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Much of the work of a quality mentoring program begins before the match is made. 

The Mentor Michigan Quality Program Standards for Youth Mentoring discusses the importance of providing mentors, parents/guardians, and mentees with an orientation, training, and supporting materials — before mentors and mentees are brought together. These information sessions should be conducted by staff or trained volunteers. 

Additional tactics regarding these items are found in Program Standard 4: Orientation and Training. 

A thorough orientation for mentors, parents/guardians, and mentees, should include the following:

· A program overview.

· A program description.

· Description of mentor and mentee eligibility and time commitment.

Program benefits and rewards.

It is important to document the completion of this orientation either in a printed document or electronically. 

There is great value in giving mentees this introduction to the mentoring program and relationship. It is an opportunity to have them become comfortable with mentors, the goals and boundaries of the program, and the expectations of them and their mentors. Parents and guardians should be engaged, not only at the beginning of the relationship, but also throughout to help keep communication open, participate in group events, and assist with evaluating the progress of the match. 

In addition to the orientation, mentors should also be led through program training prior to working with their mentee. This training can occur in one or multiple sessions of at least two hours. Printed resources should accompany the discussion of these issues. 

The following are recommended training topics:

· Program policies and procedures.

· Position description, responsibilities, and expectations.

· Building healthy mentoring relationships.

· Available referral and support services for matches.

· Age-appropriate activity suggestions.

· Diversity/cultural awareness and sensitivity.

· Recognizing and reporting potential child abuse.

· Crisis management and problem-solving resources.

· Establishing boundaries in the mentoring relationship.

· Guidelines on confidentiality, risk management, and liability issues.

· Effective communication.

· Match closure procedures.

· Reporting requirements.

· Site rules.

Agenda/sign-in sheets from trainings.

Staff and/or trained volunteers should be responsible for maintaining an ongoing file with all agendas, handouts, calendars, sign-in sheets, case notes/staff logs, and email or telephone logs. The record of support contact to matches should include email and phone correspondence, as well any in-person meetings. 

Click here for sample handouts, agendas, release forms, certificates, and other documents for orientation and training: 

www.mentoring.org/program_staff/eep_operations/program_operations.php 
Click here for more information on mentee orientation and training: www.mentoring.org/program_staff/training/mentee_orientation_and_training.php 
Click here for more information on mentor orientation: 

www.mentoring.org/program_staff/training/mentor_orientation.php 
