[image: image1.png]|~ —

U

West
Dunbartonshire

Council




Information and Guidelines for Mentors 
  Contents

 1) Our Mentoring Policy

       -  Your rights and responsibilities as a mentor (throughout this document both Sessional Befrienders and Sessional Mentors will be addressed as “Mentors”).
 2) Equal Opportunities

 3) Who are we working with?
 4) Mentor pay and Expenses

 5) Policy Statement on safeguarding the welfare of children and young   

     people

 6) Code of Practice

 7) Your Safety

 8) Boundaries

 9) The time you spend with your mentee

10) Confidentiality

11) What is written down about you and who gets to see it? 

        Recording the mentoring relationship 

12) Feedback and Complaints

       Grievance

13) Disciplinary Policy

14) Your Involvement in the Project

15) Matching – How we pair you up with a mentee  

16) Support and Supervision

17) Ending Your Role as a Mentor

18) Process /What happens now?
1) Mentoring policy
Statement of Principles of Good Practice

General

In involving Sessional Mentors in the work of the project we will be guided by the following principles of good practice:
· The tasks to be performed by mentors will be clearly defined, so that all concerned are clear about their respective roles and responsibilities 

· The project will keep records of the work done by Mentors as a basis for monitoring both the work of the Project and the support and development needs of mentors. Mentors will have access to their own records

· Mentoring opportunities will complement rather than replace the work of paid fulltime staff

· Opportunities will be given for Mentors to suggest ways of improving the project’s training methods and the working of the project in general.

· All existing and future policies will be checked as to whether they affect Mentors and, where they do, Mentors will be given copies of them and asked for feedback. 

· Policies and procedures affecting Mentors will be monitored and reviewed on a regular basis and amended when need be.

Recruitment and Selection

· West Dunbartonshire Council’s Equal Opportunities and Equal Opportunities in Employment Policies will be adhered to when recruiting and selecting Mentors. Positive action to recruit from under-represented groups in the community will take place as and when required.

· Due to the nature of the service, we will not recruit Mentors under the age of 18.

· All our Mentoring opportunities will be widely accessible and will be promoted specifying the task to be undertaken and will draw attention to the benefits and experience to be gained from becoming a Mentor.

· Detailed explanations of the task, experience and skills required, time commitment and the project’s expectations of Mentors will be provided at the initial stage of contact. This allows people to make an informed decision as to whether this opportunity matches what they are looking for. 

· Potential Mentors will be required to undergo a rigorous but fair selection process in line with standards laid down by the Council. This is essential given the level of vulnerability of young people accessing the service.

· We will regularly review the ways in which potential Mentors can make contact with us.

· Mentors will be matched with young people according to their skills, talents and interests, their availability and the distance they can reasonably be expected to travel.

· Once matched, we expect Mentors to comply with our policies and procedures. 

Support for Mentors
· West Dunbartonshire Council does not view the use of Mentors as a cheap means of providing a service. Resources will be invested in quality support and supervision for Mentors.

· 24 hours of induction training will be made available to all Mentors prior to being matched with a young person. 
· We will provide funding for the payment of Mentors hourly rate and expenses. Mentors will be given clear information about what expenses can be claimed and how to make a claim.

· Public Liability and Employers Liability insurance will be provided by West Dunbartonshire Council. Written information is available on what this covers.

· Mentors will be given information on other legislation or policies that may affect them e.g. Health and Safety and Equal Opportunities. In these respects mentors will be treated in the same way as full time staff for liability purposes.

· All Mentors will be offered appropriate access to support and supervision on a regular basis, from the Mentor Co-ordinator, and will be informed who to contact in an emergency.

· All Mentors will be offered access to appropriate ongoing support and training to enable them to develop their capabilities and personal competence appropriate to their role.

· We will endeavour to offer Mentors the opportunity to contribute to the work of the project in different ways as their career as a Mentor develops.

· Mentors will be encouraged to provide each other with mutual support.

· Mentors will be made aware of the organisation's complaints and disciplinary procedures, and of who to contact if they have a grievance about any aspect of their work.

Rights and Responsibilities of Mentors
In engaging Mentors, we recognise their right to:
· Know what is expected of them and to be given clear information about the task and appropriate induction

· Be clear about who is responsible for supporting and supervising them and what form this will take.

· Be shown appreciation 

· Have safe working conditions

· Be insured

· Know what their rights and responsibilities are if something goes wrong

· Be paid the current hourly rate plus expenses

· Be trained and receive ongoing opportunities for learning and development

· Be free from discrimination

· Experience personal development through their participation as a Mentor
· Ask for a reference

· Be consulted on decisions that will affect what they do

· Withdraw from Mentoring work when they feel that the time is right.

We expect that Mentors will:
· Carry out their tasks in a way which corresponds to the aims and values of the project

· Work within agreed guidelines, policies and procedures.

· Be reliable

· Respect confidentiality

· Attend training and support sessions where agreed

Relationship with full time staff

· Steps will be taken to ensure that full time staff at all levels are clear about the role of our Mentors, and that good working relationships are fostered between full time staff and Mentors.

· The roles of Mentors and full time staff will be complementary and mutually supportive.

· Appropriate training, resources, support and supervision will be provided for all full time staff who have a managerial role in relation to Mentors.

· Mentors will also be given clear information about the roles of the Youth Justice Co-ordinator, Mentor Co-ordinator and young people’s Keyworker/Support workers.

· Mentors will not be engaged in times of industrial action to do the work of full time staff. They may continue with their regular work, but will not be asked to undertake additional duties.

2) Equal Opportunities Policy

· Many individuals and groups suffer discrimination in society. Unfair discrimination in any form, whether it is perpetrated by individuals or organisations, is wrong because it excludes individuals and groups from full access to choice and opportunity within their communities and society. In many circumstances discrimination is also against the law. 

· We are committed to challenging such discrimination as it does not allow individuals to reach their full potential.

· We will challenge discrimination on grounds including colour, race, nationality, ethnic or national origin, gender, marital status, age, sexual orientation, disability, employment status, and responsibility for dependants, religion, political beliefs, appearance or any other unjust reason.

As part of our commitment to promoting equality of opportunity and preventing discrimination we aim to:

· Ensure that all our practices, policies and procedures are in line with West Dunbartonshire Council’s “Equal Opportunities Policy”.
· Provide a service that is open, accessible and relevant to the needs of all young people within the target group. It is not enough for us to say “we treat everyone the same” because this ignores the barriers which may exist to an individual finding out about and engaging with the Project.

· Ensure that as wide a range of people as possible from within the local community has the opportunity to register an interest in becoming a mentor. This will be reflected in our strategies for recruiting, inducting and supporting mentors. 

