MENTORSHIP IN THE COMMUNITY 

STUDENT HANDBOOK (DRAFT)
OVERVIEW:

Mentorship is an accelerated, individualized program for students who want to learn a new skill, develop an interest, or explore a career field under the supervision of a specialist in the community. Mentorship is a learning experience outside of the normal classroom, which, in some cases, may lead to a future career choice.  Mentorship is a course that provides challenge beyond the traditional high school curriculum.  A mentorship requires a commitment of a minimum of 60 hours with the mentor.  The student must fulfill all of the responsibilities of the mentorship as outlined in this handbook, including a final project/product appropriate to the mentorship.

A mentorship may begin at any time, and must be completed prior to graduation.  All Sitka High School students are eligible to participate in the mentorship program.  The student must exhibit maturity, responsibility, and the willingness to commit to the expectations of the mentor and SHS facilitator.

GOALS:


1) The student will increase knowledge of a skill, interest or career area.

2) The student will develop/expand the characteristics of an independent learner.

3) The student will learn and exhibit professionalism while working cooperatively with professional adults.

4) The student will develop and demonstrate effective communication skills essential to the work place.

5) The student will reflect upon and openly communicate his/her feelings and reactions to the mentorship experience.

6) The student will develop and practice skills in setting and attaining goals.

7) The student will demonstrate the ability to analyze, synthesize and evaluate the mentorship experience as a whole.

PROCESS:

1) The student requests an Application for Mentorship form (APPENDIX A) from the SHS facilitator.  The student and SHS facilitator review the form, and the student completes, and returns the form to the SHS facilitator.

2) The SHS facilitator makes the initial contact with the mentor, and solicits teacher references.  (APPENDIX B)

3) The student completes the Statement of Participation form (APPENDIX C), and returns it to the SHS facilitator with the required signatures.

4) The student prepares a resume.  (APPENDIX D)

5) The student completes an orientation with the SHS facilitator.  This orientation includes a review of the Mentorship in the Community Student Handbook, and preparatory information for a successful first meeting with the mentor.  (APPENDIX E)

6) The student receives a copy of the Mentorship in the Community Mentor Handbook from the SHS facilitator, and arranges the first meeting with the mentor.

7) The student and mentor complete the Mentor Agreement form (APPENDIX F).  The student returns the completed form to the SHS facilitator for his/her signature.

8) Throughout the mentorship the student must:

a) complete and record a minimum of 60 hours with the mentor  (APPENDIX G)

b) maintain regular (bi-weekly) communication with the SHS facilitator (emails, phone or in person)
c) complete a mid-point and final Self-Evaluation/Self-Reflection form (APPENDIX H & I)

d) complete a final project/product as outlined in this handbook

9) The student will prepare a written thank you to the mentor, and submit it to the SHS facilitator for mailing.

GUIDELINES FOR FINAL PROJECT/PRODUCT:

Each mentorship should provide unique, individualized opportunities for the participating students.  Therefore, it is important that each student participating in a mentorship be allowed the latitude to demonstrate his/her acquired knowledge and expertise gained through the mentorship through a variety of modes.  The final project/product of the mentorship should demonstrate the learned skill, knowledge and/or expertise acquired through the mentorship, and should communicate the student’s ability to analyze, synthesize and evaluate his/her experiences as they relate to both knowledge and skill of the profession, and understanding and significance of the working/learning environment.

The specific characteristics of the final project/product should be developed and agreed upon by the student, mentor and SHS facilitator early in the mentorship experience.  Such projects/products may include:

· Presentations (delivered to various professional organizations, classes, or other appropriate assembled groups)

· Comprehensive research documents

· Science Fair, History Day or other such projects

· Completed products pertinent to the profession, accompanied by a detailed evaluation of the product and the process involved in creating it

· A comprehensive journal and written summation of the experience

· Some other mutually acceptable project/product

The student must present a written description/explanation of the project/product to the SHS facilitator early in the mentorship (apx. 10 hours).  The description/explanation should be explicit in its definition of the project/product, and be agreed upon and signed by the student, mentor and SHS facilitator.  It will serve as a written learning contract for the mentorship.

