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Peer Mentoring Project – Toolkit


12. Guide to using the forms/templates

Relationship set up – checklist

1. Project worker to guide mentor and mentee through the Client confidentiality consent form, to ensure a shared understanding how and who information about the mentee will be shared with.
2. Pre evaluation form to be completed at the first or second meeting, the project worker usually supports the mentee in completing this. 
3. Needs analysis form is a useful tool to identify the young persons needs and can work as a checklist when setting and reviewing the goals.
4. Project worker to clarify the boundaries of the project with both mentor and mentee and ensure both understand and have a copy of the Do’s and Don’ts of the project, these are available in the key languages on the Peer Mentoring toolkit section of our website. 
The table below intends to guide you through the variety of forms and templates we have devised. Firstly, we will look at the forms used to establish and monitor the relationships, secondly the forms used for the mentor recruitment process and lastly how we have monitored and recorded the work of the project

	Templates/forms used to establish and monitor the relationships (all available on our website)


	Translated 

copy
	Project  

Staff 
	Mentor
	        Mentee
	Time 

spent
	Description



	1.Referral form
	
	
	
	 
	15 min
	The referral form is completed by anyone who is referring a client to the project. For example: Refugee Action case workers, external agencies and young people themselves. The mentee is required to sign the form, to agree to the referral, this does not mean they have agreed to take part in mentoring, just to find out more.



	2. Confidentiality form
	· 
	· 
	· 
	· 
	15 min
	The confidentiality form is to be read, understood and signed by everyone at the first meeting.

It is translated in all the main languages for the mentees to understand.



	3. Pre evaluation form
	· 
	· 
	
	· 
	15 min
	The pre evaluation form is to be completed by the mentee guided by the project worker at the first or second meeting. This is used to assess what the young person can do at the beginning of the project. 



	4. Needs analysis form
	· 
	· 
	· 
	· 
	15 min
	The ‘Needs analysis’ form is completed by the mentee helped by the project worker or mentor during the first or second meeting.  The mentor and mentee can refer back to this from when setting and reviewing goals throughout the relationship. 

	5. Do’s and Don’ts of the project
	· 
	· 
	· 
	· 
	15 min
	Mentors are given a copy of this during the mentor training. It is also explained to the mentee, with the mentor present, at the set up meeting by the project worker. 

	6.Contact forms
	
	
	· 
	· 
	5 min
	The contact form is completed by the mentor and signed by both mentee and mentor at the end of each meeting. We provide mentors with carbon paper so that the mentee can keep a copy and reflect on their personal progress. 

	7.Supervision forms
	
	· 
	· 
	
	1 hour
	The supervision form is completed by the project worker during supervision with the mentor and signed by both. The form guides the project worker through the supervision session. 

	8. Post evaluation 
	· 
	· 
	
	· 
	5 min
	It is completed at the end of the mentoring relationship by the mentee, by asking the same questions at the end we can measure progress for individuals.



	9. Client Evaluation form
	· 
	
	
	· 
	15 mins
	This gives the mentee the opportunity to reflect on the project as a whole, not just their relationship. It is also anonymous. 




	Templates /Forms used to monitor mentor recruitment


	Translated 

copy
	Project  

Staff 
	Mentor
	        Mentee
	Time 

spent
	Description



	10.Volunteer application form


	
	
	· 
	
	
	It is completed by the mentor applying to work as a volunteer.

	11.Volunteer availability form
	
	
	· 
	
	5min
	It is completed by the mentor to let us know their availability, very useful when arranging meetings and events. 



	12. Initial interview form.
	
	· 
	· 
	
	30min
	Project staff conduct the initial interview with the potential mentor to talk about the aims and objectives of the project and see if is the type of voluntary  work he/she is looking for and assess what kind of extra training the volunteer may need and recognise the qualities what they have to offer to the project.



	13. Mentor recruitment check list
	
	· 
	· 
	
	ongoing
	This is completed to track the mentors’ progress through the recruitment process.

	14.Mentor contact details form
	
	· 
	
	
	5min
	It is completed by the PMP team and kept in the mentor’s file to be able to contact the mentor



	15. Reference request letter
	
	· 
	
	
	5min
	The project has to receive 2 satisfactory  references letters to allow the mentor to start his mentoring relationship 

	16.Volunteer role outline
	
	
	· 
	
	5min
	The volunteer role outlined is given to the mentor after the mentor training to outline the job description and responsibilities

	17.Mentor final interview form
	
	· 
	· 
	
	45 min
	Project staff conduct the final interview with the potential mentor after the mentor training and review all the aims and objectives of the project, and check if the potential mentor is still interested in the project and assess if they have the required skills and qualities to be a mentor. Also to identify any concerns or difficulties or see if they may need any extra training and recognise the qualities what they have to offer to the project.



	18.Volunteer agreement
	
	· 
	· 
	
	5min
	It is signed by the project staff and the volunteer, the volunteer keeps a copy and a copy is kept on file.



	19.Weekly monitoring sheet
	
	· 
	
	
	 1 hour per week

ongoing
	The weekly monitoring sheet is completed by the whole PMP team regularly and they record any work done by the staff and mentors.
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