Not everyone will be suitable for the role of a mentor within this Project. Two groups of people have been consciously excluded:

people who are deemed to present a risk to the safety and well-being of children/young people, and people under the age of 18.  

Our selection process of interviews, references, police checks and training will ideally highlight those who, although keen, are unsuitable based on the Mentor Role Description/Person Specification. In order to minimise the scope for any bias or discrimination, decisions about the suitability of a candidate will always be taken by more than one person.  

· Actively encourage the involvement of individuals from under-represented groups. 

· Create an environment that encourages everyone associated with the Project to develop to their full potential and where individual differences are acknowledged and respected. 

This will include providing training in a way which recognises different learning styles and literacy levels, tailoring ongoing support and learning opportunities to the needs of each individual at any given point in time, and recognising and responding to the motivating factors which keep each individual involved with the Project.  

In pursuit of these aims we will:

1. Provide induction, and ongoing training, for all mentors 
      which:– 

· Encourages awareness of the nature of discrimination and oppression

· Motivates individuals to be aware of themselves, including their personal prejudices.

· Encourages individuals to recognise discrimination, stereotyping and oppression and the implication of such forces on their work with young people

· Assists people to recognise and have a positive understanding of the diversity within the community in which they live/work.

2. Avoid any actions that could be considered as discriminatory or which may cause offence to individuals or groups. The use by paid workers, volunteers or mentees of language, images or behaviour which is found to be either offensive or derogatory, or which suggests a lack of respect for the values, culture and identity of another will be responded to seriously as it undermines everything the project stands for.  

3. Match mentors and young people, as much as we are able, based on their individual preferences. However, where we believe these preferences to be based on prejudice, ignorance and a fear of the unknown rather than any negative experience or genuine concern, we will seek to explore the preferences further. We reserve the right to hold to our criteria for matching, particularly given that the first month of contact is a trial period for all mentoring matches, if we believe the preferences to be based on prejudice or ignorance.

4. Ensure that systems are in place to allow the reporting of any situation or practices that appear to be contrary to the principles of Equal Opportunities to the Mentoring Co-ordinator or his line manager.  These will then be investigated and responded to.
5. Ensure that both mentors and young people being mentored have the right to take breaks and holidays without feeling that it jeopardises their involvement with the Project. The same applies to situations where emergencies arise, appointments cannot be changed, or caring responsibilities have to take precedence. 

6. Monitor the application of the policy on an ongoing basis.

Although the primary responsibility for ensuring equality of opportunity rests with the Council as an employer, the Policy can only be truly effective if it has your commitment.

In particular, you:
· Are required to implement or comply with measures introduced by the Council to promote equal opportunities and eliminate discrimination.

· Must not harass abuse or intimidate other employees (including volunteers) on any ground or otherwise act in a discriminatory manner.

· Must not discriminate against other employees (including volunteers) within the Council or job applicants.

· Must not induce or attempt to induce others to practise discrimination.

· Are required to draw to the attention of management any suspected discriminatory acts or practices in contravention to the Policy.

· Must not victimise any individuals on the grounds that they have made complaints or provided information about discrimination or harassment.

· Must ensure that no actions are undertaken in your dealings with members of the public in your role as a Mentor with the Project, which could be held to be discriminatory in terms of the policy.

Discriminatory acts or omissions committed by employees (including volunteers) in the course of their employment will be viewed seriously and will normally result in disciplinary action being taken, which may include dismissal.

3) Who are we working with?

· The project is open to young people within West Dumbarton, who are identified as currently offending or at risk of offending.
· We also work with disadvantaged Young People who may live in the community.
· They will be referred by a Social Worker, The Children’s Hearing system or another collaborative agency.
· Mentors should be prepared to deal with and have an awareness of Young People with varying abilities and disabilities. Mentors should be aware of issues affecting these Young People and understand the variety of life situations they may face.
· We will turn a young person down from being linked to a mentor if we think that we could not keep them or you safe from harm or the risk of being harmed.

· If all mentors are already matched with someone then we will add a young person’s name to a waiting list and let them know as soon as someone is available for them.

· A reference/risk assessment is then sought from a worker nominated by them. At least one meeting is held with the young person prior to matching. This is to ensure that they are clear about what the mentoring service can and can’t offer them and are able to make an informed choice about being matched with a volunteer mentor.

4) Mentor pay and expenses
What rate will I be paid?

Mentors will be paid the current rate of £5.93 (as at November 2004), for hours worked.
What will Mentor expenses be provided for?
Mentor expenses will be provided for any reasonable expenses incurred during the course of mentoring work. You will ordinarily be able to claim for both your own and your mentee's expenses. This normally includes expenses such as:
· Travel during the course of volunteering - using cars, taxis for disabled mentors/mentees, bicycles and public transport. Walking is not included. Travel costs may be claimed both for getting to and from meetings with your mentee and travelling with your mentee to activity/discussion venues. Claiming car mileage must first be authorised by the Co-ordinator who has to check license and insurance documents.
· Food and refreshments while mentoring - unless a meal has been agreed as part of a specific mentoring activity/goal, then a maximum of £5.00 will be paid towards the total cost for yourself and the young person.

· Postage, telephone calls etc. paid for by mentor - this may include telephone mentoring, calls to the project, returning forms by post etc.

· Travel costs incurred in attendance at training events, supervision meetings etc.

· Activities undertaken during mentoring e.g. ten-pin bowling, cinema tickets etc. - Activities need to be pre-planned, as there is a requirement on the Mentor Co-ordinator to assess any risks involved. This pre-planning also allows the costs of any activity to be agreed with the Mentor Co-ordinator in advance.

· We recommend that public transport be used wherever practicable when travelling with your mentee as, for many, this will be the mode of transport used by them to continue activities they have been involved in, after the mentoring relationship ends.

When will Mentor expenses be given?
· Mentors will operate a cash float system, for which they will sign and account. These expenses will be reimbursed via cash by the Coordinator or by visiting the project office, unless otherwise requested and agreed. Expenses are not unlimited.
· Volunteers wishing to use their own cars to get to and from meetings with their mentees, must become authorised to use their cars on Council business before they become entitled to claim a mileage allowance in line with West Dunbartonshire Council’s Policy. In order to become an authorised driver, you must provide us with proof that you have arranged “business use” cover with your insurer. Often the only cost you will incur is an administrative charge. We cannot be responsible for any additional payments you may incur in amending your insurance cover. This cost is deemed to be covered in the mileage rate we pay.

· Expenses cannot be paid unless claims are accompanied by the relevant receipts. If receipts are not available then you should explain the reasons for this in writing when submitting a claim.

