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POLICY

Mentors are provided for newly employed staff during the first year at Head Start for ongoing support and training.

PROCEDURE
An employee is assigned a mentor who has volunteered and been approved by the assigned supervisor.

Mentor Qualifications:


· Mentors will mentor peers that hold the same job position. 

· Mentors demonstrate ability to perform or exceed job duties.

· Mentors volunteer and are approved by their supervisors.

· Mentors have worked a minimum of one year in the program.

· Mentors demonstrate good communication and team building skills.

Duties of Mentor:

· Meet regularly with the new employee as follows:  Upon hire, twice per month for the first three months, and monthly thereafter during the school year. 

· Provide guidance in finding program information and performing basic duties of the position. 

· Assist in organization of tasks to meet deadlines. 

· Share knowledge of program, community, and website resources. 

· Assist during the first family enrollment and family partnership meeting (for Teacher and Family Resource Coordinator mentors).

This policy complies with Head Start performance Standard  1304.52 (k) in the Human Resources Management  § 1304.52 Human resources management.