GRADING:

At the end of the mentorship the student will receive a letter grade 

(A-F).  The grade will be based upon successful completion of all of the mentorship requirements (APPENDIX J), with major emphasis on the mentor evaluation (APPENDIX K), and the final project/product evaluation 

(APPENDIX L).
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SITKA HIGH SCHOOL

APPLICATION FOR MENTORSHIP

STUDENT NAME AND ADDRESS:  ___________________________________

PARENTS NAME:  _________________________________________________

HOME PHONE:  _________________
GRADE: ______   DATE: ___________

What areas would you like a mentorship? (List first and second choice)

Do you know a professional in this area you would like to work with? (If so, indicate name, place of employment, work phone and email address if available.)

What is the extent of your knowledge in these areas?  (Include any related course work or experiences.)

What goal do you hope to attain from this mentorship?  (What do you want to be able to “do” once the mentorship is completed?)

How do you anticipate this mentorship will be conducted?  (Provide a description of how you see this mentorship “playing out.”)

Why are you interested in this mentorship?

List any activities (sports, job, volunteer work, etc.) which might conflict with a mentorship.  (Please list all activities as well as the time they require.)

Please list 3 teachers who can attest to your sense of responsibility and commitment.

____________________    ____________________    ____________________

I understand that involvement in the mentorship program means:

1) The mentorship must be an extra class, in addition to a full time schedule.

2) Individual transportation must be provided to and from the mentorship site.

3) A minimum of 60 hours must be spent with the mentor.

4) Successful completion of the mentorship is also dependent upon meeting all other requirements including regular communication with the SHS facilitator and a final project/product.

5) The process of registration and application for the course does not guarantee mentorship placement.

6) The mentorship requires additional responsibility on the part of the student, and will vary with each mentorship.

7) The student must comply with mentor expectations/requirements, such as dress, confidentiality, and conduct.

____________________________________

_____________________
(student signature)






(date)

____________________________________

_____________________
(parent signature)






(date)

MENTORSHIP IN THE COMMUNITY:
TEACHER REFERENCE FORM

TEACHER NAME:  ________________________________________________

____________________________________ has registered for a mentorship in 

_______________________________________________________________.

Please rate the student on the continuum of each of the areas.



Excellent



Average



Poor

Sense of 
5

4

3

2

1

Responsibility
________________________________________________________________

Meeting

5

4

3

2

1

Deadlines
________________________________________________________________

Quality of
5

4

3

2

1

Work

________________________________________________________________

Attendance/
5

4

3

2

1

Tardiness
________________________________________________________________

Courtesy and 
5

4

3

2

1

Consideration 
________________________________________________________________

Cooperation w/
5

4

3

2

1


Students and


Teachers
________________________________________________________________

Do you feel this student will be successful with this mentorship?  Why?/Why Not?

COMMENTS:

Please return to Mr. Wayne by ____________________.  
Thank you!

SITKA HIGH SCHOOL

STATEMENT OF PARTICIPATION – MENTORSHIP IN THE COMMUNITY

Student Name:  ________________________________________________________________

I am participating in the Mentorship in the Community program.  My mentorship is with:

(name of mentor)
(place of mentorship/business)
(street address and zip code of mentorship)
(phone number and email address of mentor)
I understand that involvement in the mentorship program means:

1)
The mentorship must be an extra class, in addition to a full time schedule.

2) Individual transportation must be provided to and from the mentorship site.

3) A minimum of 60 hours must be spent with the mentor.

4) Successful completion of the mentorship is also dependent upon meeting all other requirements including regular communication with the SHS facilitator and a final project/product.

5) The process of registration and application for the course does not guarantee mentorship placement.

6) The mentorship requires additional responsibility on the part of the student, and will vary with each mentorship.

7) The student must comply with mentor expectations/requirements, such as dress, confidentiality, and conduct.

We are aware of _____________________________________’s participation in the Mentorship 



               (student’s name)

in the Community program and of the additional responsibilities he/she  has assumed (as outlined above).

