects for matches? Will mentors simply participate in service projects that mentees do as part of their
regular YouthBuild experience? Or will the mentoring coordinator plan
separate group service projects for matches? Will individual matches be
encouraged to find and complete service projects on their own?
• How will match activities change once the student has graduated from
YouthBuild? Will we still offer service projects? Will they be optional or
required?

7. Data Collection and Reporting
• What data will YouthBuild USA require us to report?
• What data do we already collect that can be used for this reporting? What
new data collection instruments or systems do we need to develop?
• Are there any technology barriers to collecting and reporting these data?
• Who on our staff will assist the mentoring coordinator in data collection
and reporting?
• How will we ensure that the evaluation instrument will be administered
properly at the beginning of the match, at the time of graduation, and after
six months of post-graduation mentoring? What will we do if we have
issues with gathering these instruments?
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8. Program Sustainability
• Who will be responsible for finding ongoing funds to pay for the mentoring
coordinator position once the OJJDP National Mentoring Alliance funds
are spent?
• Should we create a separate sustainability committee for the mentoring
program? Or could the advisory committee handle sustainability issues?
• What fundraising and sustainability efforts are already in place at the
YouthBuild site that could be brought to bear on the mentoring program?
• Do we understand major funding strategies such as government grants,
foundations, and private donations? If our knowledge in these areas is weak,
who can we ask to help us deepen our understanding?
• Do we have access to a grant writer or someone with a track record of
writing winning grants?
• What role will the YouthBuild board or governing body play in our sustainability efforts?
• What is the minimum amount of staffing needed to run the mentoring
program over time? Could this function on a smaller scale if finding funds
is difficult?
• Over time, how important is it for us to offer mentoring to older YouthBuild participants? How can we grow the program funds to include them as
well?

9. Post-Graduation Matches
• Have we developed a termination ritual that will be used if matches decide
not to extend beyond their 15-month committment?
• How will we ensure that all participants, but especially mentees, walk away
from the mentoring experience on a positive note.
• How will we supervise matches that continue past the OJJDP funding
cycle? Are there other funds or staff configurations that could support those
matches?
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KEY MENTORING WEB SITES

As you implement your YouthBuild mentoring program, please be aware that
there are many free online resources that can help you improve operations
and learn more about effective mentoring practices over time. The following Web sites represent an excellent starting point for learning more about
youth mentoring. Please keep in mind that you can also contact the National
Mentoring Center (mentorcenter@educationnorthwest.org) for assistance in
locating specific mentoring resources or information.
YouthBuild USA National Mentoring Alliance
• Community of Practice
http://youthbuildmentoringalliance.org
• On the YouthBuild Web site
www.youthbuild.org/mentoring
National Mentoring Center
• Home page
http://educationnorthwest.org/nmc
• Resource collections
http://educationnorthwest.org/nmc/resourcecollections
• Mentoring forums
http://mentoringforums.educationnorthwest.org
MENTOR/National Mentoring Partnership
• Home page
www.mentoring.org
• Elements of Effective Practice Toolkit
www.mentoring.org/find_resources/tool_kit/
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• Research in Action series
www.mentoring.org/access_research/research_in_action/
Public/Private Ventures
• Mentoring research and reports
www.ppv.org/ppv/mentoring.asp
Evaluation, Management, Training (EMT)
• Mentoring and prevention publications
http://emt.org/publications/index.htm
• My Prevention Community
www.mypreventioncommunity.org
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