· We would strongly recommend that you do not use credit or debit cards in payment, unless there are exceptional circumstances.

· Our expectation is that you will submit claims on a regular basis and not stockpile them. We reserve the right not to reimburse you if you present a receipt/claim for expenses incurred more than two months previously.

Many mentors choose not to accept expenses payments. We would actively encourage you to claim back expenses incurred as otherwise we cannot get a realistic picture of the cost of providing the service.

How much will be given?
We will only reimburse actual expenses incurred in the pursuit of your duties. The motor mileage rate paid to authorised users will be £0.40 per mile.
As already acknowledged, we are able to advance you money against expenditure you know is going to occur. The amount provided will vary depending on the nature of the mentoring activity. However much you are given, it is important that you retain receipts as proof of purchase where possible and hand back any extra money you don't spend. This should first be discussed with the Coordinator.
We will ensure that an accurate, up-to-date record of Mentor expenses is kept so that if any query emerges we can show we are reimbursing money rather that making a payment.

5) Policy Statement on Safeguarding the Welfare of Children and Young People 

Protecting children and young people from physical, sexual and emotional abuse and exploitation is key to all of our Policies and Procedures. It is not an optional activity, it is the duty of all those employed by or involved with the Project to do what they can to protect the children and young people that they come into contact with.

Training and guidance is made available to all paid staff and volunteers in order to equip them to carry out this duty.
Minimising Risk

There are a number of people who actively seek to harm or abuse children. Many of these individuals have no criminal record of abuse. We therefore have to have policies and procedures in place that limit their opportunities for access to children and young people.

This project has a responsibility to plan its work in such a way as to minimise those situations where it may be possible for a young person to be abused.

In order to provide an effective individual mentoring service we need to accept that adult mentors will have contact with young people that will take place in unsupervised settings. Because of the increased risk this places young people at, this project has adopted a rigorous recruitment and selection process and close supervision of the practice of mentors. 
In addition, we require that the location of any meeting between a mentor and young person be notified to the Mentor Co-ordinator in advance, that it preferably be a public place, and that if the meeting takes place in private then the reasons for this are agreed in advance with the Mentor Co-ordinator.

Raising Concerns

It is a common feature of situations where children and young people have been abused or exploited that an adult has used the power they have over the young person to gain submission or silence. Some of the power comes from size and strength, but it also comes from a perceived difference in status and position.
In most organisations working with children and young people, the adults make most of the important decisions and thereby have most of the power. It is the potential for exploiting this unequal power relationship that draws potential abusers to be involved with projects for young people.

We would hope that young people would feel confident enough to use their right to inform project staff of any behaviour or attitudes exhibited by their mentor that they felt to be inappropriate.

However, we also have to recognise that the inappropriate behaviour or attitudes may have come from a member of project staff. 

For this situation, or any situation where a young person may be uncomfortable with speaking to project staff, they will already have been given names and contact details of people independent of the project that they could pass their concerns to.   

If you have any reason to suspect that a young person, or any minor in contact with them, has been or is at risk of being physically, sexually or emotionally abused – immediately pass any information that you have on to the Project Co-ordinator. In his absence, or if your concern relates to his practice, then ask for His senior the Youth Justice Coordinator (Tel. 01389 772031). Out with office hours, contact the names on the contact list given. 

It is important that, as soon as is practicable, you make a written note of anything that has triggered your concern/ been said to you. Remember that your memory can be affected by being in a stressful situation. 

In the very unlikely event that a young person actually discloses abuse to you that they have revealed to no-one else – stay calm, listen to what is being said, 

suggest to the young person that they may want to pause the conversation until someone with more expertise is present.
Remember to explain that you may have to pass the information on to the Social Work Department as part of your Child Protection responsibilities, should it have implications for the Young Person or someone else’s safety.
Seek support for the young person and yourself. 

This policy applies to everyone

Although we will take all reasonable and available steps to exclude known abusers, there is no certain way of identifying a would-be abuser. There is always the risk that an adult in contact with young people might abuse for the first time. Since it is not safe to assume that anyone can be excluded from being a potential abuser, all policies and procedures will apply equally to all project staff and volunteers. This is not the same as treating everyone as being under suspicion. Instead it involves taking sensible steps to protect children and young people from abuse and exploitation, which then apply to everyone.     

Whistle blowing
We recognise that it can be difficult for people to raise concerns about the behaviour or attitudes of colleagues or paid staff working for the Council.

We can best ensure the protection and well-being of users of our service only if we can create a culture where you feel that you can raise your concerns with us. 

The Public Interest Disclosure Act 1998 places certain responsibilities on us: 

· We will, if requested, aim to protect the identity of any person who raises a genuine concern. Where this is not possible, and it may not always be possible, the person will be consulted as to how we will proceed with their concern. 

· We will not tolerate anyone harassing or victimising you as a result of you having raised a genuine concern

If at any time you witness, or have reasonable grounds to believe, that a Council employee, or a group of Council employees, have acted in a way that breaches the rights of a young person, which endangered their health and safety, or breached Policy and Procedure – please discuss it with the Mentor Co-ordinator.

Roles and Responsibilities of project staff and volunteers

Abuse is most easily concealed where there is confusion over people’s roles, responsibilities and accountability. Project staff and volunteers will all have been given a clear written description of the work they are expected to do, how they are expected to do it and the standards they are expected to adhere to. 

As part of this, everyone will have been issued with guidelines setting out the steps they must take if a young person discloses details of abuse to them, or if they suspect that abuse may have taken place. 

Adherence to roles and responsibilities will be monitored through regular supervision meetings, at which work undertaken is reviewed and future work is planned. These may be supplemented by negotiated opportunities for the Mentor Co-ordinator to sit in on the Mentors direct work with young people. 

Training

The effective protection of children and young people requires the use of particular skills and knowledge. Some of these people may have already, and some may be seen by people as being nothing more than good common sense. We should not take this for granted though.

Appropriate training will be provided to everyone involved with the project. We recognise that giving people instructions and guidelines without equipping them with the skills and knowledge for carrying them out is not an effective way of safeguarding the welfare of young people. 
6) Code of practice
As a Mentor, we expect you to protect the rights and promote the interests of the young person you are mentoring. This includes:
· Treating them as an individual.

· Respecting and, where appropriate, promoting their individual views and wishes.

· Supporting their right to control their life and make informed choices about the services they receive.

· Respecting and maintaining their dignity and privacy.

· Promoting equal opportunities for them.

· Respecting diversity and different cultures and values.

