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SECTION 1. ORGANIZATIONAL BACKGROUND
Organizational Information: EMPOWER VI Mentoring Program
Program History
EMPOWERing Youth with Visual Impairment (“EMPOWER”) is a project funded by the Office of Special Education Programs (OSEP). The goal of EMPOWER is to equip transition-aged students with visual impairment living in rural communities, their families, and the transition professionals who serve them with virtual supports to improve postsecondary education and employment outcomes. The EMPOWER mentoring program was developed with these goals in mind. The virtual format of the mentorship programs allows for easier connections with our rural community members. With guidance and support from EMPOWER staff, Mentors with visual impairments can draw upon their experiences and expertise to encourage Mentees with visual impairments to successfully navigate their postsecondary goals. 
Vision Statement
Mentoring by adults with visual impairment can provide a supportive bridge for transition-aged youth with visual impairment, helping them build confidence, skills, and a path toward a successful future. Benefits from mentoring include shared understanding, role modeling, career guidance, networking, and support in building self-advocacy skills. Through this program, Mentors and Mentees will partner to develop Mentee-driven goals. With support and guidance from their Mentor, the Mentee will take steps to progress toward reaching their goals.


Organizational Structure: EMPOWER VI PROGRAM STAFF
 
Organizational Chart
Updated April 2026
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Organizational Documents: EMPOWER VI MENTORING PROGRAM
Education Consultant - Mentoring Job Description
The purpose of mentorship is to support student-driven goals related to post-secondary plans and/or community engagement. A successful mentoring partnership will result in progress toward a mentee’s post-secondary goals and an increase in self-efficacy. 
With support from the Principal Investigator and Project Director, Katrina Dubree, (“the Education Consultant”) oversees the development and implementation of the youth mentoring program, which matches adult Mentors with visual barriers with youth with visual barriers in a one-to-one relationship. The Education Consultant ensures program quality and performance related to recruiting, screening, matching, monitoring, and closing the relationship with the Mentor and Mentee, and communicates with the Mentor, Parent/Guardian, and Mentee throughout the relationship.  
Reporting to the Principal Investigator, the Education Consultant is responsible for overseeing all aspects of the mentoring program, and will carry out the responsibilities of the position as defined below: 
Duties: 
· Create and oversee implementation of an ongoing mentor recruitment plan, development and distribution of program marketing materials, presentations to targeted organizations, and ensuring a presence at key community events, etc. 
· Perform and oversee participant screening, training, matching, support and supervision, recognition, and closure activities 
· Build a strong working relationship with our EMPOWER VI Adult Advisory Board 
· Oversee inquiry and orientation process  
· Complete other duties and activities as needed  
 


 

SECTION 2. PROGRAM POLICIES
What is included in this section: 
· Recruitment Policy
· Inquiry Policy 
· Eligibility Policy 
· Screening Policy 
· Training Policy
· Communication Policy 
· Matching Policy  
· Match Support and Supervision Policy 
· Record-Keeping Policy 
· Confidentiality Policy
· Privacy Policy 
· Mandatory Reporting of Child Abuse and Neglect Policy 
· Use of Alcohol, Drugs, Tobacco, and Firearms Policy 
· Unacceptable Behavior Policy 
· Closure Policy 
· Evaluation Policy 
 

Recruitment Policy
It is the policy of the EMPOWER VI Mentoring Program that there be ongoing recruitment activities for new Mentors and Mentees. As such, an Annual Recruitment Plan will be developed and will include recruitment goals, strategies to achieve those goals, an annual timeline, and budgetary implications. This plan will be kept current with any ongoing adjustments. The Education Consultant assumes lead responsibility for the recruitment of new Mentors and Mentees. Other mentoring program staff, the Program Director, and Advisory Board members will support the Education Consultant in these activities as required. 

Inquiry Policy
It is the policy of the EMPOWER VI Mentoring Program that all inquiries regarding participation in the mentoring program are responded to within two business days.  
 
Excellent public relations and customer service must be provided to all potential program participants at all times, from first contact throughout the screening process and beyond, regardless of the final screening outcome. All program staff handling calls from prospective mentors must be patient, courteous, and respectful in all interactions. 
 
Confidentiality for all potential participants will be upheld from this initial point of contact forward. 

Eligibility Policy
It is the policy of the EMPOWER VI Mentoring Program that each participant must meet the defined eligibility criteria. Mentoring staff should be knowledgeable of and understand all eligibility criteria required for Mentor and Mentee participation in the program.  
Extenuating circumstances may be reviewed at the discretion of the Education Consultant and acceptance may then be allowed with the written approval of the Principal Investigator when all eligibility requirements are not clearly met. These instances are expected to be rare.
Mentor Participation Requirements: 
· Have access to stable internet connection for program communication (participants will be asked to use Microsoft Teams for communication).
· Be an adult (over the age of 18) who is blind or visually impaired. 
· Be currently employed or attending college or a technical school and/or
· Have graduated or exited high school within the last 15 years or have recent college or job onboarding experience within the last 5 years. 
· Willing to complete a criminal background check. This is to ensure the safety and well-being of all program participants.
· Able to commit to participate in the Empower VI Mentoring Program for at least one school year (about 9 months from September to May).
· Able to attend an initial orientation (60 minutes in August).
· Attend required training, including Protection of Minors 101 training (3 hours).
· Must spend at least one hour of contact via bi-monthly meetings with Mentee in a virtual Mentoring Session (bi-monthly meetings must be at least 30 minutes).
· Must not be a user of illicit drugs.
· Must not use alcohol or controlled substances in an excessive or inappropriate manner.
· Must not have falsified information during the screening process.
Mentee Participation Requirements: 
· Have access to stable internet connection for program communication (participants will be asked to use Microsoft Teams for communication).
· Be enrolled as a junior or senior in a high school or transition program.
· Receive special education services under the category of visual impairment.
· Live in a U.S. state.
· Must complete Mentee application (with parent/guardian approval). 
· Complete interview with EMPOWER VI staff (with parent/guardian present if under the age of 18). 
· Review Empower VI Mentorship Program Policies and Procedures manual. 
· Complete Mentee agreement (with parent/guardian approval). 
· Able to commit to participating in the Empower VI Mentoring Program for at least one school year (about 9 months from September to May). 
· Able to attend an initial 60-minute orientation (in August). 
· Able to participate in required training (1 hour) and review resources. 
· Able to participate in one hour of contact via bi-monthly meetings with Mentor in a virtual Mentoring Session (bi-monthly meetings must be at least 30 minutes).
· Must complete session feedback forms that explain goal progress and/or any concerns they have.   
· Must participate in learning activities both on their own and with their Mentor. 
· Must communicate with Mentor if they have questions or concerns about their goals. 

Screening Policy
It is the policy of the EMPOWER VI Program that each Mentor and Mentee applicant completes a screening procedure. 
At a minimum, the following screening procedures are required for Mentor and Mentee applicants. Program staff must ensure that each applicant completes these established minimum screening procedures: 
Mentor Screening Requirements 
· Complete a Mentor application.
· Complete an interview with EMPOWER VI staff.
· Provide two professional references.
· Participate in a criminal history background check screening.
· Review Empower VI Mentorship Program Policies and Procedures manual.
· Complete Mentor agreement.
· Participate in required training.
Mentee Screening Requirements 
· Mentee application must be completed.
· Mentee interview must be completed.
· Parent or Guardian must complete the Vanderbilt University Participation Agreement for Adults/Minors Under 18 Years of Age form if the Mentee is under the age of 18.  
· Complete the Mentee Agreement Form with Parent/Guardian signature if the Mentee is under the age of 18.
· Review the Empower VI Mentorship Program Policies and Procedures manual.
· Participate in required training.
The decision to accept an applicant into the program will be based upon a final assessment done by program staff at the completion of the Mentor or Mentee screening procedure. The Education Consultant has final approval for an applicant’s acceptance into the program. No reason will be provided to Mentor or Mentee applicants rejected from participation in the program.   
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All Mentors and Mentees are expected to meet the eligibility criteria. However, extenuating circumstances may be reviewed at the discretion of the Principal Investigator and acceptance may then be allowed with written approval when all eligibility requirements are not clearly met. These instances are expected to be rare. Documentation of the screening process must be maintained for each applicant and placed in confidential files.


Training Policy
It is the policy of the EMPOWER VI Program that all Mentors, Mentees, and Parents/Guardians attend a 60-minute orientation prior to the start of mentoring sessions. In preparation for the orientation session and mentoring sessions, Mentors must participate in three hours of training. Mentees must participate in one hour of training. Parents/Guardians must participate in a one hour of training. The agendas must cover basic program guidelines, safety issues (including mandatory reporting and protection of minors), and communication/relationship-building skills.
It is the responsibility of the Program Director and Education Consultant to plan, develop, and deliver all training sessions with assistance from other staff, board members, and volunteers. Evaluation forms will be collected from each training session to evaluate/improve the content of the training and trainer performance. 

Communication Policy
Vanderbilt University is dedicated to the welfare and safety of Minors who participate in Vanderbilt’s Programs. It is the policy of the EMPOWER VI program that all one-on-one communication between Mentors and Mentees occur within the Vanderbilt University Microsoft Teams platform, with EMPOWER VI Mentoring staff supervision within the parameters outlined in the Communication Procedure.  
EMPOWER VI Mentoring staff will create the Teams chat platforms for Mentors, Mentees, and the Parents/Guardians of Mentees (who completed the Vanderbilt University Participation Agreement for Adults/Minors Under 18 Years of Age form). Staff will request an email address from each participant to add them to Microsoft Teams. This email address may be visible to other Program participants. Mentors will have the option of having a Vanderbilt University email address following successful on-boarding. Mentors, Mentees, and Parents/Guardians are not authorized to create chat groups with other participants in the EMPOWER VI Mentoring program (this includes creating direct one-on-one chats with other program participants).  
In compliance with guidance from Vanderbilt’s Protection of Minors Liaisons, an EMPOWER VI Mentoring staff member must be included in all Teams chats. To ensure the safety of all participants, Mentors and Mentees are not authorized to communicate outside of the designated Teams chat groups. Parents/Guardians and Mentors are not authorized to communicate outside of the designated Teams chat groups. Unauthorized forms of communication outside of authorized Teams platforms between Mentors and Mentees and/or Parents/Guardians and Mentors include (but are not limited to) communication via in-person, social media, email, and telephone. 
 The Teams chat groups will be used for:  
· Documenting the date and time of scheduled Mentoring sessions,  
· Accessing the video or call functions within the chat to initiate the pre-scheduled Mentoring session (Mentors and Mentees only),  
· Notifying members within the chat if someone is running late or needs to reschedule a Mentoring session,  
· EMPOWER VI staff to share program materials and resources with Mentees, Mentors, and Parents/Guardians.
· Communication between all participants, including mid-month check-ins.
Mentors, Mentees, and Parents/Guardians are authorized and encouraged to directly communicate with EMPOWER VI staff via phone and email if there are ever questions or concerns. Reasonable accommodations will be provided as is required by the Americans with Disabilities Act (ADA). Please contact an EMPOWER VI Mentoring staff to request accommodations.

