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    Developing, Implementing & Maintaining
    Kansas Mentors’ Gold Star Standards
As your program completes the Gold Star registration process we encourage you to utilize the resource list seen below.  This list highlights various resources found within MENTOR/National Mentoring Partnership’s tool kit: How to Build a Successful Mentoring Program using the Elements of Effective Practice™. Recognized nationally as the latest in quality mentoring research, MENTOR’s free tool kit provides mentoring programs with the resources needed to implement quality and effective programs.
For each item on the Gold Star checklist, we have highlighted areas of the tool kit that would be helpful in the development of the Gold Star standard.  The resources are referenced in two ways: “PDF” and “DOWNLOAD”.  MENTOR’s tool kit is available in two forms – a PDF handbook and a collection of adaptable documents that can be downloaded online.  Use the following key to determine the resource’s location:

· PDF– the PDF handbook, How to Build a Successful Mentoring Program using the Elements of Effective Practice™.
Please note all page numbers reference the pages in the physical handbook, not the PDF document viewer.
· DOWNLOAD – the collection of adaptable resources available to download online at:
   
http://www.mentoring.org/find_resources/elements_of_effective_practice/tool_kit/downloadable_tools/

1. Determine specific goals/objectives for the mentoring program

PDF: pg 15-21, Design the Parameters for Your Program; pg 29, diagnostic tool (downloadable too)
DOWNLOAD: Tools for Designing and Planning: Program Planning & Program Parameters
· Writing a Mission Statement

· Mentoring Program Outline and Worksheet
· Establishing Goals and Objectives Worksheet

2. Have the mentor complete and keep on file the following items:
An Overview of the Screening Process

PDF: pg. 96-100, Screen Potential Mentors & Mentees

  pg. 129-131, Recommended Mentor Screening Standards (downloadable too)
  pg 133, Mentor Application/Screening Process Overview (downloadable too)
a. A written mentor application

PDF: pg. 96, Require Written Applications

DOWNLOAD: Tools to Structure Effective Program Operations: Screening
· Cover Letter for Volunteer Application

· Mentor Application

b. Criminal background check

PDF: pg 96-99, Criminal Background Check 
DID YOU KNOW? Kansas Mentors partners are eligible to receive free background checks through the Kansas Highway Patrol, Kansas Bureau of Investigation, Federal Bureau of Investigation, and National Center for Missing and Exploited Children.  To learn more, visit: http://www.ksmentors.ks.gov/recordscheck.htm

c. A signed volunteer agreement
DOWNLOAD: Tools to Structure Effective Program Operations: Screening & Orientation

· Mentor Agreement

· Mentor Guidelines and Code of Conduct

· Standards of Conduct for Volunteers
· Mentor/Volunteer Procedures: Confidentiality
d. A risk management plan

PDF: pg. 47-50, Program Liability and Risk Management (downloadable too)
3. Have the following forms completed regarding the mentee and keep on file:

a. A parent or guardian permission form authorizing the youth’s participation in the mentoring program

PDF: pg. 121-123, Guidelines and Ground Rules for Parents (downloadable too)
DOWNLOAD: Tools to Structure Effective Program Operations: Screening

· Parent/Guardian Permission Form 

· Parent/Guardian Permission Letter (for school based mentoring)

b. A written agreement with the youth (when age appropriate) outlining expectations for the mentee’s participation
DOWNLOAD: Tools to Structure Effective Program Operations: Screening

· Mentee Application

· Mentee/Parent Contract

4. Conduct a face-to-face interview between a program representative and the mentor/tutor before matching with the youth.

PDF: pg. 99-100, Conduct Face-to-Face Interviews
DOWNLOAD: Tools to Structure Effective Program Operations: Screening

· Mentor Interview Form
5. Conduct a face-to-face meeting between a program representative and the youth to be mentored.

PDF: pg. 100, Interviewing Mentees

6. Provide a program orientation or overview including program policies and procedures, goals and expectations or mentors/tutors, mentees and mentees’ families.
PDF: pg. 100-103, Orient & Train Mentors, Mentees, & Parents/Caregivers

DOWNLOAD: Tools to Structure Effective Program Operations: Orientation

· Developing an Orientation Plan
· Mentors Want to Know

· Check out the other great resources in this section online
7. Provide for and assure that all mentors/tutors have completed mentor training appropriate for the program.

PDF: pg. 100-103, Orient & Train Mentors, Mentees, & Parents/Caregivers

DOWNLOAD: Tools to Structure Effective Program Operations: Training 

· Detailed Mentor Training Agenda
· Tips for Building a Mentoring Relationships

· Stages of a Mentoring Relationship

· Check out the other great resources in this section online
8. Provide regular contact between the program representative and each member of the match (mentor and mentee, as well as parent/guardian if applicable) for the purposes of monitoring progress and addressing issues.

PDF: pg. 105-106, Provide Ongoing Support of Mentoring Relationships
DOWNLOAD: Tools to Structure Effective Program Operations: Ongoing Support & Supervision
· Relationship Development Checklist

· Enhancement Training & Mentor Training

· Mentor & Mentee Feedback Forms

· Agency Match Support Outline

9. Have in place a plan for mentor/mentee recognition.
PDF: pg. 106-107, Recognize the Contributions of All Program Participants

DOWNLOAD: Tools to Structure Effective Program Operations: Mentor Recognition
· Recognition: A Calendar of Events

· Recognition of Mentors

10. Conduct regular evaluations appropriate to the objectives of the program.

PDF: pg. 163-168, How to Establish Evaluation Criteria & Methods

DOWNLOAD: Tools to Establish Evaluation Criteria and Methods: Program Evaluation
· Mentor Program Evaluations

· Gauging the Effectiveness of Youth Mentoring Questionnaire

· Check out the other great resources in this section online
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The How to Build a Successful Mentoring Program Using the Elements of Effective Practice™ tool kit was developed and published by MENTOR/National Mentoring Partnership.  To learn more, visit: www.mentoring.org/eeptoolkit