As a mentor we expect you to strive to establish and maintain the trust and confidence of the young person you are mentoring. This includes:
· Being honest and trustworthy

· Communicating in an appropriate, open, accurate and straightforward way.

· Respecting confidential information and clearly explaining policies about confidentiality to them.

· Being reliable and dependable.

· Honouring commitments, agreements and arrangements and, when it’s not possible to do so, explaining why to them.

· Declaring issues that might create conflicts of interest and making sure that they do not influence your judgement or practice.

· Adhering to policies and procedures about accepting gifts and money from them.

As a mentor, we expect you to promote the independence of the young person you are mentoring while protecting them as far as possible from danger or harm. This includes:
· Promoting their independence and assisting them to understand and exercise their rights.

· Using established process and procedures to challenge and report dangerous, abusive, discriminatory or exploitative behaviour and practice.

· Following practice and procedures designed to keep you and them safe from violent and abusive behaviour.

· Bringing to the attention of the Mentor Co-ordinator, resource or practice issues that might get in the way of the delivery of a safe service.

· Informing the Mentor Co-ordinator where the behaviour of the young person is making them or you unsafe.

· Complying with the project's health and safety policies.

· Helping them to make complaints, taking complaints seriously and responding to them or passing them to the Mentor Co-ordinator.

· Recognising and using responsibly the power and influence that you have.

As a mentor, we expect you to respect the rights of the young person you are mentoring while seeking to ensure that their behaviour does not harm themselves or other people. This includes: 

Recognising that they have the right to take risks and helping them to identify and manage potential and actual risks to themselves and others.

· Following risk assessment policies for particular activities and behaviours and using guidance provided by workers involved in a young person’s life as to how best to respond should situations arise. Taking necessary steps to minimise the risks of them doing actual or potential harm to themselves or other people.

· Ensuring that the Mentor Co-ordinator is informed about any risks that you have identified.

As a mentor, we expect you to uphold trust and confidence in the young person you are mentoring. In particular you must not: 
· Abuse, neglect or harm them

· Exploit them in any way.

· Abuse their trust or the access you have to personal information about them or to their property or home.

· Form inappropriate personal relationships with them.

· Discriminate unlawfully or unjustifiably against them.

· Condone any unlawful or unjustifiable discrimination by them.

· Put yourself or them at unnecessary risk.

· Behave in a way, which would call into question your suitability as a volunteer mentor.

As a mentor, we expect you to be accountable for the mentoring relationship and take responsibility for maintaining and improving your knowledge and skills. This includes:  

· Meeting relevant standards of practice and working in a lawful, safe and effective way.

· Maintaining clear and accurate records as required by procedures established by the project.

· Informing the Mentor Co-ordinator about any personal difficulties that might affect your ability to carry out you mentoring role competently and safely.

· Seeking assistance from the Mentor Co-ordinator if you do not feel able or adequately prepared to carry out any aspect of your mentoring role.

· Working openly and co-operatively with the young person you are mentoring and treating them with respect.

· Recognising and respecting the roles and expertise of workers from other agencies and working in partnership with them.

· Recognising and respecting the role of the young person you are mentoring and working in partnership with them.

· Undertaking relevant training to maintain and improve your knowledge and skills and contributing to the learning and development of others.

7) Your Safety

Mentoring involves one-to-one contact between you and your mentee. This makes you both vulnerable to being hurt or made to feel uncomfortable by the other person. It is important to us that you both feel safe at all times.

We have put in place a number of Policies that we hope will make the time that you and your mentee spend together as positive and enjoyable as possible. 

A whole series of checks have been done on you in order to minimise the risk that you may present to your mentee. This has included you filling in a detailed application form, going through an group and an individual interview, taking part in 8 sessions of training, providing us with references, and having an Enhanced Disclosure Scotland check done on you. 

West Dunbartonshire Council also has legal responsibilities and obligations under Health and Safety at Work legislation and also it’s Lone Working Policy, for your safety and well being:

Insurance – Public Liability and Employer Liability Insurance is in place. This means that the Council has financial provision in place in the event of an accident or incident being caused to, or by, a mentor in the course of their voluntary work. Claims against this insurance can be made where it can be demonstrated that the Council has been negligent or failed to take reasonable precautions to prevent injury to you or damage to your property. We also have a “duty of care” to mentees and members of the public to avoid injury/harm to them through the negligent acts of mentors. They are entitled to claim recompense if they can show that the actions of Mentors or staff caused them harm and that the Council did not take reasonable precautions to prevent it.  

Risk Assessment – Involvement in mentoring should enhance your sense of physical and mental well-being. We have a duty to assess the level of any risk that you may face in the course of your volunteering and to provide you with guidance on how to avoid/minimise the risk. 

We carry out this responsibility in a number of ways:

· Each mentee has undergone a risk assessment in relation to issues, behaviours and circumstances in his/her life which might present a threat/risk to their health and well-being, your health and well-being or someone else’s health and well-being. The results of this Risk Assessment are shared with you, along with guidance on how to respond to minimise the risk or respond to the issues/behaviours should they arise.

· Your initial meetings should take place in public places that you both agree to meet in. If you are meeting in a venue which has not been used by the Project before, then you may be asked to carry out a visual check of the location and take notes. This information can then be made available to other mentors in terms of the appropriateness of the venue for mentoring meetings/activities.

· Some activities fall within the auspices of West Dunbartonshire Council’s Safety in Outdoor Activities Policy. These activities must be formally risk assessed in advance according to criteria laid down by the Council. The Mentor Co-ordinator and his line Manager will be able to explain this process to you if it applies to activities you are planning.   

We cannot absolutely guarantee your safety so trust your gut feeling. If the way your mentee is behaving or things that they are saying make you feel uncomfortable then keep yourself safe, even if that means walking away from the meeting, and contact the Co-ordinator.

Help keep yourself safe by:

· Always making sure that someone knows where you are going, with whom and when you are supposed to be back.
· If possible, carry a mobile phone with you when you are meeting your mentee.

What to do in an emergency? We will provide you with phone numbers of people to contact should anything happen to you or your mentee and you need help straight away. You can expect these people to ensure that you feel supported and to instruct you on what to do. They will not leave you to take decisions that are beyond the scope of your responsibility as a Mentor.

We can also provide you with a Personal Safety Alarm should you wish one, or should it be assessed that it would reduce the risk associated with a particular mentoring match or the time and location of particular mentoring meetings.

In the very unlikely event of a mentee committing a crime against you, for example, assaulting you or stealing from you, we expect you to inform Social Work Services and to contact the police and press charges. We recognise that this will raise a range of feelings for you and will support you fully.