Matching Policy
It is the policy of the EMOWER VI Mentoring Program that the Education Consultant or support staff will follow the guidelines outlined in the matching procedure before creating a Mentor/Mentee match. The Education Consultant or support staff should use the factors outlined in the matching procedure to determine the suitability of a Mentor/Mentee match.  
The Program staff will determine the suitability based on the following criteria: 
· Preferences of the Mentor, Mentee, and/or Parent/Guardian 
· Common interests 
· Similar personalities
· Similar vision barriers and similar use of assistive technology

Match Support and Supervision Policy
It is the policy of the EMPOWER VI Mentoring Program that mentoring staff will make monthly contact with all parties to each match including the Mentor, Mentee, and Parent/Guardian. Staff must gather information for that month including the dates and times spent participating in mentoring activities and a description of those activities and assess the success of the match from all party’s perspectives. In the case of match difficulties, discord, or concerns, appropriate discussion and intervention must be undertaken to improve or rectify problem areas.

Record-Keeping Policy
It is the policy of the EMPOWER VI Mentoring Program that each step of the mentoring application and match process be documented by creating a case file for each potential Mentor and Mentee. All forms for managing Mentor and Mentee case files are included in the procedures section of this manual.  
All records are to be kept confidential. All records and data will be stored securely on Vanderbilt platforms. The Principal Investigator will meet regularly with Empower VI staff to track program activities and monitor adherence to all program procedures. All efforts will be used to maintain participant confidentiality and privacy during this program. All participant records will be digital and stored securely. Only the Empower VI team will have access to all program information we collect. 
Archival records or records of past applicants and participants will be maintained and kept confidential for five years after the close of their participation in the program. After five years, the records will be shredded and discarded with approval from the Principal Investigator and destroyed only by approved individuals.  
The Education Consultant must keep records of all program activities, utilizing approved forms, like the Mentoring Session Feedback forms. All files should be regularly maintained and updated within an electronic database

Confidentiality Policy
It is the policy of the EMPOWER VI Mentoring Program to protect the confidentiality of its participants and their families. With the exception of the limitations listed below, program staff will only share information about Mentors, Mentees, and their families with other EMPOWER VI professional staff. Further, all prospective Mentors, Mentees, and Parents/Guardians should be informed of the scope and limitations of confidentiality by program staff. Finally, Mentors must keep information about their Mentee and his/her family confidential.  
In order for EMPOWER VI to provide a responsible and professional service to participants, it is necessary to ask Mentors, Mentees, Parents/Guardians, and other outside sources to divulge extensive personal information about the prospective participants and their families, including: 
· Information gained from Mentors and Mentees, written or otherwise, about themselves and/or their families, in application to and during program participation 
· Participants’ names and images gained from participants themselves, program meetings, training sessions, and other events 
· Information gained about participants from outside sources including confidential references, school staff, employers  
Records are, therefore, considered the property of Vanderbilt University, not the EMPOWER VI Mentoring Program staff, and are not available for review by Mentors, Mentees, or Parents/Guardians.  
Limits of Confidentiality 
Information from Mentor and Mentee records may be shared with individuals or organizations as specified below under the following conditions:  
Identifying information (including names, photographs, videos, etc.) of program participants may be used in EMPOWER VI Mentoring Program publications or promotional materials only with written consent of the Mentor, Mentee, and/or Parent/Guardian.
· Information may only be provided to law enforcement officials or the courts pursuant to a valid and enforceable subpoena.  
· Information may be provided to legal counsel in the event of litigation or potential litigation involving Vanderbilt University. Such information is considered privileged information, and its confidentiality is protected by law.  
· Program staff and volunteers are mandatory reporters and as such must disclose information indicating that a Mentor or Mentee intends to harm him/herself or others.  
· If program staff members receive information at any point in the match process that a volunteer is using illegal substances, there is a criminal history of any kind, or is inappropriately using alcohol or other controlled substances, the volunteer will be ineligible for participation in the EMPOWER VI Mentoring Program.  
· At the time a Mentor or Mentee is considered as a match candidate, information is shared between the prospective match parties. The information to be shared may include:  
· Mentors: age, sex, preferred pronouns, interests, employment, living situation, reasons for applying to the program, and a summary of why the individual was chosen for the particular match. 
· Mentees: age, sex, email, emergency contact information, preferred pronouns, interests, family situation, why the individual was chosen for the particular match, and expectations for match participation. 
Safekeeping of Confidential Records 
The Principal Investigator (PI) is considered the custodian of confidential records. It is her responsibility to supervise the management of confidential information to ensure safekeeping, accuracy, accountability, and compliance with policies.  
Requesting Confidential Information from Other Agencies 
A Mentee’s or volunteer’s right to privacy shall be respected by the EMPOWER VI Mentoring Program staff. Requests for confidential information from other organizations or persons shall be accompanied by a signed release from the Mentor, Mentee, and/or Parent/Guardian.  
Violations of Confidentiality 
Information and documentation that participants will be exposed to during participation in the EMPOWER VI Mentoring Program for Vanderbilt University is confidential and is not to be disclosed to anyone outside of that office, either within or outside the University. Participants should not copy, reproduce, or otherwise remove any documentation or information from the Program without express permission from the Program supervisor. Vanderbilt University is subject to various state and federal laws regarding the privacy and security of confidential information maintained by the University including, but not limited to, the Family Educational Rights and Privacy Act (FERPA) (also known as the Buckley Amendment). The willful or unauthorized disclosure of such confidential information could subject participants to criminal and civil penalties imposed by law.

Privacy Policy
Vanderbilt takes the protection and privacy of information seriously, including information related to minors. Vanderbilt collects personally identifiable information provided by you when applying to Programs and while enrolled in Programs. Non-identifiable information may also be collected such as gender, school, grade, ethnicity/race (optional), date of birth, health information, Program participation history, and interest surveys. Vanderbilt does not share personally identifiable information about participants with third parties except as required by law or permitted by law, or when Parents/Guardians have provided expressed permission to do so.  
Vanderbilt encourages Parents/Guardians of minors to familiarize themselves with how third-party platforms used in remote learning might use data.  
See VU’s general website privacy policy: 
Technology, Computing, and Online Platforms: This Program expects all users to be aware of and to follow Vanderbilt technology Acceptable Use policies found here: https://www.vanderbilt.edu/info/computing-aup/. 
Use of Photos, Program Content, Images, and Recordings: To maintain a positive and safe learning environment for all participants, participants and Program personnel must not download or post inappropriate materials online including but not limited to statements, photos, images or likenesses, videos, or recordings of or about the Program or participants. Photos of participants and their work may be taken by staff only as outlined in the participation release.   
Vanderbilt cannot protect participants or families or their work in a Program from being photographed, mentioned, videoed, recorded, or potentially identified or named on social media sites by other participants or their families.   
Copyright: Vanderbilt University prohibits the unlawful downloading and unauthorized peer-to-peer file sharing of copyright-protected works. Individuals who engage in these practices are in violation of university policy and may be subject to university disciplinary action as well as civil and criminal penalties. Misuse of the Internet, apps, platforms, and Internet spaces is punishable, at minimum, by dismissal from Vanderbilt programs.  

Mandatory Reporting Policy
Every member of the University community (not limited to individuals who interact with Minors) is required by law to report known or suspected instances of the abuse or neglect of Minors. Members making a report in good faith will be protected from criminal and civil liability for making the report. Additional policy requirements include the internal reporting of abuse or maltreatment of or inappropriate interactions with (including conduct code violations) a Minor in a Vanderbilt program.  It is important to understand that every member is required to report any type of suspected abuse, neglect or inadequate care rather than just child sexual abuse. This policy includes disclosures of abuse which may or may not involve Vanderbilt personnel.
It is the policy of the EMPOWER VI Mentoring Program that all staff, mentors, and other representatives of the program must report any suspected child abuse and/or neglect of program clients or program participants immediately. All such suspected reports must be made to appropriate state and/or local authorities. Program staff must follow the mandatory reporting of child abuse and neglect procedure.  
All employees, volunteers, Mentees and Mentors of the EMPOWER VI Mentoring Program are required to undergo training as to what constitutes child abuse and neglect, what the state statutes are, and how to properly report such cases. 

Use of Alcohol, Drugs, and Firearms Policy
It is the policy of the EMPOWER VI Mentoring Program to prohibit and discourage the use of drugs, alcohol, and firearms. Mentees and mentors are prohibited from using drugs or alcohol or possessing firearms while engaged in the mentoring relationship. Any suspected violations should be reported to the Education Consultant. 
Alcoholic Beverages: No participant of the EMPOWER VI Mentoring Program will possess or consume beer, wine, or other alcoholic beverages while actively engaged or prior to actively engaging in mentoring, nor shall any participant endorse the use of alcohol. 
Drugs: No participant of the EMPOWER VI Mentoring Program will manufacture, possess, distribute, or use any illegal substance while engaged in mentoring or otherwise. 
Weapons, Firearms, and Other Dangerous Materials: The possession or use of firearms, firecrackers, explosives, toxic or dangerous chemicals, or other lethal weapons, equipment, or material while participating in mentoring activities is strictly prohibited. 
Any violation of this policy will result in the immediate suspension and/or termination of the mentoring relationship. In addition, violations of this policy may result in notification being given to legal authorities that may result in arrest or legal action and may be punishable by fine and/or imprisonment.

