Teen Mentoring Checklist: Pre Match

	Mentor Process

	· 
	Application Package submitted to High School for distribution by September _______  

	· 
	Application Packages returned to BGCBigs staff by September ________ 
(no later than 2 weeks after provided to high school) 

	· 
	Training Sessions booked for October __________

	· 
	Interview Sessions booked for October __________

	· 
	Tentative Mentoring program start date of October _______________

	· 
	Teen Mentoring Application Package
(all information must be completed before application leaves the students possession. Teens with incomplete applications will be asked to keep their applications until they have secured all the required pieces). 

	· 
	· 
	Teen Mentor Application Form completed 

	· 
	· 
	Confidentiality waiver signed

	· 
	· 
	Parent Permission form signed 

	· 
	· 
	Parent Reference completed  

	· 
	· 
	Teacher Reference completed and signed  

	· 
	· 
	“Getting to know you” completed 

	· 
	· 
	Personal Reference Completed

	· 
	Returning Mentors: Attestations

	· 
	Review references: Is this Teen accepted into the mentoring program? (If Yes, please note on top of application form.  If no, please speak with your supervisor). 

	· 
	Submit application for Data Entry: cover sheet must be included (Entry into CRM within 5 days). 

	· 
	Training Completed: Completion form submitted for filing

	· 
	In CRM: Screenings 
“Training – Pre-Match” 
Outcome = successful
Completed on
             Completed by  

	· 
	In CRM: Screenings 
“Training – Online” 
Outcome = exempt
Outcome Details = under 18 teen partnered program, supervised at all times
Completed on
             Completed by  

	· 
	Interview Completed: electronic copy of interview included in notes section of activity. 

	· 
	In CRM: Screenings 
“Interview – Volunteer” 
Outcome = successful
Outcome Details = interviews are based on written submission by teen, as well as modified individual interview as per partnered program guidelines.
Completed on
             Completed by  

	· 
	In CRM: Screenings 
“Notice of Acceptance/Letter of Rejection” 
Outcome = successful  
Outcome Details = Verbal at Program
Completed on
             Completed by  

	· 
	In CRM: Screenings 
“Screening Outcome” 
Outcome = Accepted SB 
Completed on
             Completed by 

	· 
	In CRM: Volunteer Contact: Programs of Interest: In School Mentoring Teen
              "Status” = Ready to be Matched 

	· 
	In CRM: Volunteer Contact: Programs of Interest: In School Mentoring Teen
             “Alias” = District – Partner – Elementary
           Example = EDM – McNally – RJ Scott

	




	Mentee Process 

	· 
	Child Referral & Permission Form (can be submitted for data entry, include cover sheet – if you enter please ensure you look for duplicates). 

	· 
	Strong from the Start training session completed. Completion form submitted for filing

	· 
	In CRM: Client Contact: Screenings
“Training – Pre-Match” 
Outcome = successful
Outcome Details = Location where training was completed (site)
Completed on date
             Completed by 

	· 
	In CRM: Client Contact: Screenings
“Screening Review”  (only if all three screenings are complete)
              Outcome = Accepted SB
              Completed on 
              Completed by 

	· 
	In CRM: Client Contact: Programs of Interest: In School Mentoring Teen
              "Status” = Ready to be Matched 

	· 
	In CRM: Client Contact: Programs of Interest: In School Mentoring Teen
             “Alias” = District – Partner - Elementary

	




