MENTORING FOR SUCCESS

 (
Program Coordinat
ion
 
Timeline
)



	Month 1

	Week 1-2

	New & Veteran Mentor Program Coordinator Meeting
· Orientation for new Coordinators and program updates for existing Coordinators
· Calendar all Coordinator meetings for the year


	Week 1-3
	Program Planning
· Announce program at staff meeting
· Set target number of matches (based on school capacity, most will have between 6-20 matches)
· Identify and select mentees for program (may use SAP team or FY Census)
· Calendar monthly activities for the year
· Determine the Service Learning Structure the school site will use


	Week 1-3
	Develop Budget
· Review planned activities and estimate costs
· Approach PTO and Principal with plan and funding request
· Notify Erin Farrell of wish list to add to website and connect to possible donors
· Identify other funding sources, e.g. in-kind, corporation, SF Promise
· Review allotted money
· Submit Program Supplies Requests to: farrelle@sfusd.edu


	Week 1-3

	Mentor Recruitment and Recommitment
· Recruit mentors—identify existing relationships, focus on commitment
· Submit volunteer request to SF Education Fund for community based volunteers


	Week 3

	Match Support
· Check-in with existing matches to get recommitment and provide support, ideas, troubleshooting, and encouragement


	Week 4
	Mentor Orientation
· 30 min. meeting with mentors
· Review commitments (18 months, weekly and summer contact, log entry, training participation, monthly events)
· Review log training
· Offer suggestions for early match relationship activities
· Distribute Training calendar and sign-up instructions


	Week 4-6
	Mentee Prep
· Get Parent Consent
· Complete Pre-Test survey with every student
· Write student’s name clearly on Pre-Test survey
· Get Commitment for match


	Weeks 4-6
	Enter Matches into Online System
· Check for existing matches BEFORE entering new individuals
· Use the mentor and student drop down lists in the “Match Form”
· Need mentors’ email addresses and phone numbers
· Need mentees H0#
· Update status of match
· Increase grade level for mentees already in system, at year start


	Weeks 4-6
	Submit all Pre-tests to ETR


	Month 2

	Week 4-6
	Student Mentee Orientation
· 30 min. meeting with mentees
· Review commitments (18 months, 1:1 weekly and summer contact, monthly events)
· Offer opportunity for student to define goals for mentor relationship


	Weeks 4-6
	Outreach and Sign Up Adults for Mentor Trainings
· See website for calendar, substitute, and extended calendar info 


	Weeks 4-6
September 23 
3-4:30 (Room 4)
	Mentor Program Coordinator Meeting #2	
· Mentor Coordinator Panel


	Week 7-8
	Host Monthly Activity #1
· Set a date, location
· Inform mentors
· Contact Mentor Program staff to inform of date, request support if needed
· Plan relationship-building activity, refer to Activity Binder—Monthly Template for ideas
· Distribute flyers/passes to students
· Use sign-in sheet
· Secure food donations or arrange for potluck (school monies, Safeway cards, donation letters—available in binder, etc.)
· Update Online Log Activities and Trainings from sign-in sheet


	Week 7-8
	Submit Substitute request for Mentoring 101 / 201 Trainings
· Go to www. for the training calendar and substitute sign-up procedures


	Week 7-8

	Match Support
· Check-in with mentors and mentees to provide support, ideas, troubleshooting, and encouragement
· Go to the website or contact the Erin Farrell if additional resources are needed


	Weeks 7-8
	Submit all Pre-tests to ETR  *If not completed in Weeks 4-6


	Month 3

	Week 9-10
October 21
3-4:30
	Mentor Program Coordinator Meeting #3	
· Submit all outstanding pretests
· Review online system for accuracy of logs
· Monthly activity update


	Week 11-12
	Host Monthly Activity #2
· Set a date, location
**PACIFIC LEADERSHIP INSTITUTE event: Contact Drew or Glenn 
                                                                                   info@pliprograms.org
                                                                           415-338-6883
· Plan relationship-building activity, refer to Activity Binder—Monthly Template for ideas
· Distribute flyers/passes to students
· Secure food donations or arrange for potluck (school monies, Safeway cards, donation letters—available in binder, etc.)



	Dates vary
	Mentoring 101 / 201
· Send reminders to mentors
· Submit substitute requests 


	Week 11-12

	Match Support
· Check-in with mentors and mentees to provide support, ideas, troubleshooting, and encouragement


	Weeks 11-12
	Submit all Pre-tests to ETR  *If not completed in Weeks 7-8


	Months 4-8

	November 18
January 20
February 17
March 17
April 21

3-4:30
	Mentor Program Coordinator Meetings	
· How to facilitate a mentor troubleshooting group
· Hands on training: How to incorporate art into monthly group event
· Program Assessment 


	
	Launch Service Learning
· Meet with Americorps Worker to develop service learning plan
· Introduce Americorps Worker to mentoring program participants

	Weeks 11-12
	Host Monthly Activities
· Set a date, location
· Plan relationship-building activity, refer to Activity Binder—Monthly Template for ideas
· Distribute flyers/passes to students
· Secure food donations or arrange for potluck (school monies, Safeway cards, donation letters—available in binder, etc.)



	Month 8

	Final weeks

	Prepare for end of year
· Prepare all matches transitioning to another school for termination
· Prepare all matches to maintain contact over summer


	
	Service Learning
· Implement service learning project and reflection

	End of April
	Deadline to submit receipts for program supply reimbursement


	Month 9

	Final weeks
	Complete Post-test survey with every student	
· Submit to ETR


	May 19
3-4:30
	Mentor Program Coordinator Meeting #9
· Program Planning


	Final weeks
	Host Monthly Activity
· Follow above format
· Include closure activity for graduating students
· Establish guidelines for mentors that they are responsible for maintaining contact during summer months
· Distribute Summer Planning Forms to Matches
· Mentors and mentees should make agreements about how to stay in contact (phone, email, postcards/letters, meetings, etc.)
· Appreciate all mentors 


	Month 10-12

	Summer months
	Check emails for Group Activity by Mentor Program
· Inform mentors before releasing for summer break




