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The key to implementing a quality mentoring program begins with the creation of clear rules and guidelines for program participants. We have put together this Program Design Process in order to help programs develop sound operational procedures as quickly as possible.    

.
The Five Step Development and Diagnosis Process is as follows: 

Step 1: Assessment of Program Needs,and  Resources: The assessment evaluates:

· Whether the targeted youth population can benefit from mentoring services.

·  Your organization’s ability to mobilize support in the areas of finances, trained staff and in getting others involved.  

	IMPORTANT NOTE: Programs lacking in resources and support should consider delaying the start of their program, or running the program on a reduced scale initially by developing a smaller "pilot" mentoring program.




Step 2: Team Approach for Program Design:  By designing your program by the "team approach”:

· The mentoring effort spreads beyond one person’s vision and capabilities.

· Team members can become allies who will support and endorse your program’s goals and objectives, and also find resources for the initiative. 

· Team members can provide valuable input as you develop program rules and guidelines. 

The makeup of each program’s design team varies, but as a starting point we provide the following makeup:

A) a program manager/coordinator  interacting with 

B) a technical advisor, who together work with

C) a design team made up of 3 to 5 individuals who have a vested interest in the program.  

The program manager works with the technical advisor to target essential tasks. And timelines, and they also meet periodically with the design team for their input. 

Step 3: Mentor Training Manual Development: The design team works to develop the Mentor Training Manual

· The Mentor Training Manual is the guide, the central document to the mentoring program.
·  This manual is the most comprehensive program document.

·  The manual will describe the program’s mission and goals, required commitments, and all the rules and guidelines that will steer the program.  

Step 4: Operations Manual Development  Also early on in the program design process, an operations manual should be developed.  Email Jerry at sherk@mentorms.com, for a free copy of the Operations Manual Template.

Step 5: Supplemental Documents Development: With the major elements of the mentoring program being defined in the mentor training manual, other documents will be created using this document as the primary resource.  Supplemental documents (and materials) include:

· The Mentee Training (or Orientation) Manual

·  Program brochures

· Recruiting pitches

· Program Forms
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