_____________________________________________________

________________________________

(parent signature)






(date)

_____________________________________________________

________________________________

(student signature)






(date)

_____________________________________________________

________________________________

(SHS facilitator signature)





(date)

SAMPLE RESUME TEMPLATE

Student Name

Address

City, State, Zip

Phone/e-mail

OBJECTIVE:

EDUCATION:

EMPLOYMENT:

AWARDS/HONORS:

ACTIVITIES:

REFERENCES:

THE FOLLOWING INFORMATION WILL HELP YOU TO PREPARE FOR YOUR FIRST MEETING WITH THE MENTOR:
1) Be sure you have the details of the interview in place.  This includes not only time and location but also information regarding parking and security if they apply.
2) Plan what you intend to wear.  Dress in as professional a manner as your wardrobe allows, and be sure all items are clean and in good repair.
3) Arrive clean and well groomed.  First impressions are important.
4) Remember to take your resume, Mentor and Student Handbooks, appointment calendar, notebook, and portfolio if requested.
5) Allow sufficient time to cope with traffic, parking, and building orienteering.
6) If there is a secretary or receptionist, give him/her your full name and the purpose and time of your appointment.  Then wait quietly where indicated until you are given further directions.
7) Avoid distracting habits such as toe tapping or twisting hair.  Do not chew gum.
8) When introduced to the mentor, smile, share his/her hand, and make eye contact.  (Eye contact is essential to effective communication.)  
9) Carry a personal appointment calendar with school, work, and family commitments marked so that you can establish a schedule of meeting times.
10) Tell the mentor that you have brought your resume and handbooks and give the mentor time to look over the materials.
11) Be able to carry your part of the interview process.  Be prepared to discuss your interest in the field, the related course work you have taken, and any related activities in which you have participated.  Share your interest, enthusiasm, and desire for the mentorship experience.
12) Be prepared to write down details of the mentor’s expectations and any other information needed to begin the mentorship.  Don’t rely on memory.  The mentor may have a long initial discussion with you or give you a tour of the area.  Be receptive, courteous, and listen carefully.
13) Pick up on closure clues and try to establish a definite starting time for the mentorship.  Before leaving, express your appreciation for the time spent with you and indicate that you are looking forward to meeting again.
SITKA HIGH SCHOOL

MENTOR AGREEMENT

STUDENT: _________________________________
HOME PHONE: ___________________

PLACE OF MENTORSHIP WITH ADDRESS:  ________________________________________

MENTOR NAME AND PLACE OF BUSINESS:  _______________________________________

MENTOR WORK PHONE:  ____________________  EMAIL:  ___________________________

OUTCOMES/GOALS TO BE ACHIEVED:

ASSESSMENT OF OUTCOMES/GOALS: (How we will know that we have met our outcomes?)
WHAT SUB-GOALS MUST BE MET TO GAIN OR IMPROVE THE CAPACITY TO MEET THE DESIRED OUTCOMES?

EXPECTATIONS OF THE STUDENT:

EXPECTATIONS OF THE MENTOR:

EXPECTATIONS OF THE SHS FACILITATOR:

I agree that the above is an accurate description of the assignment and that I’ll do my best to live up to it. I agree to NOTIFY MY MENTOR IN ADVANCE if I must miss my assignment for any reason.

__________________________________________

_________________________
(student signature)






(date)
We have agreed to the above items.

___________________________________________

_________________________
(mentor signature)






(date)
___________________________________________

_________________________
(SHS facilitator signature)





(date)

MENTORSHIP LOG SHEET

STUDENT:  ______________________________________________________

MENTOR:  _______________________________________________________

DATES: ___________  to ______________  TODAY’S DATE: ______________

Date:


Hours:

Summary of Activities:

_____________
______________
________________________________

_____________
______________
________________________________

_____________
______________
________________________________

_____________
______________
________________________________

_____________
______________
________________________________

TOTAL HOURS TO DATE:  __________

COMMENTS, QUESTIONS, CHALLENGES:

____________________     ____________________    ____________________
(student signature)


   (mentor signature)

    (SHS facilitator signature)

MENTORSHIP IN THE COMMUNITY

STUDENT MID-POINT SELF-EVALUATION/SELF-REFLECTION

NAME: _________________________
MENTOR:  _______________________

MENTORSHIP SITE: _______________________________________________

DATE:  ____________
HOURS COMPLETED TO DATE:  _______________

For each of the areas below, put an X on the continuum to coincide with your mentorship experience.



