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Dear ProjectScotland Mentor,

WELCOME TO PROJECTSCOTLAND 

ProjectScotland is all about change. To our country. To our communities. To our environment. To people who need a hand. And especially, to our volunteers.

It was created by people who think young Scots have a whole lot to offer and a whole lot to gain if they’re given the chance to do something a little different. 

By becoming a ProjectScotland mentor you have the opportunity to help a young person change not only their life, but also the lives of others. You will find the benefits of being a mentor extend to your own personal development too, and you will get a great sense of fulfilment from helping a young person achieve their goals and aspirations.

ProjectScotland provides young Scots with much more than a chance to volunteer their time and make a difference to their community. It’s a chance for them to do something completely different with their lives and expand their life choices.  To take time to learn things that could help them take the first step towards a job they really want or one they never even dreamed about. To make new friends.  To share new experiences.  And to find out what they are really made of.  

The ProjectScotland team look forward to working with you to ensure you make the most of the mentoring experience and achieve your own personal development goals as well as helping your mentee achieve theirs. We will be very interested in your own progress as well as that of the young person to whom you are assigned.

Thank you for making the commitment to mentoring and to ProjectScotland. If you need to contact us remember that a ProjectScotland Mentoring Co-ordinator can be reached on 08458 4 16 2 25.

Louise Chisholm
Mentoring Co-ordinator
OUR VOLUNTEERS

ProjectScotland aims to connect young Scots with full time volunteering opportunities. We aim to give young people, aged 16-25, the opportunities to further develop their key life skills and to improve their life choices. We also want to forge stronger links with the communities in which they live.

Why young people?

In order to enlarge the culture of volunteering in Scotland we must target the needs of young people, offering them the chance to improve their life choices through positive experiences and access to new skills. It will be positive word of mouth communication through this age group that will really transform the culture of volunteering in the young.

What do we offer the volunteers?

Young people are offered the chance to volunteer full time for a minimum of three months and if all goes well they could go on to do further placements for up to a year. We will match their skills to an appropriate placement that interests and excites them, in a location that suits them. 

Each volunteer will also participate in a ProjectScotland Volunteer Day which will give them the opportunity to meet other volunteers and share experiences. They will all be provided with mentors like yourself for the duration of their placement(s).  Mentors could be drawn either from the voluntary organisation in which the young person is placed or through ProjectScotland and our corporate partners. 

At the end of their placement each young person receives a Certificate of Achievement congratulating them on having completed their volunteering. Once they have successfully finished a minimum of 6 months in their placement(s) they will also be able to apply to our Personal Development Fund for financial support towards their next step in life. This could be for further education, training, volunteering overseas or even starting up a business. 

Volunteers will also be offered:

· A subsistence allowance of £55 a week, travel expenses and child care if required

· Quality assurance to ensure they achieve all they can from their volunteering experience

· A brand which all stakeholders will recognise as an endorsement of their experience

OUR PLACEMENTS

So what is new and different about ProjectScotland?

The ProjectScotland focus is solely upon enhancing the life choices of young people through placing them in full time volunteering opportunities in Scotland. We are connecting young people with challenging opportunities, provided by our placement partners, that are of interest to them. As a result, we are building a community across the country of young people who have a positive attitude towards volunteering.

The experience of volunteering brings a range of benefits to the young individual, the voluntary organisation and the community. The young person gains valuable experience alongside an opportunity to try something new and learn about themselves in the process. The voluntary organisation gains from the benefit of working with a committed volunteer who really wants to make a difference, whilst the community benefits from the enthusiasm of the volunteer eager to give something back.

What is the role of Placement Partners?

We work with partners who provide young Scots with the chance to achieve real results through participating in team based volunteering. Our volunteers are looking for support and a rewarding experience. ProjectScotland matches their skills and aspirations with approved full time volunteering placements in partner organisations that will give them the training, interaction and results they desire. All ProjectScotland placements will be monitored and evaluated to ensure both volunteers and placement partners make the most of the opportunity.

How long are the placements?

