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Supervision
1. Once matched, the program coordinator or another program staff person will be assigned to support and monitor all parties to a given match including the mentor, mentee, and parent/guardian. 

2. The assigned staff person will add report logs to the right side of the respective case files:
· Mentor Report Log (mentor’s file)
· Mentee Report Log (mentee’s file)
· Parent/Guardian Report Log (mentee file)

3. Within one week of the first activity date of a new match, the assigned staff person will make phone/personal contact with all parties to determine how the first meeting went. At that time, they will make their first entries in the Report Logs in each file.

4. After this initial contact, the assigned staff member will then follow up monthly by phone with each party to gather information regarding meeting dates, times, activities, and how the match is proceeding. Three attempts to contact each party will be made in a given month before a written letter or note will be mailed requesting they call the program coordinator. 

5. With each contact, information will be recorded on two forms in the case files: 
· Mentor or Mentee Contact Sheets: An entry will be made on the respective Mentor/Mentee Contact Sheet that supervision contact was made, noting if a Report Log was filled out, a message was left, or there was no answer. The respective Mentor/Mentee Contact Sheet should be completed each time a mentor, mentee, or parent/guardian makes contact even if outside monthly supervision times. (See mentor and mentee screening procedures for respective Contact Sheet forms.)
· Report Log: Detailed information regarding the dates, times, activities, and progress of the match will be recorded on the respective Report Logs. 

6. In order to assess how the match is proceeding, program staff may inquire about the following and/or probe beyond to uncover core issues:
· Are they enjoying participating in the match?
· How do they feel it is going?
· Are they having any difficulties?
· Is the relationship developing as they would like?
· If not, why do they think it isn’t? 

· Are there any concerns or issues that should be addressed by program staff?
· Do they need more support or any intervention? 

7. In accordance with the training policy and procedures, the assigned program staff member should remind the mentor, mentee, and parent/guardian of the semi-annual inservice training requirement (for mentors and mentees) every few months and attempt to schedule these.

Problem Resolution
1. If the coordinator assesses that there is a potential problem with the match, the coordinator will attempt to clarify the potential problem and work with the mentor, mentee, and/or parent/guardian to resolve the issue early.

2. The general process for resolving problems will follow the IDEAL model that includes:
· Identify the problem and have a clear shared understanding of the problem between the mentor, mentee, and parent/guardian.
· Develop alternative solutions that could address the problem.
· Evaluate the strengths and weaknesses of each solution.
· Act on the most constructive solution
· Learn from how the solution worked and repeat the IDEAL process if necessary.

3. When the match problem involves a lack of contact on the part of the mentor or mentee, the program staff must investigate the reasons for lack of contact with the offending party, and make efforts to ensure the match is meeting according to the contracted amount of time per month.

4. If a problem area continues, the coordinator should consult with other staff members and/or community resources to define a viable approach to addressing the problem and proposing potential solutions. 

5. If the problem cannot be resolved, formally closing the match may be necessary. At that time, it would be determined if either or both parties are suitable for matching with other partners.

6. All support and supervision by program staff must be recorded on the respective Mentor/Mentee Contact Sheets, referencing any notes included in the files. 

Other Support
It is the responsibility of the program coordinator to provide other support to the matches, including but not inclusive of the following:
· Plan and implement at least one group activity for mentor/mentee matches per quarter.
· Facilitate an ongoing support group for mentors that will meet bimonthly
· Access community resources, including board member contacts, to obtain and disseminate tickets to community events and activities for matches.





Mentor Report Log
Name: __________________________________________________________________	
	Contact
Date
	Meeting Dates
	Activities
	Comments and/or Areas of Concern

	






	
	
	

	






	
	
	

	






	
	
	

	






	
	
	






Mentee Report Log
Name: __________________________________________________________________	
	Contact
Date
	Meeting Dates
	Activities
	Comments and/or Areas of Concern

	






	
	
	

	






	
	
	

	






	
	
	

	






	
	
	




Parent/Guardian Report Log

Name: __________________________________________________________________	
	Contact
Date
	Meeting Dates
	Activities
	Comments and/or Areas of Concern
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