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Screening mentors provides not only a duty of
care to your mentees, program and
stakeholders; it also ensures that our young
people are surrounded by clear rules,
expectations and standards, sending a
message of safety, integrity and value.

The type of screening process a program
requires will depend upon the particular group
being mentored, the risks involved, and the
personal characteristics desired in your
mentors. Having a well established,
documented and thorough screening process
will increase the likelihood of engaging the
most appropriate and successful mentors,
whilst limiting risks to your young people.

The screening process provides us with a tool to
minimise any risks that may harm our mentees,
whilst fulfilling the goals of our program. Risks
obviously include a threat to the mentees safety,
such as abuse, physical harm, through to risks of
confidentiality and an inability by the mentor to
meet role expectations.

Your role and duty as program coordinator
requires you to manage risk at all times, not just
during the initial formal screening process.
Ongoing monitoring, review and immediate action
on issues and problems are needed in order to
stay vigilant in all areas of potential risk to your
mentees.



As covered in Factsheet 3—Recruiting Mentors,
developing a role description for your mentor will
include eligibility criteria, which will help you to
determine your selection criteria.

This may include: minimum age, employment
status, access to transport, no history of
committing a violent crime. Other key
characteristics of successful mentors include:
communication skills, empathy, and the ability to

Information session and Open Day : provide
you a relaxed environment in which to gain a
first impression about a potential mentor.

Application (written, online) : which includes
details regarding employment and volunteer
history, interests and hobbies, preferences for
the type of mentee to be matched with,
statement regarding the attributes they can offer
their mentee, list of referees, their motivation
and expectations as a mentor and details
regarding availability. Privacy/confidentiality
policy details should be made available to the
applicant at this initial stage. Set a deadline for
applications.

be flexible and open (Moodie, 2005), while being
non judgemental.

Determine the type of characteristics, skills and
values that are needed to demonstrate fulfilment
of each criterion. Include this in an assessment
checklist, providing a wuseful tool when
progressing applicants through the screening
process.

Written submission certain programs may
require a better understanding of the candidate’s
level of commitment and ability to meet the key
selection criteria. This submission may be in the
form of a couple of open ended questions or an
individual statement of suitability to meet the key
selection criteria.

Nomination process applicants may be
nominated by certain friends of the program:
professionals in the field, current mentors and
staff. The nominator completes a form in order
to qualify the nominee for potential selection.
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Referrals: from volunteering centres,
community centres or your current mentors.

Interview: the candidate should be interviewed
with a minimum of two personnel in attendance.
Be prepared and schedule a realistic time period
in which to complete a thorough interview.
Questions should cover the following areas:
attitudes, values and understanding of
mentoring, experience working with children;
details regarding employment, volunteering and
education; and personal strengths and
weaknesses relevant to mentoring. Use
scenario based questions to gain an insight into
how they would manage certain situations, and
provide an opportunity for them to ask
questions. Ensure you follow up with any issues
or questions from the written application.

Reference check: a minimum of two referees
(personal and professional) should be sort and
checked; develop a set of questions covering
skills and characteristics; strengths and
weaknesses; length of association and in what
capacity; their ability to receive feedback;
suitability for mentor role and working with
children; and other comments. Complete a form
with the collated responses and date and sign.

National Criminal History Record Check
(NCHRC): ensure you are checking the right
person by completing a 100 point identification
check as recommended by Volunteering
Australia.

http://www.volunteeringaustralia.org/files/
TGZMPB2M5Y/100%20point%
20identification%20check.doc.pdf

http://www.backgroundchecks.com.au/
criminal-records/

Working with Children Check (NSW, VIC,
WA), Suitability notice - Blue Card (QLD),
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completion of Prohibited Employment
Declaration (NSW), volunteer name check (NT).

Driving record check demerit point count,
confirmation of licence status letter and
insurance details if required.

Home assessment: relevant for programs that
are unsupervised and the chance of meeting at
the mentor’'s home is a possibility.

Orientation/induction : include details regarding
the role and responsibility of a mentor, program
vision, mission and goal, characteristics of
mentees, challenges that may arise, and
guidelines and rules of the program. Developing
a greater understanding of the task and
responsibility at hand will see some candidates
self screen themselves out of your program, and
offering you the opportunity to note attendance
and behaviour.

Agreement and signature to code of
conduct: include role expectations, adherence
to program guidelines and duty of care details.

Training: an opportunity to ensure your mentors
are skilled, whilst also offering yet another
chance for screening. Take note of troubling
behaviour, type of questions asked, group
involvement and attendance. If any concerns
are identified, immediate action can be taken to
address the issue.

Intuition: should be considered, do not ignore
your gut feeling. Investigate further and look for
other reasons for concern and seek a second
opinion. Your initial feeling may be unfounded
or the candidate may be better off in another
volunteer role or not within your organisation at
all.

Ongoing monitoring:  debriefs, reviews, training
and mentor events are a useful tool for
continued screening of your mentors.
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Check your program’s compliance with
National Benchmarks; complete the
Australian Youth Mentoring Network’s
Online Self Assessment Tool (OSAT).
Update your process accordingly.

As program coordinator it is your
responsibility to be aware, up to date and
in adherence to local, state and federal
regulatory requirements for people working
with children and youth.

Review your screening process on a
regular basis, have the review timeline
documented.

Create and regularly review a policy which
underpins your recruitment and screening
process.

Document a set of forms, templates and
checklists for screening, including: an
application form, interview questions,
reference check questions, screening
process checklist, assessment form,
agreement to code of conduct, training log
details, review questions, home
assessment checklist.

Develop a screening checklist per
applicant, to ensure all elements of the
screening process have been completed.
Keep this in the volunteers personnel file.

Throughout the listed screening activities
ensure you are assessing the candidate
against the key criteria and completing
your assessment form.

Provide good customer service to your
candidates: present thorough information
regarding screening during recruitment, be
pleasant, communicate in a timely manner
and notify unsuccessful candidates. |If
required, give feedback to unsuccessful
candidates; refer to their assessment
checklist for specific details.

The screening process not only provides
an opportunity for you to assess the
suitability of a potential mentor, it also
ensures that the candidate can decide
whether your program is the right match
for them.

Problems that may arise regarding
mentors include: not adhering to program
guidelines and policy, failing to attend
reviews and training, not remaining in
touch with the program coordinator,
inappropriate  behaviour, using poor
judgement, and becoming too involved
with their mentee and family.
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