Volunteers can stay involved with ProjectScotland for up to 1 year. Each placement is a minimum 3 month full time commitment, however the volunteers may choose to complete a number of placements in that time which may vary in length. Some volunteers may chose to remain within one area of activity for the duration of their time with ProjectScotland. Alternatively, volunteers can move into a different area of activity at the end of each placement.

What types of opportunities are there?

Placements are in a wide variety of sectors such as environment, health, education, community youth and social work, sports and the arts. 

Placements will provide young people with a “hands-on” experience, one where they can stretch themselves socially, mentally and/or physically, where they have defined responsibilities and outcomes, and a sense of achievement in their role.

These placements should help the individual to discover more about themselves, their interests, likes and dislikes and most importantly their potential. They should also provide an opportunity for the young person to try new things, explore, take and manage risks within a safety net of support.

Volunteering placements will cover a wide range of potential activities. Each volunteer will be interviewed, their skills and interests will then be taken into account and matched with activities that will help them make the most of their experience. To date, we have secured a wide range of quality assured placements. From community based research, youth work and mentoring socially disadvantaged volunteers, to biological survey placements and conservation. Each placement is dedicated to the personal development of each individual volunteer to ensure the right mix of experience, training (internal and external) and developmental support. Our volunteering opportunities are about real life experiences, ensuring the young people have the key skills to make the choices which will determine which path they will take.

PURPOSE OF MENTORING – YOUR ROLE

The origins of the word ‘mentor’ spring from Homer's classic "The Odyssey", where Odysseus, off to war, chose "Mentor" to protect and advise his son.  This has translated to the modern day as an "experienced and trusted adviser" (Oxford Dictionary).

What is the purpose of mentoring?

As a mentor you provide a source of support and nurture to your volunteer (mentee). You assist in encouraging their personal growth, helping them to realise their potential and enabling a progression of their skills, abilities and aspirations.
You will be many things - a positive role model, an adviser, an experienced friend. Coming from outside a person's immediate circle and taking a special interest in them can make an enormous difference.

What are the benefits of mentoring?
…for mentors, it provides you with an opportunity to develop your skills as part of your own personal development, to feel valued and to put something back into the community.
…for the mentee, mentoring can improve their self confidence and self esteem, increase motivation, broaden horizons and experience and raise their level of achievements and aspirations. 
… for businesses, mentoring provides a good opportunity for staff to develop a range of skills. It also enables organisations and their employees to forge stronger links with the wider community.
ProjectScotland will draw on mentors from both our partner organisations and our corporate partners. 
As a ProjectScotland mentor you provide a minimum of 1 hour per week mentoring support to each mentee.  Mentoring takes place face to face, by telephone, through e-mentoring or a combination of these.

It is the role of the mentor to encourage the volunteer’s personal development during their time with ProjectScotland.  Development needs for the individual will be identified at their ProjectScotland interview and placement partners will work with volunteers to provide them with placement opportunities that meet their needs, in terms of providing them with increased skills and experience.

It will be up to you to work with your volunteer to identify their ongoing development needs, set goals and targets, provide feedback and monitor progress and achievements.
TRAINING

All mentors appointed by ProjectScotland will complete our one day mentor training programme.
Training will give you an overview of the organisation, raise awareness of what it means to be a mentor with ProjectScotland, help you understand what is expected of you and outline any processes or procedures that need to be followed.

At this stage you still have the opportunity to withdraw from the process if you feel it is not for you. Likewise, ProjectScotland can de-select candidates we feel are not suitable. If appropriate, we will examine and discuss alternative opportunities with you. 

After the training, it is envisaged that you take responsibility for your own learning and development work with your own line manager to identify your further development needs. 

Additionally ProjectScotland will, from time to time, run additional mentor training sessions on relevant topics and issues.

MATCHING PROCESS

Both mentees and mentors will complete matching forms which will influence and aid the matching process and enable us to match the needs and wants of mentee to mentor as closely as possible.

Factors considered in the matching process will be:

· Gender
· Age
· Cultural background
· Hobbies and interests
· Personality
· Logistics
When the match is made, the mentor and mentee will be informed of necessary contact details. 