Unacceptable Behavior Policy
It is the policy of the EMPOWER VI Mentoring Program that unacceptable behaviors will not be tolerated on the part of Mentors or Mentees while participating in the program. This policy is in addition to behavioral requirements stipulated in other policies or procedures within this manual. This policy in no way is intended to replace or take precedence over other policies or procedures including, but not limited to, the following: 
· Confidentiality Policy
· Privacy Policy 
· Mandatory Reporting of Child Abuse and Neglect Policy 
· Use of Alcohol, Drugs, and Firearms Policy
· Communication Policy 
Several behaviors are regarded as incompatible with EMPOWER VI Mentoring Program goals, values, and program standards and therefore are considered unacceptable and prohibited while participants are engaged in mentoring activities: 
· Unwelcome physical contact, such as inappropriate touching, patting, pinching, punching, and physical assault 
· Unwelcome physical, verbal, visual, or behavioral mannerisms or conduct that denigrates, shows hostility, or aversion toward any individual  
· Demeaning or exploitive behavior of either a sexual or nonsexual nature, including threats of such behavior 
· Display of demeaning, suggestive, or pornographic material 
· Known sexual abuse or neglect of a child 
· Denigration, public or private, of any Mentee, Parent/Guardian, or family member  
· Denigration, public or private, of political or religious institutions or their leaders  
· Intentional violation of any local, state, or federal law 
· Drinking while driving under the influence of alcohol 
· Possession of illegal substances 
Any unacceptable behavior, as specified but not limited to the above, will result in a warning and/or disciplinary action including termination from participation in the mentoring program. 

Closure Policy
It is the policy of the EMPOWER VI Mentoring Program that all Mentors and Mentees must participate in closure procedures when their match ends.  Closure is defined as the ending of a formal match relationship regardless of the circumstances of the match ending or whether they intend to have future contact informally beyond the match duration. While no party is expected to continue the relationship beyond the formal end of a match, matches may continue in the program beyond the contract period (one school year) and receive ongoing support and supervision if approved by the Mentor, Mentee, Parent/Guardian, and EMPOWER VI Mentoring Program staff.  
Closure can occur for any number of reasons including: the contracted match duration has ended, one or both participants do not want to continue the match, there are changes in life circumstances of either the Mentor or Mentee, or an individual no longer meets the requirements for program participation. Hence, the match may end at the discretion of the Mentor, Mentee, Parent/Guardian, and/or Education Consultant. It is left to the discretion of the Education Consultant whether an individual will be reassigned to another match in the future based on past participation performance and current goals and needs of the program.  
Future contact will be at the mutual and informal agreement of the Mentor, the Mentee, and the Parent/Guardian. If future contact is agreed upon, the EMPOWER VI Mentoring Program will not be responsible for monitoring and supporting the match after the match has ended. The Education Consultant will verbally and in writing inform all parties—the Mentor, Mentee, and Parent/Guardian—that the formal match has ended and that EMPOWER VI will not be liable for any incidents that occur after the match has closed.  

Evaluation Policy
It is the policy of the EMPOWER VI Program that evaluation will be a key component in measuring the success of its mentoring program and for making continuous improvements in the effectiveness and delivery of mentoring services.   
Evaluation data will be collected prior to the start of mentoring sessions, following the end of the first semester, and at the conclusion of the program.  EMPOWER VI Mentoring Program staff will be responsible for evaluation efforts and will oversee the implementation of evaluation activities. 
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SECTION 3. PROGRAM PROCEDURES  
What is included in this section: 
· Recruitment Procedure  
· Mentor Role Description
· Mentee Role Description 
· Annual Recruitment Plan 
· Inquiry Procedure  
· Mentor Inquiry Tracking 
· Mentee Inquiry Tracking 
· Mentor Screening Procedure 
· Mentor Application 
· Background Check Information Release  
· Professional References 
· Mentor Interview  
· Professional Reference Interview  
· Mentor Contact Sheet  
· Mentee Screening Procedure 
· Mentee Referral  
· Mentee Application 
· Mentee Interview 
· Parent/Guardian Agreement
· Mentee Contact Sheet  
· Training Procedure 
· Training Outline
· Post-Training Surveys
· Matching Procedure 
· Match Worksheet 
· Agreement Forms
· Match Support and Supervision Procedure 
· Mentor Session Feedback Form (Mentor)
· Mentee Session Feedback Form (Mentee)
· Parent/Guardian Feedback Form 
· Mandatory Reporting of Child Abuse and Neglect Procedure 
· Child Abuse and Neglect Report
· Communication Procedure 
· Mode of Communication Table
· Closure Procedure 
· Match Closure Summary  
· Closure Email  
· Evaluation Procedure 
· Pre-survey
· Mid-Program Surveys
· Exit Surveys

Recruitment Procedure
1. All new staff members receive training on the principles of volunteer recruitment and are required to understand the mentoring program’s recruitment plan. 
2. The Education Consultant will take the lead in developing the Annual Recruitment Plan with input from mentoring program staff, the Program Director, the Principal Investigator, and the Advisory Board. 
3. The Education Consultant, with support from the Program Director, is responsible for ensuring the implementation of the Annual Recruitment Plan.  
4. Efforts will be made to hold a recruitment plan review and planning meeting prior to the development of the next recruitment plan to include the Education Consultant, Program Director, as well as other program staff or others of concern. 
5. The Education Consultant will provide the results of the Volunteer Inquiry Tracking log to the Program Director on a regular basis along with the number of successful matches.  
6. The Principal Investigator will provide the yearly budget for recruitment and marketing activities. The Principal Investigator is responsible for tracking and monitoring expenditures.   
Based on tracking data and the overall effectiveness of the recruiting efforts, staff will revise the strategy as needed.  	

Mentor Role Description
EMPOWERing Youth with Visual Impairment (“EMPOWER”) is a project funded by the Office of Special Education Programs (OSEP). The goal of EMPOWER is to equip transition-aged students with visual impairment living in rural communities, their families, and the transition professionals who serve them with virtual supports to improve postsecondary education and employment outcomes. The EMPOWER mentoring program was developed with these goals in mind. The virtual format of the mentorship program allows for easier connections with our rural community members. With guidance and support from EMPOWER staff, Mentors with visual impairments can draw upon their experiences and expertise to encourage Mentees with visual impairments to successfully navigate their postsecondary goals. 

Mentoring by adults with visual impairment can provide a supportive bridge for transition-aged youth with visual impairment, helping them build confidence, skills, and a path toward a successful future. Benefits from mentoring include shared understanding, role modeling, career guidance, networking, and support in building self-advocacy skills. Through this program, Mentors and Mentees will partner to develop Mentee-driven goals. With support and guidance from their Mentor, the Mentee will take steps to progress toward reaching their goals.
Please note that the EMPOWER VI Mentoring Program requires background checks, professional references, and training, including protection of minors training, for all our Mentors.  
Initial Screening
· Complete a Mentor application.
· Complete an interview with EMPOWER VI staff.
· Provide two professional references.
· Participate in a criminal history background check screening.
· Review Empower VI Mentorship Program Policies and Procedures manual.
· Complete Mentor agreement.
· Participate in required training (outlined below). 
Mentor Role 
· Take the lead in supporting a young person through an ongoing, one-to-one mentoring relationship by scheduling sessions, developing and discussing Mentee transition goals, and supporting the progress of these goals. 
· Serve as a positive role model.
· Build a positive relationship with a high school student with a visual impairment by participating in transition learning activities together, sharing resources, and through compassionate communication.
· Strive for mutual respect.
· Build self-esteem and motivation.
 
Time Commitment 
· Commit to participating in the Empower VI Mentoring Program for at least one school year (about 9 months from September to May). 
· Spend one hour of monthly contact with your Mentee in a virtual mentoring session (bi-monthly 30-minute mentoring sessions).
· Complete monthly activity reports that explain goal progress and document when the next mentoring session is scheduled. 
· Attend an initial orientation (60 minutes in August).
· Attend required training, including Protection of Minors Training (3 hours). 
Mentor Participation Requirements: 
· Have access to stable internet connection (participants will be asked to use Microsoft Teams for communication).
· Be an adult (over the age of 18) who is blind or visually impaired. 
· Be currently employed or attending college or a technical school, and/or 
· Have graduated or exited high school within the last 15 years or have recent college or job onboarding experience within the last 5 years. 
· Willing to complete a criminal background check. This is to ensure the safety and well-being of all program participants.
· Must not be a user of illicit drugs.
· Must not use alcohol or controlled substances in an excessive or inappropriate manner.
· Must not have falsified information during the screening process.
Desirable Qualities 
· Active listener. 
· Encouraging.
· Positive.
· Supportive. 
· Dependable.
· Patient.
· Flexible. 
· Tolerant and respectful of individual differences 
Benefits 
· Personal fulfillment through contribution to the community and individuals with visual impairment.
· Satisfaction in helping someone mature, progress, and achieve their goals related to adulthood. 
· Training sessions and learning activities. 
· Personal ongoing support and supervision to help the match succeed. 

If you are interested in this opportunity, please complete the Mentor Application. For more information or questions, contact the EMPOWER VI Mentoring program by emailing info@empower.org.
Mentee Role Description
The EMPOWERing Youth with Visual Impairment (“EMPOWER”) project is funded by the Office of Special Education Programs (OSEP). The goal of EMPOWER is to equip transition-aged students with visual impairment living in rural communities, their families, and the transition professionals who serve them with virtual supports to improve postsecondary education and employment outcomes. The EMPOWER mentoring program was developed with these goals in mind. The virtual format of the mentorship program allows for easier connections with our rural community members. With guidance and support from EMPOWER staff, mentors with visual impairments can draw upon their experience and expertise to encourage Mentees with visual impairments to successfully navigate their postsecondary goals. 