Even though the involvement of the police may have long term consequences for your mentee, it is important that we send a clear message that abuse of mentors or their property will not be tolerated.

Accidents and Incidents – Should an accident or incident occur while you are carrying out your mentoring role then you are required to notify the Mentor Co-ordinator, who will arrange for the relevant paperwork to be completed.

The project has specific health and safety responsibilities to you and your mentee that we haven’t covered yet.

· Travel in your car. Please do not transport your mentee anywhere in your car without it first having been cleared with the project Co-ordinator. The Co-ordinator is legally obliged to check that you have a current driving license and suitable business insurance in place.
· The council’s insurance doesn’t cover anyone other than you and your mentee so please don’t bring anyone else with you to your mentoring meetings or allow the mentee to bring anyone else. If the mentee is accompanied by someone else, please ask them to have the other person leave. If this does not happen or is not possible, end the meeting as soon as is practical and re-arrange it. 

8) Boundaries

Boundaries are limits we set ourselves in everyday relationships: what we share of ourselves and how we manage our relationships with different people at home, at work and socially.

They are often unconscious – that is, we instinctively decide how to act in a situation – although we may become aware of them when something happens that we are not comfortable with.

Boundaries are a fundamental, integral part of mentoring. They are a positive element of a mentoring relationship with good reasons behind them, rather than a negative, restrictive idea.

Boundaries should help you to know exactly where you stand on issues of confidentiality, conduct and working limits. Some clear and explicit boundaries are essential when mentoring, in order to establish a safe dependable setting in which the mentoring relationship can develop; and for the protection and safety of both you and your mentee. Mentoring relationships that work best are those that remain within boundaries, as crossing boundaries can lead to confusion.

By the nature of the task, and the possible level of vulnerability of the person you are mentoring, you are in a position of trust. You therefore need to take a great deal of care in your contact with your mentee, to establish and maintain safe and dependable boundaries.

Sometimes it can be difficult to say no when saying yes may feel like a reasonable, natural or “nice” response. This will become easier with practice. If you deal honestly and fairly with someone, and are clear about your role, you will find it easier to earn trust and respect in the long run.

We have set guidelines and policies on boundaries, personal safety and confidentiality and a code of practice for mentors which, together, help you to define and maintain a safe, healthy framework for your mentoring relationship. We expect you to agree to work within these guidelines and policies.

Guidelines on Boundary Issues

DO 

· Be aware of your own personal boundaries. Don’t get drawn into conversational topics which you know will make you feel uncomfortable. Don’t give out personal information that makes you feel vulnerable and uncomfortable. It is better to avoid discussing certain topics all together, unless you are clear where your comfort zone ends and are comfortable about saying this in a way which the young person will not interpret as a slur on them. 

· Avoid getting into situations that could be misinterpreted

· Think before you say “yes”. It is easy to agree to things or make promises, but be clear that you can follow through on them within the boundaries of your role as a mentor. Letting a young person down will impact negatively on the level of trust they have in you.

· Contact either the Mentor Co-ordinator or project office, for any reason; you are not going to be able to make a meeting. The more notice you can give the better. 

· Remember that the main focus of the mentoring relationship is the needs and progress of the mentee in relation to personal development goals. It is easy to lose focus.   

· Share your knowledge and experience and encourage your mentee to make use of services available to them. But remember that your role is not that of key worker or Social Worker. Know the limits of your skill and knowledge and your role and stick to them. Signpost young people to others for help and support and don’t try to offer advice about things which are beyond your competence. 

· Acknowledge a young person’s birthday, accomplishments and religious or secular festivals. This is an important part of mentoring. Discuss your plans with the Mentor Co-ordinator prior to buying a card or small gift, or making a fuss of a young person and seek advice on whether the young person is likely to welcome this. Some young people will be made deeply uncomfortable by any positive recognition. Others may feel indebted to you and obliged to buy you something in return. This may leave them in debt. It may also result in them prying in order to find out your birthday, or what kind of present you would like. This may make you feel uncomfortable.

· Feel able to accept small, inexpensive gifts given as a token of thanks for your involvement in a young person’s life. This is important for some young people as it equalises the relationship – you have freely given them something and now they are giving you something in return. Do not accept relatively expensive gifts, which you know the young person cannot afford, or money. Decline them as graciously as you can and inform the Mentor Co-ordinator that you have done so. 

· Be polite at all times and have reasonable expectations of your mentee. You do not have to put up with rude and abusive behaviour and are entitled to bring a meeting to an early close if you feel you are being treated disrespectfully. 

DON’T

· Give out your home telephone number or address to your mentee. Initially, they will contact you and you will contact them via the Mentor Co-ordinator. As your mentoring relationship develops it may become appropriate to swap mobile phone numbers with your mentee in order to ease communication about meetings between you. This should not happen without the possible consequences of it and the boundaries of its use being discussed and agreed with the Mentor Co-ordinator.
· Take your mentee to your home. 
· Meet your mentee in their home unless there is prior agreement with the Mentor Co-ordinator and the young person’s Support Worker/Social Worker. A Risk Assessment will be carried out by us and you will be provided with guidelines on how to keep both yourself and the young person free from accusations of inappropriate behaviour. Clearly the risks will differ depending on whether the young person lives in their own tenancy or a supported accommodation setting which is professionally staffed. 
· Get involved in a sexual relationship with your mentee or become their boyfriend/girlfriend. Infatuations do occur on the part of both mentees and mentors. The risk of this is increased by the positive nature of mentoring relationships. A positive adult relationship may be new to some people and can be misinterpreted.
· We recommend that, apart from shaking hands, there should be a minimum of physical contact/touch going on between you and your mentee. People’s personal space is an important part of their privacy. Getting too close to someone can make them feel very uncomfortable and can also be taken wrongly.
· Get emotionally over-involved with your mentee. Classic signs of this include; extending the length of your mentoring meetings, increasing the regularity of your meetings, contacting your mentee between meetings. All of these are perfectly understandable results of a bond between you and your mentee. The Mentor Co-ordinator will support you in ensuring that any increase in contact between you and your mentee stays directly related to the goal being undertaken.  
· Lend your mentee money or personal belongings or buy something on their behalf/act as guarantor for them. This changes the nature of your relationship. The young person is now indebted to you. This makes you very powerful in the relationship in comparison to them.  The same is true if you borrow money or personal possessions from your mentee.                                                                                                               However, there may be circumstances where it has been agreed in advance with the Mentor Co-ordinator that you will provide your mentee with travelling expenses, or buy bus tickets etc for them. This is perfectly acceptable.  
· Turn up to a meeting under the influence of drugs or alcohol. It is better to                           cancel a meeting than risk a young person being aware that you have taken something. This is unprofessional. It may raise anxieties in some young people and may be used by others as a means of blackmailing you into breaching other boundaries. It leaves you vulnerable to accusations and diminishes your respect as a mentor and role-model. 
· Meet with a young person who you believe to be under the influence of alcohol or drugs. Inform them politely that you would not feel comfortable meeting with them and offer to re-arrange the meeting. 
If you are ever in any doubt about a boundary issue, speak to the Mentor Co-ordinator about it.