Positive



Neutral



Negative

Relationship
5

4

3

2

1

with mentor
________________________________________________________________________________

Reinforcement
5

4

3

2

1

of possible career
________________________________________________________________________________



Always



Sometimes


Rarely

I am on time
5

4

3

2

1

for sessions
________________________________________________________________________________

I communicate
5

4

3

2

1

SHS facilitator

as arranged
________________________________________________________________________________

What I do is
5

4

3

2

1

interesting and

has variety
________________________________________________________________________________

My mentorship 
5

4

3

2

1

is challenging
________________________________________________________________________________

I’m given enough
5

4

3

2

1

training to fulfill

my responsibilities
________________________________________________________________________________

I do things myself
5

4

3

2

1

instead of just

observing

________________________________________________________________________________

I am learning things
5

4

3

2

1

that will help me in 

my future education

or career

________________________________________________________________________________



Always



Sometimes


Rarely

I am given clear
5

4

3

2

1

directions

________________________________________________________________________________

Adults at the site
5

4

3

2

1

take interest in me
________________________________________________________________________________

I have freedom to
5

4

3

2

1

develop and use


my own ideas
________________________________________________________________________________

My experience has
5

4

3

2

1

helped me apply

previous knowledge
________________________________________________________________________________

I think the site is
5

4

3

2

1

a safe place
________________________________________________________________________________

I get help when I
5

4

3

2

1

need it

________________________________________________________________________________

I feel I’m doing a
5

4

3

2

1

good job at this

time

________________________________________________________________________________

The SHS Facilitator
5

4

3

2

1

provided sufficient

information
________________________________________________________________________________

The SHS Facilitator
5

4

3

2

1

provided sufficient

guidance

________________________________________________________________________________

The SHS Facilitator
5

4

3

2

1

is approachable
________________________________________________________________________________

Comments to the SHS facilitator:

My overall rating of my placement a this point is:

Excellent: ________     Good: ________     Fair: ________     Poor: ____
MENTORSHIP IN THE COMMUNITY

STUDENT FINAL SELF-EVALUATION/SELF-REFLECTION

STUDENT: 
___________________________
DATE: _______________

MENTOR:
___________________________
SITE:  _______________


For each of the qualities below, put an X on the continuum to coincide with your estimate of your performance.  An “N” indicates you had no opportunity to demonstrate that quality.



Superior

Above Average
Average

Below Average
Poor                     N

Attendance
5

4

3

2

1





Always



Attended



________________________________________________________________________________

Action on

5

4

3

2

1
             N

Absences

Always notified



in advance



________________________________________________________________________________

Communication
5

4

3

2

1
            N

with SHS facili-
Met all scheduled

tator

commitments



________________________________________________________________________________

I completed the
5

4

3

2

1                           N

final project/
Entirely

product

________________________________________________________________________________

Perseverance
5

4

3

2

1                           N

in difficult tasks
Diligent



________________________________________________________________________________

Worked well with
5

4

3

2

1
            N

staff & mentor
Cooperative



________________________________________________________________________________

Readily sought
5

4

3

2

1                          N

or accepted help
Willingly



________________________________________________________________________________

Communication
5

4

3

2

1                         N

with staff & mentor



(speak & listen)
Effective



________________________________________________________________________________



Superior

Above Average
Average

Below Average
Poor

Problem-solving
5

4

3

2

1                          N



Recognized problems



& possible solutions



________________________________________________________________________________

Self-Motivation
5

4

3

2

1                          N



Worked well



independently



________________________________________________________________________________

Challenge
5

4

3

2

1                          N



Sought out



challenges



________________________________________________________________________________

Curiosity

5

4

3

2

1                          N



Inquired, observed



questioned



________________________________________________________________________________

Performance
5

4

3

2

1
            N



Went beyond



expectations



________________________________________________________________________________

The SHS Facilitator
5

4

3

2

1
             N

provided sufficient

information
________________________________________________________________________________

The SHS Facilitator
5

4

3

2

1
             N

provided sufficient

guidance

________________________________________________________________________________

The SHS Facilitator 
5

4

3

2

1
             N

is approachable
________________________________________________________________________________

My overall rating of my performance:

EXCELLENT: ________     GOOD: ________     FAIR: ________     POOR: ________

What letter grade do you feel you earned on your final project/product?  (Justify your answer.)

What letter grade do you feel you earned for the entire mentorship?  (Justify your answer.)

SITKA HIGH SCHOOL

STUDENT MENTORSHIP ASSESSMENT

STUDENT NAME:  ______________________ GRADE: ______  YEAR: ______

LOCATION : _____________________
FIELD OF STUDY: ________________








POINTS

POINTS

TASK/DOCUMENT




POSSIBLE

EARNED
Application





10


________

Statement of Participation




10


________

Orientation





10


________

Resume






10


________

Mentor Agreement





20


________

Journal






40


________

Log Sheets (60 hrs.)