Mentoring by adults with visual impairment can provide a supportive bridge for transition-aged youth with visual impairment, helping them build confidence, skills, and a path toward a successful future. Benefits from mentoring include shared understanding, role modeling, career guidance, networking, and support in building self-advocacy skills. Through this program, Mentors and Mentees will partner to develop Mentee-driven goals. With support and guidance from their Mentor, the Mentee will take steps to progress toward reaching their goals.
Note to Parents/Guardians: The EMPOWER VI Mentoring Program requires background checks, professional references, and protection of minors training for all our Mentors. 
Mentee Initial Screening
· Parent or guardian must complete a Mentee application.
· Participate in a Mentee interview with parent/guardian present.  
· Parent or guardian must complete the Vanderbilt University Participation Agreement for Adults/Minors Under 18 Years of Age form if the Mentee is under the age of 18.  
· Complete the Mentee Agreement Form with parent/guardian signature if the mentee is under the age of 18.
· Review the Empower VI Mentorship Program policies and procedures manual.
· Participate in required training.
Mentee Role 
· Attend and participate in an ongoing, virtual, one-to-one relationship with your Mentor.
· Participate in learning activities both on your own and with your Mentor.
· With support from your Mentor, build transition goals for yourself and actively work toward reaching those goals.
· Share information with your Mentor about progress you have made with your goals.
· Communicate with your Mentor if you have questions or concerns about your goals.
· Communicate with staff if you have any concerns during the program.  
Time Commitment 
· Commit to participating in the Empower VI Mentoring Program for at least one school year (about 9 months from September to May).
· Attend an initial 60-minute orientation (in August) and review transition resources as needed.
· Participate in required training (1 hour) and review resources.
· Participate in one hour of communication with a Mentor monthly (bi-monthly 30-minute sessions).
· Complete session feedback forms that explain goal progress and/or any concerns you have.   
Mentee Participation Requirements 
· Have access to stable internet connection for program communication (participants will be asked to use Microsoft Teams for communication).
· Be enrolled as a junior or senior in a high school or transition program.
· Receive special education services under the category of visual impairment.
· Live in TN.
· Complete Mentee application. 
· Complete interview with EMPOWER VI staff (with Parent/Guardian present). 
· Review Empower VI Mentorship Program policies and procedures manual. 
· Complete Mentee agreement (with Parent/Guardian approval). 
· Participate in learning activities both on your own and with your mentor. 
· Communicate with your Mentor if you have questions or concerns about your goals. 
Desirable Qualities 
· Active listener
· Dependable
· Patient 
· Flexible
· Self-driven
· Tolerant and respectful of individual differences 
Benefits 
· Receiving support to progress and achieve goals related to adulthood. 
· Access to transition resources and learning activities. 
If you are interested in this opportunity, please have your Parent/Guardian complete the Mentee Application. For more information or questions, contact the EMPOWER VI Mentoring program by emailing info@empower.org. 

 	 

Annual Recruitment Plan
Recruitment Objective 
Attract 5-10 new Mentors matched with youth Mentees by June 30th. This allows time for onboarding, orientation, and training to take place in August. 
 
Target Audience 
Adults (over the age of 18) with vision barriers who have graduated or exited high school in the last 15 years or have recent college or job onboarding experience within the last 5 years. 
 
Positioning Statement or Core Communication Message 
Mentors will draw upon their experience, expertise, and encouragement for successfully navigating the pathway to postsecondary education, employment, and/or community engagement. 
 
Promotional Materials 
· Informational flyers 
· Newsletter 
· Social Media Posts
· Program presentation with information slides (if applicable)
· Website page development  
 
Promotional Activities 
· Distribute flyers throughout the community 
· Display tables at local events (as available) 
· Distribute recruitment information via e-newsletter 
· Make personal contact with key organization leaders 
· Present to community organizations 
· Garner inquiries from website (online interest form) and e-mail (continuous) 
 

Inquiry Procedure
All persons inquiring to be program participants, or making referrals regarding potential Mentees, must speak directly to mentoring program staff. Program staff must follow the inquiry procedure as outlined below: 
1. All prospective Mentor inquiries will be recorded on the Mentor Inquiry Tracking form (or in REDCap), including how the person heard about the program. 
2. All Mentee Referrals will be tracked using the Mentee Inquiry Tracking Form (or in REDCap). The Mentee Referral Form will be a REDCap form and will be distributed during recruitment. 
3. All Mentor and Mentee inquiries regarding participation in the program must be answered within two business days. Individuals interested in the Mentor Inquiry form will be sent the Mentor Application. A Mentee application will be sent to the Parent/Guardian of individuals listed in the Mentee Referral Form. 
4. Program staff will provide a verbal overview of the program to all phone and email inquiries, adjusting the message to whether the applicant is a potential Mentor or Mentee, including: 
· Overview of program and program purpose 
· Time and duration commitments 
· Overview screening requirements 
· Training requirements 
5. All prospective participants requesting to learn more will receive the following materials in person or via email: 
· Program Flyer 
· Mentor role description (Mentors only) 
· Mentee role description (Mentees and Parents/Guardians)
· Parent/Guardian role description (Parents/Guardians)
· Application (Mentor- or Mentee-specific) 

Mentor Inquiry Tracking Form
	Potential Mentor Name
	Connection or Other Notes
	VU Staff Member with Relationship 
(if applicable)
	Considerations 
	Date Mentor Application Sent 

	
	
	
	
	

	
	
	
	
	



Mentee Inquiry Tracking Form
	Potential Mentee Name
	Connection or Other Notes
	Who Referred with Relationship 
(if applicable)
	Considerations 
	Date Mentee Application Sent

	
	
	
	
	

	
	
	
	
	




Mentor Screening Procedure
In accordance with the EMPOWER VI Mentoring Program eligibility and screening policies, mentoring program staff should complete the steps below to determine if a candidate qualifies to become a mentor.  
1. The applicants must complete the application given to them during the inquiry process.  
2. A Mentor file should be created for all prospective Mentors who return a completed application in REDCap. 
3. Mentoring program staff members should: 
· Make an appointment and conduct a virtual interview with the prospective Mentor if selected.
· Conduct phone interviews with two personal references. 
· Process the criminal history checks. 
4. Based on all information gathered above, make a determination as to the appropriateness of the participant’s involvement in the program. 
5. The Mentor must complete the Mentor Agreement Form.
6. If the applicant is accepted, the Mentor must complete the initial training prior to being matched with a Mentee.  
 
 	 

Mentor Application 
 Personal Information 
· Name: 
· (optional)Preferred Pronouns: 
· Date of Birth: 
· Address: 
· Phone: 
· Email: 
· What is your preferred method of contact: 
Mentor Requirements 
· Are you an adult (over the age of 18) who is blind or visually impaired?
· Do you have access to a stable internet connection for program communication (participants will be asked to use Microsoft Teams for communication)?
· Are you currently employed or attending college or a technical school? 
· Did you graduate or exit high school within last 15 years or do you have recent college or job onboarding experience within the last 5 years? 
· All Mentors will be required to complete a criminal background check. This is to ensure the safety and well-being of all program participants. Are you willing to undergo a criminal background check?
· Do you have any past criminal convictions or accusations of misconduct?
· Can you commit to participate in the Empower VI Mentoring Program for at least one school year (about 9 months September to May)? 
· Are you willing to attend an initial orientation (60 minutes in August)? 
· [bookmark: _Int_mhDOol3m]Are you willing to attend required training, including Protection of Minors 101 training and orientation (4 hours).
· Are you available to meet with a Mentee at least 1 hour per month (via 30-minute bi-monthly meetings)? Please explain any anticipated scheduling issues. 
About You 
· Please provide a few sentences describing why you are interested in being a Mentor and why you feel you are a good fit. 
· Do you have any previous experience volunteering or working with youth? If so, please specify.
· Please list the companies you have worked for, the period of employment, your job title, and a summary of your work duties for any position you held in the last 5 years. 
· Please list any higher education institutions you have attended, major or degree type, any degrees obtained, and the year(s) you completed the degree(s). If you are currently attending, please write “in progress”. 
· What support or accommodations do you need to participate in the mentoring program? 
· Is there anything else you would like to share with us? 
This section is subject to change based on program growth and need.
	 

Background Check Information Release (Vanderbilt Form)
DISCLOSURE AND AUTHORIZATION REGARDING BACKGROUND INVESTIGATION FOR EMPLOYMENT PURPOSES
Disclosure
Vanderbilt University (the "Company") may request from a consumer reporting agency and for employment-related purposes, a "consumer report(s)" (commonly known as "background reports") containing background information about you in connection with your employment, or application for employment, or engagement for services (including independent contractor or volunteer assignments, as applicable).
HireRight, LLC ("HireRight") will prepare or assemble the background reports for the Company. HireRight is located and can be contacted at 100 Centerview Dr, Nashville, TN 37214, (800) 400-2761, www.hireright.com.
The background report(s) may contain information concerning your character, general reputation, personal characteristics, mode of living, or credit standing. The types of background information that may be obtained include, but are not limited to: criminal history; litigation history; motor vehicle record and accident history; social security number verification; address and alias history; credit history; verification of your education, employment and earnings history; professional licensing, credential and certification checks; drug/alcohol testing results and history; military service; and other information.
Authorization
I hereby authorize Company to obtain the consumer reports described above about me.
Candidate Last Name: 
First Name:
Middle Name:	
Electronic Signature:
Email:
IP Address:
Date:

	 

Professional References
 
Please list the names, location, phone numbers, and emails of two people you would like to use as professional references (only people you have known for at least a year). Any information EMPOWER VI Mentoring Program gathers from these references will be held as confidential and not released to you, the applicant.  
Reference Name: 
City and State:	 
Phone:
Email:   
Relationship:    
How long known: 
Reference Name: 
City and State:	 
Phone:
Email:   
Relationship:    
How long known: 

 
 
 
  

Mentor Interview   
   
Applicant Name:   
Date:    
Interviewed by:     
1. Please share a bit about why you are interested in being a Mentor.    
2. What are some of your interests (both professional and personal)?   
3. What types of assistive technology are you most familiar with?      
4. Please share about any experience you have volunteering or working with youth.    
5. What qualities, skills, or other attributes do you feel you have that would benefit a youth? Please explain.   
6. What challenges do you think transition-age youth with visual impairment experience today that they need the most help with?   
7. What do you think youth with visual impairment need to understand about their disability to be successful adults?   
8. How would you empower a youth who is struggling to advocate for themselves?  
9. Describe your approach to building relationships with youth and helping them develop trust in adults.   
10. How would you handle a situation where a Mentee is not responding positively to your guidance?   
11. Explain the importance of setting boundaries when working with youth and how you might do this.   
12. Being a Mentor to a young person is a big responsibility. It can make a big difference for both the Mentor and the Mentee. What do you hope to gain from the experience? and what do you hope the Mentee will gain from the relationship?     
13. What are the most convenient times for you to meet with your Mentee?     
14. Who else in your household might be present at any given time when you are in a virtual mentoring session with your Mentee?    
15. How would you describe your ideal Mentee match?   
16. What support from our team do you anticipate needing to fulfill your responsibilities as a Mentor?     
17. Do you have any questions for us about the mentoring program or in general?     
This section is subject to change based on program growth and need. 	