Any breach of mentoring boundaries and Project Policies by a mentor will be taken seriously by the Project. It may even result in us deciding that you can no longer act as a mentor for us.

9) The time you spend with your mentee

· Your meetings will always be planned ahead. When you meet, where you meet, how often you meet and how long you meet for will all be agreed between you, your mentee and the Mentor Co-ordinator. These arrangements should not be changed without the knowledge of the Mentor Co-ordinator. This keeps the contact boundaried and more safe and removes the possibility of one person feeling pressurised to move boundaries by the other.

· Most people will probably meet once a week for 1-3 hours, but meeting for longer, or meeting twice a week, is fine if it’s OK for you and your mentee. The key thing is that the timing is agreed in advance and then stuck to.

· You will probably meet in a public place, like a cafe or wherever makes sense for the goal that you are pursuing. We recommend that you do not meet in a pub, even for a meal.

· What you spend your time doing will be decided by you. We ask that you and your mentee keep a record of the things you have agreed to do before your next meeting and how you have decided to use the time.

· What to do if you can’t make it to a meeting? Phone the Mentor Co-ordinator and let them know, giving as much notice as possible. They will inform your mentee. We recommend that you do not exchange phone numbers until you have been meeting for long enough to have developed some trust in each other.  Even then, we do not recommend that home phone numbers are exchanged.

10) Confidentiality

When you talk to the Mentor Co-ordinator or other mentors, you have the right to expect that what you say will not be spoken about to anyone who does not work at the mentoring project without your permission.

We appreciate the importance of keeping your private life private. We will not discuss you outside of the project – this includes giving your name or any personal details about you to family and friends. Your details will also not be discussed with, or disclosed to, anyone other than the Project Co-ordinator and his line manager, without your prior consent.

You may also want to think about how much personal information you want to share with others connected to the project. Remember that all the information we require about you in order to assess your appropriateness to be a mentor and to support you in the role is contained in the forms that you have completed, and those completed by your referees. This is all we know about you and is all we need to know about you.

Mentees have been made aware that details of their conversations with you may be shared with the Mentor co-ordinator. Our expectation is that you will only pass on to the Mentor Co-ordinator details that he needs to know to give you support and advice or monitor progress. Mentors meet as a group once every two months to support each other. Your experiences of being mentors will be shared with each other, but the name of your particular mentee and the names of other young people should not be shared. Other mentors do not need to know the name of your mentee and you do not need to know the names of the young people other mentors are seeing. 

Updates on how the mentoring is going will be given to your mentee’s keyworker/ social worker. Your mentee, their key worker and/or social worker, and the Mentor Co-ordinator will sit down and agree what information will be shared and how regularly. This agreement should be in place before you start meeting alone with your mentee. Ordinarily, our expectation is that you will provide general feedback as to how things are progressing. More specific information will be given where it relates to something outlined in the Risk Assessment on the mentee provided to you as part of the Worker Reference Form, or where it has been agreed at the meeting outlined above that workers should be given updates on specific issues/situations. 

Your mentee’s confidentiality will only be broken in certain exceptional circumstances. They should be aware of what these circumstances are:

· If they disclose to you that they have been abused in some way and may be going back into the same situation that it took place.

· If someone else is at risk of abuse from the person that was abusive to them.

· If they lead you to believe that they may try to commit suicide or harm themselves.

· If they are in need of urgent medical treatment.

· If they tell you that they have committed a crime and their involvement is not known to the police. 

· If they lead you to believe that they intend to do harm to someone else.

In all of these circumstances you should, wherever possible, seek the consent of your mentee before the information is passed on. It is possible though that you may not be able to get their consent, in which case you may have to go ahead anyway and let them know what has been done as soon as is practicable. 

We expect, and rely on you, to keep all mentoring related paperwork in a secure place. We also expect you to ensure that anyone gaining access to the information would be unable to identify your mentee. Please use an initial letter or a code rather than their name to identify them.

11) What is written down about you and who gets to see it?

The way that we collect and store information is governed by The Data Protection Act 1998 and also The Freedom of Information act (Scotland) 2002. This requires us to be able to prove that information concerning you has been:

· Fairly and lawfully processed

· Processed/used only for the purpose specified to you at the time the information was collected and only for lawful purposes.

· Relevant to your role as a volunteer mentor, adequate to enable us to make informed decisions about your suitability for the role, and not excessive.

· Accurate and up-to-date

· Not kept longer than necessary for the purpose specified

· Processed in a way that upholds your rights

· Kept securely at all times

· Not transferred without adequate protection of your privacy and confidentiality

· We operate an “open access” policy. This means that the Project will not hold any information on you that you cannot see. If at any time you want to see what information we have on you then you should arrange a suitable time with the Mentor Co-ordinator. 
· An information file on you will be kept by the Mentor Co-ordinator in a locked filing cabinet within the project’s office base. This will contain: the Registration information you sent us, copies of your references (which we are unable to share with you without the consent of the referee), personal audits, the result of the Enhanced Disclosure Scotland check, your mentoring contract, and notes of any support and supervision that you have received. Some of these records may also be stored on computer. Where this is the case they will be subject to the Data Protection Act, and will be accessible only by the Mentor Supervisor.

· Access to your information is limited to the Mentor Co-ordinator and his line manager. If anyone else wants to see it then they will have to get your permission first. The exception to this is that the Fostering Network’s link person has had access to information related to you during the Recruitment and Selection process where he had an active role. 
· All the information we ask you for when you register an interest in the Project we use to assess whether there is a match between the Mentoring opportunity that we offer and what you are looking for/offering. It also forms part of a rigorous process for ensuring that you are not a risk to the safety and well being of the young people involved with the Project. Their health and safety is paramount to us. Any concerns we might have will be discussed openly with you.

Recording the Mentoring Relationship

There are 4 main reasons why we ask you to record your work in the mentoring relationship:

· To enable you and us, to consider the progress of your relationship with your mentee (as this relates to the mentee’s goals)

· To enable you to monitor and reflect on the personal and professional development of your skills and practice as a mentor

· To allow you to be accountable to the project for what you are doing in your role as mentor

· To build up evidence which will contribute to the monitoring and evaluation of the work of the project.