40


________

Communication with SHS facilitator



40


________

Mid-Point Self-Evaluation




10


________

Final Project/Product




40


________

Thank You to Mentor




20


________

Mentor Evaluation





40


________

Final Self-Evaluation




10


________

TOTAL:
________

92%  - 100%
(276 – 300 points)
A

84%  -   91%
(252 – 275 points)
B

76%  -   83%
(228-251 points)
C


GRADE EARNED: ________

______________________________________

________________________________

(SHS facilitator signature)




(student signature)

MENTOR EVALUATION FORM

Student: _________________________________
Date: ________________

Mentor: __________________________________
Site: _________________

For each of the qualities below, put an X on the continuum to coincide with your estimate of the student’s performance.  An “N” indicates you had no opportunity to observe the student on that quality.



Superior

Above Average
Average

Below Average
Poor
           N

Productivity
5

4

3

2

1



Perseveres in 


Works well as job


Quits at



all tasks



interests him/her


first obstacle



________________________________________________________________________________

Cooperation
5

4

3

2

1                          N



Works well with


Works satisfactorily


Uncooperative



others & mentor


with others and mentor



________________________________________________________________________________

Willingness to 
5

4

3

2

1                           N

Learn & Improve
Readily seeks and


Accepts help some-


Ignores or is overly



accepts help


what grudgingly


dependent on help



________________________________________________________________________________

Communication
5

4

3

2

1                           N

Skills

Outstanding listen-


Listens & speaks 


Unable or unwilling




ing & speaking


satisfactorily


to communicate



________________________________________________________________________________

Problem-

5

4

3

2

1                           N

Solving

Imaginative &


Satisfactory


Confused or



Resourceful






misguided



________________________________________________________________________________

Self-Motivation
5

4

3

2

1                           N



Sees work and


Needs some


Needs constant



does it



direction



supervision



________________________________________________________________________________

Challenge
5

4

3

2

1                           N



Seeks out difficult,


Prefers safer, less


Unable or unwilling



challenging tasks


threatening tasks


to do difficult tasks



________________________________________________________________________________

Understanding
5

4

3

2

1                           N

People

Clear insights


Some awareness


Indifferent or



into others






unaware



________________________________________________________________________________

Self-Understanding
5

4

3

2

1                           N


Has accurate sense


Accurate in some


Exaggerates or 



of own abilities


areas



underestimates self


________________________________________________________________________________

Curiosity

5

4

3

2

1                           N



Finds things interesting

Interested in things


Shows no interest



to do, look at or ask about

pointed out to him/her

in people or tasks



________________________________________________________________________________

Performance
5

4

3

2

1                           N



Goes beyond


Does a good job


Does less than is



Expectations


on assigned tasks


asked or expected



________________________________________________________________________________

Attendance
5

4

3

2

1
            N



Always



Most often


Seldom



________________________________________________________________________________

Action on

5

4

3

2

1                          N

Absences

Notifies in



Notifies after


Fails to


advance



the fact



notify



________________________________________________________________________________

My overall opinion of the work done by this student is:

EXCELLENT:  _____     VERY GOOD: _____     SATISFACTORY: _____     POOR: _____    UNSATISFACTORY: _____
I would be willing to participate in the Mentorship in the Community program again.  YES: ________     NO: ________
What suggestions do you have for improving this program?

____________________________________________
________________
(mentor signature)







(date)
Please return to _______________________ at Sitka High school by _____________
MENTORSHIP IN THE COMMUNITY

ASSESSMENT FOR FINAL PROJECT/PRODUCT

STUDENT NAME: _________________________________________________

MENTOR: _______________________  FIELD OF STUDY: ________________

DESCRIPTION OF PROJECT/PRODUCT: ______________________________







POINTS


POINTS

CRITERIA




POSSIBLE


EARNED
Communication
of

facts and information



20



________

Depth of ideas and



Information




20



________

Use of terms, symbols

and concepts related

to the area of study



15



________

Logic and flow of information

and ideas presented



10



________

Overall appearance/presentation

of final project/product



10



________









TOTAL:

________

PAGE  
2