Personal Reference Interview 
Mentor applicant name: 
Date:  
Interviewed by: 
Personal Reference Name: 
Personal Reference Phone Number: 
Your name has been given to us as a reference for (Mentor applicant), who has applied to be a mentor in our program. I would like to ask you some questions about him/her, which will be held in absolute confidence; it will not be shared or accessible to him/her. Would you be willing to participate in this process and is this a good time for you to answer some questions? 
1. How long, and in what capacity, have you known the applicant? 
2. How would you describe the applicant? 
3. Do you feel that the applicant would be a good Mentor and role model to a minor with a visual impairment? 
4. Do you think that the applicant relates well to youth and young adults? 
5. Does the applicant usually keep his/her commitments? 
6. Is he/she on time for appointments and events? 
7. To your knowledge, has the applicant ever been convicted of a crime? 
8. Do you know of any problems or issues that would affect the applicant’s ability to work with a minor? 
9. Do you have any additional comments about the applicant? 
Interviewer Comments: 
 
 	 

	 

 	 

Mentor Contact Sheet 
This internal form will help staff track dates/times of scheduled mentoring sessions, receipt of Mentoring Session Feedback Forms, gift cards, and any reported questions or concerns. 
Name of Mentor:  
Phone: 
E-Mail: 
Address: 
Mentee Name: 
	Date 
	Purpose/Notes: 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 




Mentee Screening Procedure
In accordance with the EMPOWER VI Mentoring Program eligibility and screening policies, program staff should complete the steps below to determine if a candidate qualifies to become a Mentee.  
1. Upon receiving a referral for any youth, program staff must begin the process by emailing a Parent/Guardian the Mentee Application.  
2. The Parent/Guardian must complete the application.
3. A Mentee file should be created for all prospective Mentees who return a completed application in REDCap. 
4. Mentoring program staff members should: 
a Make an appointment and conduct a virtual interview with the prospective Mentee and their Parent/Guardian if selected.
5. Based on all the information gathered above, EMPOWER staff will make a determination as to the appropriateness of the participant’s involvement in the program. 
6. If the applicant is accepted, the Mentee’s Parent/Guardian must complete the Vanderbilt University Participation Agreement for Adults/Minors Under 18 Years of Age.
7. If the applicant is accepted, the Mentee and their Parent/Guardian must complete the Mentee Agreement Form (and Parent Agreement Form). 
8. If the applicant is accepted, the Mentee must complete the initial training prior to being matched with a Mentor.  

Mentee Referral Form
EMPOWERing Youth with Visual Impairment (“EMPOWER”) is a project funded by the Office of Special Education Programs (OSEP). The goal of EMPOWER is to equip transition-aged students with visual impairment living in rural communities, their families, and the transition professionals who serve them with the virtual supports to improve postsecondary education and employment outcomes. The EMPOWER mentoring program was developed with these goals in mind. The virtual format allows for easier connection with our rural community members. With guidance and support from EMPOWER staff, Mentors with visible impairments can draw upon their experience and expertise to encourage Mentees with visual impairments to successfully navigate their postsecondary goals. 
Mentoring by adults with visual impairment can provide a supportive bridge for transition-aged youth with visual impairment, helping them build confidence, skills, and a path toward a successful future. Benefits from mentoring could include shared understanding, role modeling, career guidance, networking, and support with building self-advocacy skills. Through this program, Mentors and Mentees will partner to develop measurable goals, that are Mentee driven. With support and guidance from their Mentor, the Mentee will take steps to progress toward reaching their goals.
To participate in this Program, Mentees must:
· Have access to stable internet connection for program communication.
· Be a current junior or senior in high school or a transition program. 
· Be a person with a visual impairment.
· Reside in TN.
· Be able to attend the initial orientation (60 minutes) for the Mentoring Program.
· Be able to participate in the required training and review transition resources. 
· Be able to participate in at least one hour of virtual communication with a Mentor monthly (via two monthly meetings, at least 30 minutes). 
If you know a youth who would qualify and benefit from this program, please submit the requested information below. A Mentee application will be provided to the youth’s Parent/Guardian:
Youth name: 
Age: 
Grade: 
School: 
Name of person making nomination (your name): 
Your Relationship to the Youth: 
Your email:
Youth’s Parent/Guardian name:
Youth’s Parent/Guardian contact information: 
· Why do you feel this youth might benefit from working with an adult Mentor with visual barriers?
· What particular interests, either in school or out, do you know of that the youth has?
· Is there any additional information you’d like to share?
This section is subject to change based on program growth and need.


Mentee Application
(To Be Completed by the Parent/Guardian) 

 Personal Information  
· Child’s Name:  
· Parent/Guardian Name: 
· Relationship to Child: 
· (optional)Child’s Preferred Pronouns:    
· Child’s age:  
· City/State where the child resides:  
· Phone:  
· Child’s Email: 
· Parent/Guardian email: 
· What is the preferred method of contact:  
· Name of School: 
Mentee Requirements 
· Is your child currently a junior or senior in high school or a transition program? 
· Does your child receive special education services under the category of visual impairment? 
· Does your child currently live in TN?
· Does your child have access to a stable internet connection for program communication (participants will be asked to use Microsoft Teams for communication)?
· Are you and your child willing to attend an initial orientation (60 minutes) for the Mentoring Program? 
· Are you willing to participate in training (45 minutes) and review transition resources with your child?
· Is your child willing to participate in training (45 minutes) and review transition resources?
· Is your child willing to participate in at least 1 hour of communication with a Mentor monthly, via two 30-minute virtual mentoring sessions? 
· Is your child willing to develop a transition-focused goal, with support, and work toward reaching that goal? 
· Are you and your child willing to participate in a Mentee interview if selected? 
About the Mentee  
· Why does your child want to participate in a mentoring program? 
· Briefly describe your expectations for the mentoring program.  
· Please share about your child’s school performance (homework, attendance, behaviors, etc.). 
· Please share about any social or community activities your child participates in.  
· What challenges, related to transition, is your child experiencing that they need help with?   
· What accommodations or supports will your child need to participate in the mentoring program? 
This section is subject to change based on program growth and need.




Mentee Interview
While the Parent/Guardian is welcome to be present during the interview, we ask that the Mentee applicant answer the questions. 
Applicant Name:
Date:
Interviewed by:
I need to ask some questions about you that will help me in matching you with a Mentor. Your safety and well-being are of the highest priority. To provide support and supervision, all chat communication and video/phone communications between a Mentee and Mentor will occur within Microsoft Teams. A member of the Program staff will create designated chats within Teams and will be present within this platform. Please note that I am required to report anything that indicates you have done or may do harm to yourself or others. Additionally, some information, such as what you would like to do with a Mentor or things you are interested in may be shared with a prospective Mentor. Do you understand?
1. Why would you like to have a mentor?
2. What qualities are you looking for in a mentor?  
3. Do you have any goals for yourself for after high school that you would like support with?
4. What hobbies or interests do you have?
5. How would you describe yourself?
6. What type of assistive technology do you use?
7. What are the most convenient times for you to meet with a mentor?  
8. The next questions will ask you about meeting the commitments of the program.
· Are you willing to participate in the 60-minute orientation and 60-minute Mentee training before meeting with your Mentor?
· Will you be able to meet for at least one hour per month (via two 30-minute meetings a month) with your Mentor in mentoring sessions on Microsoft Teams? 
· Are you willing to develop goals for life after high school with the support of your Mentor? 
· Will you commit to participating in activities outside of your mentoring sessions that will help you make progress toward your goal(s)? 
· Are you willing to complete the Mentoring Session Feedback form after each mentoring session to share about the mentoring session activities and to report any concerns that you may have?
9. Do you have any questions for us about the mentoring program or in general?  
Interviewer comments:
This section is subject to change based on program growth and need. Please note that Mentee applicants may also be asked to complete an accessible career interest assessment to aid in the interview process.

 
 	 