· After every contact with your Mentee, you will complete a Contact sheet, this gives general details about what you and your mentee discussed and agreed in each of your mentoring meetings. A copy of this must be forwarded to the Mentor Supervisor after every meeting.

You and your mentee decide what is written on these forms. A copy of them will be kept by the Mentor Co-ordinator so that we can look at what progress is being made and offer support and encouragement to both you and your mentee.

· The Mentor Co-ordinator will keep a record of any conversations that she has with you and she will also keep a written record of what was discussed at your supervision sessions and the review/planning meetings held every 2 months to look at how you and your mentee are progressing.  

It is important that you make a distinction in everything you record between factual information and opinion. Anything which is the opinion of yourself or someone else should be recorded as your/their opinion. This allows for an alternative opinion or view of a situation to be legitimately held. 

12) Feedback and complaints

· Comments from you are welcomed to help us to improve the service. We can always do better. You can make suggestions or comments to anyone associated with the Project. They will all be passed back to the Project Co-ordinator, who will log them and let you know how he is going to respond to them. You are entitled to make anonymous comments, although this means that you will not get a response to them. Please remember that comments can also be praise about things that are being done well. 

· If you are dissatisfied with anything about the service you are receiving then please speak to the Mentor Co-ordinator. We believe that most things can be resolved quickly and easily. It would be helpful to us if you are clear with us how you would have wanted things to be done or how you think things should be done in the future.

· If your dissatisfaction is with the practice of the Mentor Co-ordinator or the project in general then you should contact his line manager, direct. 

· You will have lots of opportunities to give us feedback about the support you are getting from us. You will be offered the chance to speak to the Mentor co-ordinator after every meeting you have with your mentee. There will also be meetings that the Mentor Co-ordinator will have with you and your mentee to look at how things are going.
Grievance

The notion of a Grievance Procedure may sound rather formal, but it is designed to promote fairness in the treatment of staff and ensure that, as far as possible, mentors have the same rights as full time workers.

Everyone who works for WDC, has the right to express a grievance relating to his/her work. The following procedure is designed to ensure that this takes place in a constructive way and grievances are aired and settled as quickly as possible. If you wish to raise a grievance you have the right to be accompanied by a supporter/representative at any or all stages of the process.  

· Please talk to the Mentor Co-ordinator about anything you are unhappy about. The Mentor Co-ordinator will tell you how they intend to respond to your grievance. Remember that he may have to consult with his manager, or other people, before he can give you an informed response. 

· If the issue is not resolved to your satisfaction, than you should set out your grievance in writing to the Co-ordinators line manager. He will want to meet with you before responding. His response to you will be in writing.

Complaints against mentors

Due to the vulnerability of the young people who become mentees with the project, we must take any allegation or complaint against a mentor seriously.

While any complaint is being investigated we will suspend meetings between you and the mentee.

Once the complaint is resolved, a decision will be made as to the appropriateness of re-commencing meetings. We recognise that the making of a complaint or allegation will have an impact on the trust between both parties. In some situations it may not be possible to rebuild trust and it is better to rematch. In other situations either, or both, parties may request a third person to be present during meetings while trust is re-established.   

In situations where complaints or allegations are made against a mentor and are substantiated, disciplinary action may be taken against the mentor. Further details on the Disciplinary Policy can be found later in this policy document.

13) Disciplinary Action

Dismissing a Mentor, or even considering whether to dismiss a Mentor, is not a step that we would take lightly. Good selection, matching and supervision practices should ensure that the need to discipline or dismiss anyone is kept to a minimum.

However, Mentors who commit serious offences, fail to follow Policies and Procedures, or perform their role to an unacceptably poor standard, should expect to receive a quick, open and fair response to the situation.

Ignoring problems or issues rarely improves the situation and is unfair to all involved.  

If your behaviour is deemed to be unacceptable, but not deemed to be a serious breach of project Policies and Procedures, every effort will be made to reach a mutually satisfactory outcome. We believe that a supportive approach is the most helpful means of trying to assist you in addressing the issues. 
The following procedure will be followed where project managers consider that there may have been misconduct on your part:

· In the first instance the Mentor Co-ordinator and/or his line manager will meet with you to outline the behaviour that is causing concern. You will be given the opportunity to explain any contributory factors. This discussion will be recorded as will the outcome. If the concern has grounds, then you will be reminded exactly what is expected of you and a further meeting will be held within an agreed timescale to re-assess the situation. In the meantime we will provide any additional training, re-training, or additional support that is required.

· If there is insufficient improvement, or there is a recurrence of the concern, then a meeting will be convened at which you will issued with a written statement as to what changes/improvements are required in order for you to continue as a mentor. This written statement will include a timescale for the change/improvement and training and/or support which will be provided to you.

 At all times we will be open and honest with you.

We reserve the right to suspend your meetings with your mentee should we feel it necessary in order to more fully investigate the circumstances behind a breach of Policies and Procedures or until we are satisfied that a positive and appropriate action plan for moving forward has been agreed.

· If the behaviour was deemed serious, or unsatisfactory performance of your role has been ongoing and has not responded to support, your engagement as a Sessional mentor will be terminated at a formal meeting. The reasons this action is being taken will be explained to you both verbally and in writing.
Behaviours which we would deem as “serious” include:

· Sexual or racial harassment

· Theft

· Violence, including to a member of the public

· Engagement in an inappropriate that is, an exploitative relationship with a mentee. 

· Malicious damage to property

· Falsification of expenses or records

· Deliberate or repeated disclosure of confidential information

· Criminal charges and/or convictions brought against you for any crime which in our view impacts on your role as a mentor and our assessment of your suitability for that role

· Provision of false information or failure to disclose relevant information to us when registering an interest in becoming a mentor, or in relation to your role as a mentor.

Where you feel that you have been treated unfairly in these circumstances you have a right to refer the matter to West Dunbartonshire Council's Grievance Procedure.

14) Your involvement in the project

There are a variety of opportunities for you to get involved in the Project beyond just being matched with a mentee. If you are keen to try out new things, get experience for your C.V., or just have some free time on your hands then let the Mentor Co-ordinator know.

Possibilities include:

· Helping us to write, or commenting on, Policies, information leaflets etc.

· Interviewing people who want to become mentors for the Project

· Helping train new mentors.

· Helping improve the quality of the service people are getting by:

· Commenting on the service you have received and how it could have been better.

· Being trained to interview other people about their opinions on the service and how it could be improved. 

· Letting people know about what the Project does:

· Telling other people about the benefits of mentoring.

· Training on mentoring for workers and other groups.

