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North Northumberland Women’s Network

At the Crossroads - Moving On Up Programme 

Mentoring Procedures

Cluster co-ordinator interview

When an individual makes contact with NNWN, the appropriate cluster co-ordinator will interview her and complete the Initial Assessment form.  The cluster co-ordinator should discuss the limits of confidentiality with the individual and agree with them what information can be written on the Initial Assessment form.  The cluster co-ordinator will then discuss at the next MOU meeting whether a learner can be accepted onto the MOU programme.  The cluster coordinator sends a copy of the Individual Assessment form to Julia Lyford and, if a mentor is to be allocated, to the mentor who will be working with the learner. 
Mentor’s initial interview

The mentor should receive a copy of the Initial Assessment form from the cluster co-ordinator signifying that they have been allocated to a learner.
The mentor should arrange an appointment with the learner at a suitable venue.   Please bear in mind the standards discussed in the Health and Safety Policy.

The mentor should use the document Checklist of areas to cover in first mentoring session as an agenda for the first meeting.  
When discussing the boundaries and learning contract, the mentor should show the learner the Learners Charter and check that they are happy to abide by it.

The mentor should discuss the Learning Contract and ask the learner to sign it.

If the learner has signed up for the Progression Award, she may have completed, or partially completed, an Individual Learning Plan. The mentor should review this plan with the learner and check that it is complete. 
If the learner has not completed the Individual Learning Plan, the mentor should ask the learner to take the Individual Learning Plan away and attempt to complete it between sessions.

Some aspects to discuss about the Individual Learning Plan are:
· Personal goals – These should identify what they want to achieve while they are on the programme.

· Learning goals – These should identify any training they know they would like to undertake.

Please note that some learners may need more guidance on completing the Individual Learning Plan.  If so, consider asking them to complete the Wheel of Life and/or a dream picture.
The mentor should ask the learner to complete the Mountain Evaluation; we will use this in the evaluation at the end of the programme.  The mentor should keep a copy of this in their own file.

If the learner has been referred to the mentor because they are undertaking NNWN training, such as the Mentor Training or the Progression Qualification, a Learner Information and ESF short record ILR form should already have been completed by the learner.  The mentor should check this with the cluster co-ordinator. 

If the learner has not completed this paperwork, the mentor must ensure that they do so at the first mentoring session.  (Please note that the learner only needs to fill in their name, the date and their signature on the ESF short record ILR form as the remaining details on this form will be completed by the administrators when they input the forms).  Staple the ESF short record ILR form to the Learner Information form and send it to your cluster coordinator.
The mentor should explain that the Complaints/Appeals Procedure Report Form is to be used in the event of the learner having a complaint.  (See later for details on how to complete this form).
If there are aspects of the interview on which you need to seek advice from other mentors, confirm with the learner that it is acceptable to do this.

Fill in the Mentoring Session Record Sheet.  Please bear learner confidentiality in mind when you complete this.  Ask the learner to sign the form.

The cluster coordinator for the Alnwick group is Andrea Perrett.

The cluster coordinator for the Berwick group is Elizabeth Richardson

The cluster coordinator for the Wooler group is Pam Miller.

Subsequent Interviews

During each meeting you will probably agree actions that the learner, and possibly you, will undertake.  You could start the meeting reviewing these actions.

The rest of the meeting will be geared towards moving the learner to progress their Individual Learning Plan and helping them resolve obstacles that get in their way.
If the learner seems to be taking actions that have nothing to do with the Individual Learning Plan, check out with them if the Individual Learning Plan needs changing.

At the end of the meeting if there are aspects of the interview on which you need to seek advice from other mentors, confirm with the learner that it is acceptable to do this.

Fill in the Mentoring Session Record Sheet.  Please bear learner confidentiality in mind when you complete this.  Ask the learner to sign the form.

If you haven’t already done so, send a copy of the Learner Contract and Individual Learning Plan to the cluster coordinator.

After the third interview

Contact your cluster coordinator to provide feedback on how the mentoring is going.  The cluster coordinator will telephone the learner and check that they are comfortable with the mentor relationship.

Completion Interview

When the learner has completed their Individual Learning Plan (or at the end of the programme) you will need to undertake a Completion Interview.

The agenda for this interview:

· Review actions from last meeting

· What’s next? 

· Ask them to complete Mountain Evaluation and compare it against the original they completed in the first session.

· What went well during the programme?

· What could have gone better?

· What feedback can they give you about the support you’ve given, both positive and critical?

· Complete the Learning Outcomes form with them.

Fill in the Mentoring Session Record Sheet.  Please bear learner confidentiality in mind when you complete this.  Ask the learner to sign the form.

Send a copy of the Learning Outcomes form to your cluster coordinator.
Learner Funding

If either you or the learner identifies that the learner needs funding for training, other support services, child care or transport please complete the Request for Learning Support  or Request for Specialist Support BEFORE THE LEARNER COMMITS TO THE EXPENSE.  Send this form to your cluster coordinator.  She will discuss your request with Julia and will confirm whether the money is available for the learner to proceed.

Assuming Julia agrees the expense, the learner then claims the expense by completing the Learners’ Expenses Form.  Please send this with copies of any receipts and certification directly to your Locality Coordinator.

Mentor Expenses

Please send requests for payment after you have had three sessions with the learner.  The requests for payment must be sent to your Locality Coordinator on the Mentor Expenses Form please enclose a copy of the Mentoring Session Record Sheets.  Please note that you will not be paid unless you supply all the paperwork.
As you are going through the mentoring you may identify material that will provide evidence of the outcomes, please send this material to your Locality Coordinator as you come across it.

Mentor Meetings

On the last Tuesday of each month between 5.00pm and 7.00pm there will be an Alnwick cluster Mentor Meeting.  Please bring along any issues or concerns that you want to discuss.

Complaints/Appeals Procedure

If the learner has a complaint about the programme, in the first instance you should attempt to resolve that complaint.

If you are unable to resolve the complaint or if the complaint is about you, ask the learner to complete all aspects of the Complaints/Appeals Procedure Report Form and send to your cluster coordinator.
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