 	 
Parent/Guardian Agreement
Vanderbilt University Participation Agreement for Adults/Minors Under 18 Years of Age
Name of Participating Adult/Minor and Program Name
I, (Print Adult Participant OR Name of Minor’s Parent or Legal Guardian):		state that (Print Participant Legal Name): 		(“myself/the minor”) desires to participate and I hereby consent to my/his/her/their attendance and participation in EMPOWERing Youth with Visual Impairment ("EMPOWER VI") Mentoring Program (hereafter “program”), hosted by Vanderbilt University (“Vanderbilt”), using an online platform on/between August 2024 and May 2025. Participant is a voluntary participant in this Program. I acknowledge that the risks of participation in the program may include, but are not limited to, minor injuries to catastrophic injuries.
Permission to Participate and General Release
In exchange for allowing myself/the minor to participate in this event or program, I agree to release from liability, indemnify, and hold harmless Vanderbilt, its trustees, employees, agents, volunteers, and/or assigns from any and all claims, demands, losses, expenses, actions or causes of action which arise out of or occur during or as a consequence of the minor’s participation in the event or program caused, in whole or in part, by any negligence of Vanderbilt, its trustees, employees, agents, volunteers, and/or assigns. I acknowledge that I/My child are subject to rules, regulations, and Codes of Conduct of the university and the program and that failure to comply may result in immediate dismissal without monetary refund. To ensure safety of me/my child and other participants, I understand that failure to fully disclose medical or behavioral conditions prior to activities may also result in the dismissal of me/my child from the program.
Emergency Treatment Authorization
I understand that this program (unless otherwise indicated) does not employ medical personnel or provide medical care.  In the case of critical or emergency injury or illness, personnel will attempt to reach the parent, guardian, and/or emergency contact. If the contact/parent or guardian cannot be reached or if time does not permit, I give my permission for Vanderbilt University to authorize emergency services for myself/the minor. I understand and agree that Vanderbilt assumes no responsibility for any injury or damage which might arise out of or in connection with such authorized emergency medical services. I acknowledge that any medical service will be my financial responsibility and not that of Vanderbilt.  I also hereby affirm that I have health insurance coverage for myself/the minor.
Emergency Contact Name:
Relationship:
Emergency Contact Phone (1):
Emergency Contact Phone (2):
Protection of Minors and Mandatory Child Abuse Reporting
Vanderbilt personnel adhere to Tennessee state law on mandatory child abuse reporting. Vanderbilt also has a mandatory internal child abuse and misconduct reporting procedure. If there is reason to believe abuse or inappropriate behavior has occurred concerning a minor participating in a Vanderbilt University program, please consult the program director, or Risk Management (615-936-5935), or report via the Vanderbilt hotline at 844-814-5935. The Tennessee Child Abuse reporting hotline number is 877-237-0004.
Acknowledgement
I, the undersigned, state that I am the parent/legal guardian of the minor whose name appears above. I understand that the above terms and conditions apply to the minor and to myself. I further understand that that minor participants cannot participate under ANY circumstances in the above specified program without parental consent and that the minor will not be allowed to participate without entering into this agreement. This document is binding upon me, the minor, and any person suing on behalf of the minor.
Participant OR Parent’s/Guardian’s Printed Name and Signature (if participant is under 18)
Print name:
Signature:
Date:

Mentee Contact Sheet
Name of Mentee:
Age: 
Parent/Guardian: 
Parent Phone: 
E-mail:   
Mentor Name: 
	Date 
	Purpose/Notes: 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


 
 

Training Procedure
Training Outline 
Each Mentor and Mentee (and Parent/Guardian) will complete training and orientation as outlined in the table below. Each training will be linked and available in the Mentorship Hub. Orientation will be held virtually on Microsoft Teams.

	 
	Mentor 
	Mentee 
	Parent / Guardian

	Training/
Pre-Learning 
	3 hours of training
· Protection of Minors 101 - 1 hour
· Active and Reflective Listening- 25 min
· Microsoft Teams 20-mins 
· Developing SMART Goals -40 min
· Mentoring Sessions (your role, session platform and safety, session reporting, resources)- 20 min
· Review Policies and Procedures- 15 min
	1 hour of training
· Identifying abuse and how to protect yourself- 10 min
· Microsoft Teams- 20 min
· Mentoring Sessions (your role and responsibilities, session platform and safety, session reporting, resources)- 15 min
· Review Policies and Procedures (with support from a Parent or Guardian)- 15 min


	1 hour of training
· Protection of Minors safety review – 10 min
· Microsoft Teams- 20 min
· Mentoring Sessions (your role and responsibilities, session platform and safety, session reporting, resources)- 15 min
· Support your child with reviewing the Policies and Procedures Manual. -15 min




Orientation (all participants)- Group session (60 min)
· Program Overview
· Review of Roles
· Questions

Post-Training Surveys (will be administered to Mentees, Mentors, and Parent/Guardians.)
Name:	
Date: 
· What did you find to be most useful about the training you received?
· What did you find to be least useful?
· Was there anything you felt was missing from training that you would have liked to learn more about?
· In what other ways could we improve training?
This section is subject to change based on program growth and need.


Matching Procedure
1. To begin the match process, the Education Consultant will review the application, interview notes, and any referral information for both the Mentee and Mentor to determine match suitability. A match selection will be made using the match suitability criteria as a guide:  
· Preferences of the Mentor, Mentee, and/or Parent/Guardian 
· Similar vision barriers and/or similar use of assistive technology  
· Common interests 
· Similar personalities
· Compatibility of meeting times  
2. Once a potential match is identified, and prior to contacting any of the prospective participants, the Education Consultant will review the files of the potential Mentor and Mentee to ensure all screening procedures have been completed and both have met all the eligibility criteria. As this is determined, the Education Consultant will fill out the Match Worksheet. 
3. After the Education Consultant determines the Mentee/Mentor match, the Mentor will be contacted and provided information about the Mentee.
4. The Education Consultant will provide the Mentee’s Parent/Guardian with information about the Mentor and will contact the Mentee and describe the Mentor to them.  
5. If there are any concerns, the Parent/Guardian, Mentor, and Mentee will have an opportunity to express their concerns.
6. If there are no concerns, a time will be scheduled for an introductory meeting. The Education Consultant will facilitate this introductory meeting of the Mentor, Mentee, and Parent/Guardian. The Education Consultant will conduct the meeting by: 
· Facilitating introductions 
· Having the Mentor take the lead in talking about his/her interests, hobbies, and why he/she wants to be a Mentor, followed by the Mentee doing the same	
7. By this stage, all agreements must be completed by all parties.  
8. All participants will attend orientation. The first Mentor and Mentee match meeting date and time should be confirmed.   	 

Match Worksheet 
(To be completed by Education Consultant) 
 
Prospective Match Participants 
Mentor: 
Mentee: 
Parent/Guardian: 
Match Criteria 
Why you feel the match would be compatible and successful, considering the following match criteria:  
· Preferences of the Mentor, Mentee, and/or Parent/Guardian 
· Similar vision barriers and similar use of assistive technology  
· Common interests 
· Similar personalities
· Compatibility of meeting times  
Other reasons for compatibility: 
Any areas of concern: 
Comments:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
		 

Agreement Forms
Mentor Agreement 
	Link to Mentor Agreement: EMPOWER VI Mentor Agreement 
Mentee Agreement 
Link to Mentee Agreement: EMPOWER VI Mentee Agreement
Parent/Guardian Agreement 
Link to Parent/Guardian Agreement: Parent/Guardian Agreement

Match Support and Supervision Procedure
Supervision 
1. Once matched, the Education Consultant will be assigned to support and monitor all communication between parties (i.e., Mentor, Mentee, Parent/Guardian).  
 
2. The Education Consultant will review and monitor the submission of the following forms: 
· Mentor Session Feedback Form (required)
· Mentee Session Feedback Form (required)
· Parent/Guardian Feedback Form (optional)

3. Within one week of the first mentoring session, EMPOWER VI Mentoring Program staff will make contact with all parties to determine how the first meeting went. 

4. After this initial contact, the Education Consultant will review each submitted Feedback Form to confirm meeting dates, times, activities, and address any questions or concerns. 
 
5. To assess how the match is proceeding, the Education Consultant may inquire about the following and/or probe beyond to uncover core issues: 
· Is the Mentor/Mentee enjoying participating in the experience? 
· How does the Mentor/Mentee feel the mentorship program is going? 
· Is the Mentor/Mentee having any difficulties? 
· Is the relationship developing as the Mentor/Mentee would like? 
· If not, why do they think it isn’t?  
· Are there any concerns or issues that should be addressed by program staff? 
· Does the Mentor/Mentee need more support?  

Problem Resolution 
1. If the Education Consultant assesses that there is a potential problem with the match, the Education Consultant will attempt to clarify the potential problem and work with the Mentor, Mentee, and/or Parent/Guardian to resolve the issue early. 
 
2. The general process for resolving problems will follow the IDEAL model that includes: 
· Identify the problem and have a clear shared understanding of the problem between the Mentor, Mentee, and Parent/Guardian. 
· Develop alternative solutions that could address the problem. 
· Evaluate the strengths and weaknesses of each solution. 
· Act on the most constructive solution 
· Learn from how the solution worked and repeat the IDEAL process if necessary. 
 
3. If the match problem involves a lack of contact on the part of the Mentor or Mentee, the program staff will investigate the reason(s) for lack of contact with the offending party and will make efforts to ensure the match is meeting according to the contracted amount of time per month. 
 
4. If a problem area continues, the Education Consultant will consult with other staff members and/or community resources to define a viable approach to addressing the problem and proposing potential solutions.  
 
5. If the problem cannot be resolved, it may be necessary to formally close the match. 
 
6. All support and supervision by program staff must be recorded on the respective Mentor and/or Mentee Contact Sheets.  
 

Mentoring Session Feedback Form (Mentor) 
Mentor’s name: 
Mentee’s name: 
Today’s date: 
1. Please provide a few sentences to explain how you and your Mentee made progress on your Mentee’s goals. Please include a summary of what was discussed and/or what activities you and your Mentee engaged in.  
2. What is the date and time of the next Mentoring session? Please ensure this information is shared with the Mentee’s Parent/Guardian in the designated chat.
3. Do you have any questions or concerns that you need support with?  
Mentoring Session Feedback Form (Mentee) 
Mentee’s name: 
Mentor’s name: 
Today’s date: 
1. Please provide a few sentences to explain what was discussed and/or what activities you and your Mentor engaged in today. 
2. What is the date and time of your next Mentoring session? 
3. What are some tasks that you will work on before the next Mentoring Session? 
4. Do you have any questions or concerns that you need support with?  
Optional Parent/Guardian Feedback Form 
Mentee’s name: 
Mentor’s name: 
Your name: 
Today’s date: 
Please list any questions or concerns that you would like support with. 
Please indicate if you have any other feedback you would like to share.  

These forms are subject to change based on program and participant needs. 


