MENTORING FOR SUCCESS

COMMUNITY MENTOR 
ORIENTATION PROCEDURE
Dear Mentor Program Coordinator,
Thank you for welcoming community mentors to your school.  Orientation is an important part of keeping volunteers engaged with the program and allows you a chance to assess the volunteer to make a good match. Following the steps below will help ensure the volunteer has everything they need to do a good job. 
1.) Contact the mentor within 48 hours of speaking to the SF Ed Fund Liaison to set up a meeting with the volunteer. Review the volunteer’s profile before calling them.
2.) Give the volunteer a Welcome Packet when you orient them with a school tour.
Welcome Packet Contents
Pre-assembled





Coordinator Assembles
Welcome Letter





Bell Schedule

School Calendar





Student’s Daily Class Schedule

About Your Student Worksheet



School Map

About Your School Worksheet



Emergency Card (school specific)

Accessing/Using Web Based Mentoring Log

School Tour
□ Secretary introduction, place emergency card on file

□ Key personnel introduction: staff with whom student works (Paras, RSP, Librarian, etc.)

□ An alternate contact in the event that you are not available to meet with the mentor

□ Office procedures for signing in and out, how to call when sick, parking information
□ Walk through building (library, computer lab, cafeteria, yard(s), kitchen, etc.)

□ Location of games, sports equipment, mentoring journals, activity ideas

□ Accessible computers for the mentor to complete Online Activity Log

□ Adult restrooms
3.)  Match and Monitor
· Match the volunteer with a student and help coordinate the first meeting

· Check in weekly with the mentor the first three weeks of the match

· Check in monthly with the mentor about the match
· Include community mentors in all mentor communications(trainings, monthly events, service learning)

The mentor is expected to take responsibility for maintaining consistency and seeking out information relevant to his/her mentor role, but providing a complete orientation and early match support will lay the groundwork for a positive experience for you, the mentor, and the student.

If you have questions about this procedure please call us. 
Thank you!

Mentoring for Success