· If e-mentoring is to be undertaken, email addresses are passed over and the mentor is invited to make the first contact.
· If telephone mentoring is to be undertaken, the phone number of the mentee is given to the mentor 

· If face to face mentoring is to be undertaken, a ProjectScotland staff member arranges the first face to face meeting at a public venue.

ProjectScotland will regularly keep in contact with any mentors who have not been matched.

Our Mentoring Co-ordinator will organise a review of the first meeting between the mentor and mentee. Contact with you will then take place by telephone every four weeks.
CLAIMING EXPENSES

ProjectScotland recognises that mentors will occasionally be out of pocket for expenses involved with mentoring volunteers.  

The decision as to whether or not you wish to claim your expenses is yours to make, and we have enclosed a form to allow you to do so. It may be that your employer is absorbing some or all of your expenses or alternatively you may wish to make a donation in lieu of expenses to ProjectScotland. All these options will have been discussed with you at your initial induction.

Expenses can be claimed for the following:

· Travel to and from a mentoring meeting with your mentee 
· Travel to and from ProjectScotland mentoring training 
· Phone calls made with your mentee for the purpose of mentoring.

Please note that:

· Expenses will only be repaid for costs directly relating to ProjectScotland mentoring programmes. If you are in doubt of what you can or cannot claim then please consult our Mentoring Co-ordinator. 

· Expenses can only be repaid where receipts are provided so please keep them safe. 

· Travel expenses for public transport will be reimbursed to you. If no appropriate public transport is available we will refund the equivalent cost of your travel by car. You should keep a record of the dates and distances travelled.

· A detailed description of the reason for the expense should be provided and noted on the Expenses Form.
· Please return Expense Forms to – Mentoring Co-ordinator, ProjectScotland, 49 Melville Street, Edinburgh EH3 7HL.
	Mentor Expense Claim Form

	
	
	
	
	
	

	 
	
	
	
	
	
	
	 

	Name
	
	
	Directorate: Operations
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	Balances brought forward from the continuation sheet.
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	All of the expenses claimed were incurred during the course of Project Scotland Business. No element has been included in previous expense claims.
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MENTORING LOG

ProjectScotland provides a mentoring log for you to use to record meetings with your mentee. This should be completed after every contact with your mentee.  It will help you as a mentor to keep records of your meetings, note any action points and ownership of tasks. It will also help when you have support meetings with the Mentoring Co-ordinator to help you reflect on any issues for discussion.  Mentees will complete their own mentoring log as part of their Personal Development Record.

MENTORING LOG


Meeting/ Contact No

Date
Previous Action points
	


Points discussed
	


Action points
	Action points
	Responsibility of
	Target date
	Achieved date

	
	
	
	


SUPPORT AND REVIEW

ProjectScotland are dedicated to providing you with ongoing support in your role as a mentor to ensure that you have the help you need to carry out the role to the best of your abilities.
We feel that the best way to do this is to schedule a telephone call with you on a monthly basis to give you the opportunity to discuss your progress and any support issues.  These scheduled calls will take place every 4 weeks for approximately one hour. 

If at any point you feel that you require support in between these monthly sessions, you are encouraged to contact ProjectScotland. As a mentor you should never feel that you are alone or without support when you need it.

The outcome of your call will be recorded on the ‘Mentoring Review form’.  

You can plan and prepare for this by using the notes that you have recorded from individual mentoring sessions.  Jot down any issues you want to discuss beforehand and these can then be worked through.

Telephone calls will be scheduled a month in advance.  If you find you cannot keep the appointment please call our Mentoring Co-ordinator in advance to let them know of this and make alternative arrangements.

MENTORING REVIEW FORM


Name of mentor 
Mentee(s)
Staff name

Meeting/ Contact No

Date
What has been going well with the mentoring?

	


What has not been going so well?

	


Action points

	Next steps
	Action agreed
	Support required
	Target date

	
	
	
	


Date of next review
VOLUNTEER PERSONAL DEVELOPMENT RECORD AND PROGRESS REPORT
Every ProjectScotland volunteer has a Personal Development Record (PDR) and it is one of the roles of the mentor to encourage the mentee to record in it.