SECTION 3. PROGRAM PROCEDURES
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Mandatory Reporting of Child Abuse and Neglect Procedure 
All Vanderbilt University employees and volunteers must adhere to the following mandatory reporting procedures: 
A.    Reporting Child Abuse and/or Neglect
Tennessee law defines the mandatory requirement to report child abuse or neglect as such:
Tennessee Code Annotated 37-1-403(a)(1) requires all persons to report suspected cases of child abuse or neglect.  “Any person who has knowledge of or is called upon to render aid to any child who is suffering from or has sustained any wound, injury, disability, or physical or mental condition shall report such harm immediately if the harm is of such a nature as to reasonably indicate that it has been caused by brutality, abuse or neglect or that, on the basis of available information, reasonably appears to have been caused by brutality, abuse or neglect.” When abuse or neglect of a Minor is suspected, two reports, one external and one internal, must be made:
External Report 
Tennessee law requires every person to make a report when they suspect sexual or physical abuse or neglect of a Minor. Failure to report is a Class A misdemeanor. The required report may be made to the State of Tennessee Child Abuse Hotline at l-877-237-0004, online at https://apps.tn.gov/carat/ or to a Tennessee sheriff’s office or police department, including VUPD at 615-322-2745. If the situation is a life-threatening emergency, contact 911.
Internal Report
In addition to an external report, every member of the University community has a further obligation to report known or suspected abuse, neglect, maltreatment, exploitation, or inappropriate interactions with (including conduct code violations) a Minor on campus or in a Vanderbilt program immediately to Vanderbilt University. Internal reporting steps include:
· Immediately contact the Principal Investigator at 615-343-7052. The Principal Investigator will be responsible for contacting the Office of Risk and Insurance Management (ORIM), Protection of Minors Director at 615-936-5935. The principal investigator must follow all procedures outlined by Vanderbilt University for reporting abuse or neglect. More information can be found at: Mandatory Reporter | Title IX | Vanderbilt University
· The principal investigator must fill out the Child Abuse and Neglect Report form detailing critical information about the alleged incident of abuse or neglect. Once completed and reported, this form will be kept in a secure online file.  
· EMPOWER VI Mentoring Program staff receiving any report of concern of abuse to a Minor must report the concern to the ORIM, Protection of Minors Director at 615-936-5935. This includes if the program supervisor has already made a referral to the Department of Children’s Service or Law Enforcement as outlined in the external reporting procedure above.
· Concerns may also be reported to the occurrence reporting system.  
· The University compliance hotline is accessed by calling 844-814-5935 or visiting the Compliance website.  
B. Other Concerns Regarding Minors
 All concerns affecting the safety and well-being of a Minor on campus and/or participating in a Vanderbilt Program should be reported via the internal methods described above.
· With regard to FERPA and HIPAA, the EMPOWER VI Mentoring Program will not request nor share any student education records nor protected health information from program participants. If there are concerns affecting the safety and well-being of a Minor occurring at the Minor’s school, EMPOWER VI Mentoring staff may need to notify school personnel. 
· Concerning the Clergy Act, participants are welcome to review the following information: Clery Act Frequently Asked Questions | Crime Info | Police Department | Vanderbilt University.
· Program participants will receive reasonable accommodations to participate in the EMPOWER VI Mentoring Program upon request, in compliance with the Americans with Disabilities Act.    
 
Training 
1. All Vanderbilt employees and volunteers must be trained on state statutes of child abuse and neglect laws, and EMPOWER VI’s Mentoring Program’s mandatory reporting policy and procedures prior to working with youth or participating in the EMPOWER VI Mentoring Program.  
2. Reporting of child abuse and neglect is mandated by the training policy and procedure and is included as a required topic in the training curriculum outline for both Mentors and Mentees.   	 
Child Abuse and Neglect Report  
 
Date: 
Person making report to EMPOWER VI: 
Relationship to child: 
Reported to: 
Date: 	 	 	 	 	 	 	 	 	 
Name of child: 
Age: 
City: 
State: 
Parent/Guardian: 
Name of person suspected of abuse or neglect: 
Relationship to the child: 
Describe suspected abuse or neglect; include the nature and extent of the current injury, neglect, or sexual abuse to the child in question:  
Describe, if known, the circumstances leading to the suspicion that the child is a victim of abuse or neglect: 
Describe, if known, any previous injuries, sexual abuse, or neglect experienced by this child or other children in this family situation and any previous action taken, if any. 
Action steps taken by Principal Investigator:

Communication Procedure
As outlined in the Communication Policy, EMPOWER VI Mentoring staff will create Microsoft Teams chat groups for Mentors, Mentees, and the Parents/Guardians of Mentees (who complete the Vanderbilt University Participation Agreement for Adults/Minors Under 18 Years of Age form). The table below outlines the modes of communication for participation in the EMPOWER VI Mentoring program. If you need this information in an alternative format: Mode of Communication alt format.docx 
Mode of Communication Table

	Mode of Communication
	Who Must be Included
	Purpose
	Acceptable Use

	Microsoft Teams chat group 
	EMPOWER VI staff member, Mentor, Mentee, Parent/Guardian. 
	In compliance with guidance from Vanderbilt’s Protection of Minors Liaisons, an EMPOWER VI Mentoring staff member must be included in all Teams chats to ensure the safety of all participants.
	The Teams chat groups will be used for:
· documenting the date and time of scheduled mentoring sessions, 
· accessing the video or call functions within the chat to initiate the pre-scheduled mentoring session, 
· notifying members within the chat if someone is running late or needs to reschedule a mentoring session, 
· EMPOWER VI staff to share program materials and resources with Mentees, Mentors, and Parents/Guardians.
· Communication between all participants, including mid-month check-ins.


	Video or Audio call within Teams Chat 
	EMPOWER VI staff, Mentor, Mentee
	For communication between the Mentor and Mentee for monthly mentoring sessions. Please note that an EMPOWER VI staff member may need to jump into meetings at any time. 
	Video or Audio calls within Teams chat:
· Can only be conducted if they were pre-scheduled and agreed on by the Mentor, Mentee, Parent/Guardian, and EMPOWER VI staff.
· Should not include the Parent/Guardian.
· May include an EMPOWER VI staff member.
· Meeting should be bi-monthly and at least 30 minutes in length.
· Meeting recordings or screenshots of the Mentoring Session are not permitted.

	Phone or Email
	Mentors, Mentees, and Parents/ Guardians may communicate only with EMPOWER VI Mentoring Staff by these means.
	This mode of communication allows program participants access to the EMPOWER VI team for questions, concerns, or support. 
	Email or phone communication between program participants and EMPOWER VI staff is to be used for:
· Mentor program recruiting,
· Information and documentation sharing.
· Addressing questions and concerns.
· Identifying and addressing questions, concerns (including safety concerns), and support needs. 

	Emergency Contact
	Mentors are authorized to contact their Mentee’s emergency contact in an emergency. 
	If a Mentee experiences a medical emergency during a Mentoring Session, the Mentor is authorized to call the Mentee's emergency contact. 
	Parents/Guardians will provide EMPOWER VI staff an emergency contact as part of signing required agreement forms. This number will be shared with the Mentor matched with the Mentee to be used only in the event of an emergency.


Technical Issues or Missed Meeting
Mentees and Mentors who are running late for their meeting are asked to put a message in the shared chat when possible. Mentees and Mentors experiencing technical issues that prevent access to Teams are asked to send a text to 615-447-8508 or send an email to katrina.g.dubree@vanderbilt.edu. Staff may not be able to respond right away but will be responsible for contacting participants with updated information. If you miss the meeting, once you’re able to access Teams again, please use the chat to reschedule the session with the other participant.
Mentors and Mentees should have Teams open on the date and time the Mentoring Session was scheduled. The Mentor will call the Mentee from the shared chat. We ask that the Mentee and Mentor wait at least 15 minutes for the other person to arrive. If the other person is not able to make it and there has been no contact, end the call after 15 minutes. Please write a message in chat to mention that the meeting did not happen and needs to be rescheduled.
Both Mentors and Mentees are expected to respond to communications in the shared Teams chat within a reasonable time frame (2-3 days). Staff will attempt to contact participants (and parent/guardian, if applicable) after missed communications. If three communication attempts go unanswered or if two consecutive mentoring sessions are missed without notice, the match will be closed, and the participant will be marked inactive. Staff will make efforts to reconnect the remaining participant with a new match when possible.  
Safety
As outlined in the Mandatory Reporting policy and procedures, every member of the University community (including Mentoring Program participants) is required by law to report known or suspected instances of the abuse or neglect of Minors. In addition, we encourage all participants to reach out to EMPOWER VI staff if there are ever safety concerns or feelings of discomfort. Neither Mentors nor Mentees are required to remain on a Teams call if they are feeling uncomfortable. Additionally, if another participant initiates communication outside of authorized modes of communication (outlined above), please do not respond. Instead, please contact EMPOWER VI staff as soon as possible. 
Online Etiquette Guide for Participants and Parents/Guardians  
You are invited to be part of Vanderbilt University’s online community. The same courtesy and behavior provided in a face-to-face environment is expected in our online community. We want to provide an amazing experience for each of our participants. As online learning may be new for some of you, here are some tips and guidelines. 
Parents: You can help by providing an area designated for your child’s learning and participation during Program sessions. This may include talking to other family members and siblings about “mentoring time” interruptions and distractions and supporting your child by checking in (when they are not activity in a mentorship session) about how the Program is going. Vanderbilt encourages you to reach out with any concerns. 
General Guidelines for Participants 
· Be courteous, respectful, and professional.   
· Participate. You are a valuable part of this program and your opinion matters. Don’t be afraid to speak up. Ask if you don’t know something.   
· Be timely. Gather what you need and settle into your space before logging in. Remind your family of your mentoring session schedule that day. If you must be late or leave early on rare occasions, notify your Mentor and EMPOWER VI staff in the designated Teams chat.  
· Respect your privacy and the privacy of others. Don’t post personal information about yourself or others, comments, or photographs in public settings outside the Mentoring Program like Facebook, Instagram, or Snapchat. Don’t talk about others in your Program in negative or identifiable ways – especially in public forums. Don’t forward private messages to others except when needed to keep you or others safe and when adding an adult. Don’t record, video, or capture images or voices of others. 
· Follow the communication guidelines outlined in the Communication Procedure.
· If you are struggling with the Program, or aspects of it, ask to communicate with the EMPOWER VI staff individually.   
Have fun. Enjoy learning. Take advantage of this opportunity to interact with and learn from all participants and personnel.  
 	 


Closure Procedure
EMPOWER VI Program staff will follow the closure procedures as closely as possible. However, procedures may vary based on the reasons for the match ending: 
1. At the point it is decided that a match is closing, the EMPOWER VI program staff will fill out a Match Closure Summary form and supervise and instruct all participants through the closure process. A copy of the Match Closure Summary will be stored on a secure Vanderbilt server. 
 
