SCHOOL LIAISON RESPONSIBILITIES

The School Liaison performs the following duties:

· Coordinates the Mentor Welcome Breakfast in September;

· Orients new mentors to the school (policies, sign-in procedures, location for weekly meetings with mentees, introduces staff, etc.);

· Maintains and monitors weekly attendance sign-in lists;

· Updates lists of mentors/mentees;

· Communicates with mentors on a regular basis to answer their questions and concerns;

· Arranges for transfers of mentees to other schools when applicable;

· Serves as liaison to school social workers, guidance counselors and other individuals providing support to the program;

· Serves as liaison to each company liaison associated with the school;

· Arranges Brown Bag Lunches and/or meetings between mentors and teachers to maintain regular communication;

· Schedules move of student mentor records from one grade level to the next;

· Works with company liaisons regarding mentors who may need to terminate their relationship;

· Introduces parents to mentors through conferences, PTA events at the school, or other means;

· Prepares accurate lists of mentors and mentees;

· Coordinates the Year-End Mentor Thank You Event; and

· Accompanies students on year-end field trip to parties at the companies.
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