Volunteers should include in the PDR:

· Information completed at application and interview stage

· Notes of meetings with their placement supervisor and mentor

· Training information

· Photographs, projects undertaken, stories, drawings, notes

It is important that volunteers are encouraged to maintain this record as it can help them to reflect and set targets, apply for jobs, write a CV or complete a record of achievement.  It also gives them a concrete record of their time with ProjectScotland and lets them see how far they have personally travelled on the placement. 

Volunteers should be encouraged to record in the PDR as often as possible.
VOLUNTEER PLACEMENT PROGRESS REPORTS



At certain points during their placement, (four weeks into placement, mid placement for those longer than six months, and three weeks before placement completion), the volunteer will be asked to return a self report.  The purpose of the placement progress reports is to monitor the volunteers experience during the placement, to monitor doing and learning, and determine if the volunteer is meeting the goals set out in the Personal Development Record. It will also provide an opportunity for the volunteer to get feedback from their line manager and mentor in relation to their learning goals. 

The mentors will play an important role in supporting the volunteer to complete their returns specifically:

· establishing the relevant report return dates at the beginning of the placement, 
· supporting the volunteer to consider what they would like to say in the reports, and 
· reminding the volunteer of when they have to be completed.  

The mentor and line manager will not have access to this information, unless volunteer specifies that they want them to.

Please see your handout for the Volunteer Progress Report schedule and copies of the reporting forms.
PROJECTSCOTLAND POLICIES AND DISCLOSURE
ProjectScotland have developed a number of policies for their staff, mentors and volunteers.

Some of the areas these policies cover are Health and Safety, protecting vulnerable young people and Equal Opportunities.

If you wish to receive a copy of any ProjectScotland policies please contact our Mentoring Co-ordinator who will be happy to help you.

Disclosure

ProjectScotland aims to ensure that any vulnerable people, whether children, young people or vulnerable adults, are protected and kept safe from harm while they are with mentor volunteers in this organisation.
In addition to this The Protection of Children (Scotland) Act 2003 places ProjectScotland under a legal duty to not knowingly appoint an individual who is fully listed on the Disqualified from Working with Children List (DWCL) to a childcare position.

The only way to determine if an individual is disqualified from working with children is to complete a disclosure certificate check at Standard or Enhanced level. Disclosure certificates for childcare positions will state if the individual is on the Disqualified from Working with Children's List.
ProjectScotland considers that a mentor’s normal duties may involve regular contact with children (16 and 17 year olds) and vulnerable adults.  As a result, ProjectScotland will, prior to a mentor being appointed, seek a Disclosure certificate check.  
To complete a Disclosure check, you will be required to fill out a form and provide some documents for identification purposes.  Our staff will let you know the exact details of the documentation required at the time.
In the event of ProjectScotland receiving information from the certificate which we consider renders continued mentoring unsustainable, we may terminate your position as mentor with immediate effect.
USEFUL CONTACTS

ProjectScotland




08458-4-16-2-25








www.projectscotland.co.uk







49 Melville St, Edinburgh EH3 7HL

Benefits Enquiry Line




0800 88 22 00

Learn Direct Scotland




0800 100 900

Alcoholics Anonymous



0345 697 555

NHS 24 (Scotland)




08452 24 24 24 

National Drugs helpline



0800 77 66 00

Smokeline





0800 84 84 84

Domestic abuse helpline



0800 027 1234

National Volunteering helpline


0345 22 11 33

Consumer and Trading Standards


0141 287 6681

Citizens Advice Bureaux



www.adviceguide.org.uk
Commission for Racial Equality


www.cre.gov.uk
Equal Opportunities Commission


www.eoc.org.uk
Disability information




www.disability.gov.uk
Child Protection     http://www.scotland.gov.uk/about/ED/CnF/00017834/childprotection.aspx
Highway Code




www.highwaycode.gov.uk
National Mentoring Network



www.nmn.org.uk
Careers Scotland




www.careers-scotland.org.uk
JobCentre Plus




www.jobcentreplus.gov.uk
Volunteer Development Scotland


www.vds.org.uk
Young Scot





www.youngscot.org
Youthlink Scotland




www.youthlink.co.uk
Childline





www.childline.org.uk
Scottish Citylink




www.citylink.co.uk
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