2. All closures must detail the reason for the match ending. The major classifications are as follows and the circumstances will dictate the procedure to be followed: 
Planned 
A planned closure is one that has been known about for a period of time. Common reasons for planning a match closure may include the match is reaching the end of the one-year commitment, and/or the goals of the match have been achieved and all parties agree to end the program early. 
Extenuating   
Extenuating circumstances for match closure are usually more sudden in nature, and beyond the control of the program and/or its participants, (e.g., relocation or moving away of a participant, or an unexpected personal crisis).  
Difficult  
A difficult match closure is due to relationship or behavioral difficulties (e.g., lack of cooperation or contact, parental disapproval, irreconcilable issues, lack of compatibility, and/or violations of program policies).  
3. In all cases, attempts will be made to have a closure meeting to include program staff, the Mentor, and the Mentee. The Parent/Guardian may attend if he/she desires. The meeting agenda should cover the following, depending on the circumstances of closure: 
· Open discussion about the relationship ending 
· Complete the closure Exit Surveys 
· Discuss EMPOWER VI policies around future contact (see Closure Policy) 
· Distribute participant Closure Letters 
 
4. In the absence of a meeting, program staff will attempt to contact all parties by phone to inform them the match is closing and how best to proceed in closing the match. Closure Letters and Exit Surveys will be emailed out to the Mentor, Mentee, and Parent/Guardian.   
5. In all circumstances, the Mentor, Mentee, and Parent/Guardian should all receive a Closure Letter stipulating the match has formally ended and any future contact is beyond the scope and responsibility of the EMPOWER VI Mentoring Program.  
6. Program staff must coordinate closure proceedings with evaluation requirements and assist in any way necessary to gather evaluation data during this process.  
7. Copies of the Closure Letters and all completed Exit Surveys will be placed in the respective Mentor or Mentee files. 
8. Depending on planned future participation in the program, the files of Mentors and/or Mentees exiting the program will be kept active or placed in the program archives.
9. An optional, virtual End of Mentorship Celebration meeting will be scheduled 1-2 months in advance of program closure and following the final mentoring meetings.   
 	 

Match Closure Summary (staff form)
Name of Mentee: 
Name of Mentor: 
Initial Match Meeting:
Closure Date:
Length of Match: 
Please indicate the circumstance by adding an “X” for the reason for match closure under the Mentor and Mentee.  
 
	Planned 
	Mentor 
	Mentee 

	Completed one-semester match 
	 
	 

	Other, specify:  
	 
 
	 



	Extenuating 
	Mentor 
	Mentee 

	Relocation 
	 
	 

	Life Change 
	 
	 

	Time/Schedule Conflict 
	 
	 

	Family/Personal/Health Issues 
	 
	 

	Other, specify: 
	 
 
	 



	Difficult 
	Mentor 
	Mentee 

	Violation of Policy  
	 
	 

	Behavioral Problems 
	 
	 

	Lack of Cooperation with the Program 
	 
	 

	Parent/Guardian Withdrew Youth 
	 
	 

	Lost Interest 
	 
	 

	Other, specify: 
	 
 
	 



Additional details concerning the closure: 
Recommend rematch (type Yes or No)? 	 
Mentor:   
Completed by: 
Date: 
	 	 
Closure Email 
(Name of Mentor, Mentee, or Parent/Guardian) 
(Address) 
 
Dear (first name), 
 
This letter is to inform you that the mentoring relationship managed by the EMPOWER VI Mentoring Program has officially ended as of (match end date). 
 
(Optional if applicable) We have made attempts to contact you via phone and e-mail to no avail and regret that we are unable to meet with you and go through a formal closure process. 
 
As the match has formally ended, EMPOWER VI no longer assumes responsibility for monitoring and supervising the match and your file will remain in inactive status. Thus, any future contact between match partners is at the sole discretion of all parties involved (Mentor, Mentee, and Parent/Guardian). Any incidents occurring due to future contact among match participants are beyond the scope and responsibility of EMPOWER VI.  
 
Thank you for your involvement in our program. We appreciate your participation. 
 
Please feel free to contact me if you have any questions. 
 
Sincerely, 
Katrina Dubree
 

Evaluation Procedure
To measure the success of the mentoring program and to ensure continuous improvements in the effectiveness and delivery of mentoring services are being made, the following evaluations will be provided. Please note that all participants will also have the ongoing opportunity to share feedback, questions, and concerns via monthly feedback forms. Unless otherwise indicated, completion of these surveys is considered an essential part of program participation. The examples below may not include all questions that will be included in the final assessments. Evaluations are subject to change based on program and participant needs. 
August: Pre-Survey (will be administered to Mentees and Mentors prior to the start of mentoring sessions):
Name:	
Date: 
1. Is there anything you would like for the EMPOWER team to know or answer before you begin the mentoring program?
2. Is there anything you would like for your Mentor/Mentee to know before you begin the mentoring program?
3. Are you looking for any particular qualities in a Mentor/Mentee (e.g., interests, identity)? We cannot ensure a match with any of these preferences but will do our best.
Rate your agreement with the following statements (Likert-scale questions: 1 = Strongly disagree, 2= Disagree, 3 = Agree, 4 = Strongly agree):
4. I believe that people who are blind or have low vision can achieve success in adulthood.
5. I am confident that I can achieve my own goals for after high school (Mentee)./ I am confident about supporting my Mentee to reach their goals for after high school (Mentor).
December: Mid-Program Survey (will be administered to Mentees):
Name:	
Date: 
How satisfied are you with the following (Likert-scale questions: 1 = Very dissatisfied, 2 = Somewhat dissatisfied, 3 = Somewhat satisfied, 4 = Very satisfied):
1. Your overall mentorship experience.
2. The effectiveness of your Mentor in helping you to reach your goals.
3. Your ability to develop a positive relationship with your Mentor.
4. The effectiveness of your Mentor serving as a role model for disability self-advocacy.
5. The support you receive from the EMPOWER staff throughout the mentorship program.
December: Mid-Program Survey (will be administered to Mentors):
Name:	
Date: 
To what extent are you satisfied with the following (Likert-scale questions:  1 = Very dissatisfied, 2 = Somewhat dissatisfied, 3 = Somewhat satisfied, 4 = Very satisfied):
1. Your overall mentoring experience.
2. The effectiveness of helping your Mentee to reach their goals.
3. Your ability to develop a positive relationship with your Mentee.
4. The effectiveness of serving as a model disability self-advocate for your Mentee.
5. The support you receive from the EMPOWER staff throughout the mentorship program.
Mentee Exit-Survey 
Thank you for participating as a mentee in the EMPOWER VI Mentoring Program. Your efforts are greatly appreciated. We are always looking for ways to improve our program and appreciate your feedback. Please complete the following online survey. 
Name:	
Date: 
Name of Mentor: 
Length of Match: 	 
How satisfied are you with the following (Likert-scale questions: 1 = Very dissatisfied, 2 = Somewhat dissatisfied, 3 = Somewhat satisfied, 4 = Very satisfied):
1. Your overall mentorship experience.
2. The effectiveness of your Mentor in helping you to reach your goals.
3. Your ability to develop a positive relationship with your Mentor.
4. The effectiveness of your Mentor serving as a role model for disability self-advocacy.
5. The support you receive from the EMPOWER staff throughout the mentorship program.
(Additional Open-Ended Questions)
6. Do you feel like your Mentor made a difference in your life (yes or no)? Please explain below: 
7. What did you find to be the most helpful aspects of the mentorship program?
8. What did you find to be the least helpful aspects of the mentorship program?
9. What could we have done to make our program a better experience for you?
10. Would you recommend the mentorship program to other students like you? Why or why not? 
Mentor Exit-Survey 
Thank you for serving as a Mentor in the EMPOWER VI Mentoring Program. Your efforts are greatly appreciated. We are always looking for ways to improve our programs and appreciate your feedback. Please complete the following online survey. 
Name:	
Date: 
Name of Mentee: 
Length of Match: 	 
To what extent are you satisfied with the following (Likert-scale questions:  1 = Very dissatisfied, 2 = Somewhat dissatisfied, 3 = Somewhat satisfied, 4 = Very satisfied):
1. Your overall mentoring experience.
2. The effectiveness of helping your Mentee to reach their goals.
3. Your ability to develop a positive relationship with your Mentee.
4. The effectiveness of serving as a model disability self-advocate for your Mentee.
5. The support you receive from the EMPOWER staff throughout the mentorship program.
Rate your agreement with the following statements (Likert-scale questions: 1 = Strongly disagree, 2 = Disagree, 3 = Agree, 4 = Strongly agree):
6. I believe that people who are blind or have low vision can achieve success in adulthood.
7. I feel the support I have provided my Mentee is effective in helping them to reach their goals.
(Additional Open-Ended Questions)
8. Do you feel like you made a difference in your mentee’s life (yes or no)? Please explain below: 
9. What did you find to be the most helpful aspects of the mentoring program?
10. What did you find to be the least helpful aspects of the mentoring program?
11. What could we have done to make our program a better experience for you and/or your mentee?
12. Would you recommend the mentoring program to others? Why or why not?
Parent/Guardian Exit Survey (optional)
Thank you for letting your child participate in the EMPOWER VI Mentoring Program. We hope your child benefited from having a mentor. We are always looking for ways to improve our program and appreciate your feedback. Please complete the following online survey.
Name:
Date: 
Name of Child:
Name of Mentor: 
Length of Match:
How satisfied were you with the following (Likert-scale questions: 1 = Very dissatisfied, 2 = Somewhat dissatisfied, 3 = Somewhat satisfied, 4 = Very satisfied):
1. The overall mentoring experience.
2. The effectiveness of the Mentor in helping your child to reach their goals.
3. The ongoing support you received from the EMPOWER VI throughout the mentoring program.
(Additional Open-Ended Questions)
4. Do you feel like your child’s Mentor made a difference in your child’s life (yes or no)? Please explain below: 
5. What did you find to be the most helpful aspects of the mentoring program?
6. What did you find to be the least helpful aspects of the mentoring program?
7. What could we have done to make our program a better experience for you and/or your child?
8. Would you recommend the mentorship program to the families of other young adults with visual impairment? Why or why not?
These surveys are subject to change based on program needs. 
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