· Presenting workshops and/or speeches at conferences or events.

· Speaking to the press/media.

· Contributing to/editing Annual Reports and articles.  
15) Matching
· This is the process that links you to a mentee. We would normally expect to have matched you with a mentee within 6 weeks of your post-training Matching Interview. 

· Matching is important. If we don’t match you up with someone who suits your personality and you are likely to get on with, then mentoring won’t work.

· We will ask you what kind of young person your experience and interests would be best suited to. We will also ask the mentees to tell us about what they would be looking for in a mentor.

· The best possible match for you will be decided by the Mentor Co-ordinator as he will have met with both you and the mentees. He will also have had access to both yours and the mentees information 
· You will not be offered a choice of mentees. You will however, prior to meeting the young person, be given information about them by the Co-ordinator. You will also be able to talk to the Co-ordinator about the reasons for matching you and, if necessary, will be given a briefing about any issues/concerns which exist from the risk assessment.  The young person will also be given general information about you.
· It is almost impossible to guarantee that a match will work until you and the mentee meet. Your first meeting could be a bit awkward for both of you, so someone else will be there (either the Mentor Co-ordinator or the young person’s keyworker/social worker). We ask you to give it 3-4 meetings before deciding whether it is going to work for you with this particular mentee. If either you or the mentee don’t feel you are a good match then we will re-match you. 

16) Support and supervision
What support is available?
Working with children and young people can be very rewarding. However all of us, whatever the position, will at times need support. The Mentor Co-ordinator is here to support and supervise you in your work and should be your primary point of contact should you have any concerns, issues or queries you would like to discuss. Nonetheless, we all work as a team and, as a Mentor, we consider you part of that team. We will be happy to talk to you should you need to discuss an issue or seek advice.

The purpose of support and supervision is to:

· Provide opportunities for you to talk about and share your experiences as a mentor. We are committed to you not having to carry worries and anxieties about your mentee and your relationship with them between mentoring sessions.

· Develop you as mentor, providing feedback on your performance and signposting opportunities for you to develop your skills and knowledge.

· Ensure accountability for your practice as a mentor through setting up systems to check:                                                                                                 
      - that you are doing what you say you are doing,                                               

- that you are following the project’s and Council's Policies and  

   Procedures,    

      - that you are carrying out your role as a mentor in such a way as to   

         maximise what your particular mentee is able to get out of it.  

In terms of formal support and supervision you can expect:
· An induction/training programme which helps you to acquire the knowledge and skills necessary to accomplish the tasks outlined in your Task Description.

· One to one support and supervision session with the Mentor Co-ordinator one month into the work and then every two months thereafter.

· Informal telephone contact after every meeting you have with your mentee and throughout your involvement with the project.

· An initial review to discuss the work after 4 weeks and every 2 months thereafter.

· Mentor Support Group meetings every 2 months with individual supervision alternating each month between the group meetings.
· An annual review of your progress and plans for future involvement with the project. 

It is anticipated that in the early stages of mentoring relationships, mentors may need additional support. This will be negotiated on a person by person basis.

Mentors are expected to attend both individual and group support sessions unless agreed in advance with the Mentor Co-ordinator. Non-attendance by you could result in your removal/withdrawal from direct work with mentees until you have met with the Mentor Co-ordinator.

If you experience difficulties in your work with a young person try to write it down as soon as you can. This will help you to remember the important points and feelings when you come to discussing it with the Mentor Co-ordinator. It will also help to monitor any patterns which may emerge should further difficulties arise.

Taking notes of the positives as well as the difficulties is also worthwhile when it comes to giving feedback to us when the young person's situation warrants it.

All types of Mentoring activities have to be arranged with the Mentor Co-ordinators approval. We cannot take responsibility for private arrangements made between Mentors and young person.

17) Ending Your Role as a Volunteer Mentor

If the ending is brought about by You

Good practice in this case would be for the Mentor Co-ordinator to conduct an exit interview with you. This would allow us to evaluate the relationship we have had with you and the way in which we have supported you. Any comments (both positive and negative) can then be used to improve the Mentoring experience for other mentors. Your involvement in this process will be greatly appreciated by us.

Our expectation is that you will actively contribute to making the ending as positive an experience as possible for your mentee. 

As part of this, we expect you to give us at least a month’s notice of your intention to give up your mentoring role. This allows us time to plan with both yourself and the young person how the mentoring relationship will be brought to an end and achievements acknowledged and celebrated.

We recognise that, as a result of past experience, some young people will not be able to work through to a positive ending and will instead simply opt out. We will endeavour to ensure the young person is supported through the process where this is likely, but cannot guarantee he outcome of this.

What we have to be able to guarantee is that you will see the process through to a conclusion. This may not be easy for you and so we will ensure that you receive the support you require to make the process as positive as possible.  

If you do not give us notice of your intention to end your involvement as a mentor, but simply stop coming in to meetings, an exit questionnaire asking about your experience will be sent to you to help review and evaluate your experience as a mentor.

If the ending is brought about by West Dunbartonshire Council

If the ending of your involvement comes about as a result of changes taking place within the service, then we will try to use your skills in a different role or in another service. This possibility will be explored between you and the Mentor Co-ordinator. Should this kind of situation arise, we will write to you confirming the action that has been taken or is about to be taken and the reasons for it.

If the ending is brought about as a result of disciplinary action by us, then the procedures outlined in the Disciplinary Policy will have been followed.

18) Process/What Happens Now

Coordinator will identify - Young People who are available to be matched, following appropriate discussion with the referrer, Mentor and Young Person.
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1st Meeting with mentee – This will take place somewhere that both you and the mentee feel comfortable. Either the Mentor Co-ordinator or your mentee’s keyworker/social worker will be there to support the meeting.


Review after 1 month – After your first 3-4 meetings with your mentee, the Mentor Co-ordinator will meet with you both to look at how things are going. If you want to continue to meet then we will ask you to set some goals for you both to work on.  


Reviews every 2 months following- Meetings with the Mentor Co-ordinator  and the young person will happen every 2 months to look at how things are going and plan for the next few months.


Ongoing supervision and support – every alternate month you will meet personally with the Co-ordinator to discuss any issues. The Co-ordinator is available by phone for advice and additional supervision sessions can be programmed to suit, if required. Every other month will be a group support night where all the Mentors get together to share experiences.
Ending/Celebration/Exit interview – When we reach a point where we think it best to end a relationship, we will be looking to celebrate what you have achieved and make the ending a positive one. We will also ask you to reflect on the length of the mentoring relationship and what we can learn from it.

You will then be asked whether you want to be re-matched.
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