
Sample Screening Policy 
 

Board Approval Date: __________ 
Revision Date: __________ 

 
It is the policy of the New Insights Mentoring Program that each mentor and mentee applicant completes 

a screening procedure. All staff members must be trained and required to carefully follow the screening 
procedures. 

 
At 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 Procedures 

▪​ Attend the two-hour mentor training 
▪​ Complete written application 
▪​ Check driving record and gain copy of current insurance coverage 
▪​ Check criminal history: state criminal history, child abuse registry, sexual offender registry. Same 

checks must be performed in all states resided in as an adult. 
▪​ Provide three personal references 
▪​ Complete personal interview 

 
Mentee Screening Procedures 

▪​ Attend the two-hour mentee training 
▪​ Complete written application  
▪​ Obtain parent/guardian consent  
▪​ Complete personal (mentee) interview 

 
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 program coordinator 
has final approval for an applicant’s acceptance into the program.  No reason will be provided to mentor 
applicants rejected from participation in the program.  

 
All mentors are expected to meet the eligibility criteria. However, extenuating circumstances may be 

reviewed at the discretion of the program coordinator and acceptance may then be allowed with written 
approval of the executive director and representative of the board of directors 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.  
 
Sample Mentor Screening Procedure 
 
Board Approval Date: __________ 
Revision Date: __________ 
 
In accordance with the New Insights 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 return all completed materials in the application packet given to them during the 
inquiry process including the Written Application, Information Release, Personal References, and 
Mentor Interest Survey. Proof of a valid driver’s license and auto insurance must also be provided at 
this time.  

 
2.​ A mentor file should be created for all prospective mentors who return a completed application. A 

Mentor Contact Sheet should be kept on top of one side of each file. The file should also contain the 
Mentor Assessment Summary followed by all other application materials and interview notes.  As 
each component of the screening process is completed, update the checklist on the Mentor 
Assessment Summary. 

 



3.​ Mentoring program staff members should: 
 

▪​ Make an appointment and conduct an in-person interview with the prospective mentor 
▪​ Conduct phone interviews with three personal references 
▪​ Process the driving record, criminal history, child abuse registry, and sexual offender registry 

checks 
 

4.​ Based on all information gathered above, complete the volunteer assessment and make a 
determination as to the appropriateness of the participant’s involvement in the program. 

 
5.​ Send out an acceptance or rejection letter to the applicant based on the overall assessment of 

appropriateness. 
 
6.​ If applicant is rejected, the applicant’s file should be placed into the file area of ineligible applicants. 
 
7.​ If the applicant is accepted, the mentor must complete the initial two-hour training session prior to 

being matched with a mentee.  
 
 
Sample Mentee Screening Procedure 
 

Board Approval Date: __________ 
Revision Date: __________ 
 
In accordance with the New Insights 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 mailing a 
Parent/Guardian Referral Letter, dates and times of upcoming mentee orientation sessions, and an 
application packet. It is advised that the staff do a follow-up call to the parent/guardian within 72 
hours of mailing the letter.  

 
2.​ The applicant must return all completed materials in the application packet given to them during the 

inquiry process, including the Written Application, Contact and Information Release, and Mentee 
Interest Survey. 

 
3.​ A mentee file should be created for all prospective mentees who return a completed application. A 

Mentee Contact Sheet should be kept on top of one side of each file. The file should also contain the 
Mentee Assessment Summary followed by all other application materials and interview notes. As 
each component of the screening process is completed, update the checklist on the Mentee 
Assessment Summary. 

 
4.​ Mentoring program staff must then make an appointment and conduct an in-person interview with 

the prospective mentee. 
 

5.​ Based on all information gathered above, complete the Mentee Assessment Summary and make a 
final determination as to the appropriateness of the participant’s involvement in the program. 

 
6.​ Send out an acceptance or rejection letter to the mentee or parent/guardian based on the overall 

assessment of appropriateness. 
 

7.​ If applicant is rejected, the applicant’s file should be placed into the file area of ineligible applicants. 
 

8.​ If the applicant is accepted, the mentee must complete the initial two-hour training prior to being 
matched with a mentor. 

 


