Missouri Mentoring Partnership
Required Policies and Minimum Standards
Worksite Program

. Missouri Mentoring Partnership Mission

Missouri Mentoring Partnership (MMP) assists in preparing youth for personal
success in employment, education, healthy lifestyles and self-sufficiency through
mentored support.

Il Introduction to Required Policies and Minimum Standards
(RPMS)

Required Policies and Minimum Standards (RPMS) are the hallmarks of great social
services. These RPMS are designed to give organizations and mentoring programs
funded by the Missouri Department of Social Services (DSS) guidelines for serving
children and youth in quality mentoring programs.

These standards address the overall management of the mentoring programs and give
direction to the sponsoring agency and funded programs for sustaining their affairs in a
professional manner.

The creation of this document represents the ongoing commitment of DSS to improve
mentoring services and create a strong foundation for quality and success in the State
of Missouri. This document is considered a “living document” and will be regulary
reviewed by The Family and Community Trust (FACT) and addendums for change will
be distributed as necessary.

lll. Program Management Manual (PMM)

The Program Management Manual (PMM), which is created in part by DSS and the local
agencies and programs, is designed to provide governing Boards and staff with an
overview of the Missouri Mentoring Partnership (MMP) programs, their adopted policies,
procedures and forms.

The manual shall contain, at all times, the information needed to operate a successful
program. A copy of the PMM should be available to all staff members.

The manual is set up by individual programs and divided into “policy sections”. Each
section must contain the: (1) approved policy, (2) current procedures, (3) current forms.

Any changes that are made to the approved policy, procedures or forms should be
memorialized in the PMM.
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This historical record is also critical to understanding the history of the program and will
serve as support to any issues that might arise.

IV. History of Missouri Mentoring Partnership

MMP began as a demonstration project in 1993. The model was adapted from a
nationally recognized program in San Diego, California administered by the Coming
Together Foundation. That program brought the public and private sectors together in

a joint venture to assist young people aging out of foster care. Their goal was to assist
these young people in achieving self-sufficiency by providing a positive work experience.

MMP program began in the State of Missouri as a collaboration between the Missouri
Department of Social Services and the Family Resource Center in St. Louis. MMP is
currently a state and federally funded initiative offered through DSS. MMP operates in
multiple sites in Missouri and may have two components: Young Parent Program and
Work Site Program.

V. Missouri Mentoring Partnership and The Family and Community
Trust (FACT) Organization

FACT serves as the liaison for DSS to the Community Partnerships and other
organizations to assist in the development and monitoring of the youth mentoring
programs. Their work involves consultation and coordination with program sites.
Ensuring that the programs are adhering to the (1) scope of work, (2) adopting best
practices, (3) collaborating with the State and Community Partnerships and (4)
developing sustaining strategies are the paramount responsibilities of FACT.

Specifically, FACT:

Will review and monitor annual program proposals
Will review and oversee budgets

Will review and evaluate program progress reports
Will facilitate meetings for MMP staff

Will provide technical assistance to programs

VI. Fees

MMP shall not charge a fee to any program participant, families of program participants
or any individual, agency or organization referring youth to the program. In those
instances where it is determined that a prospective participant is not eligible for services,
no fee shall be charged for a referral to another agency, organization, service or
individual.

2|Page Rev. Oct 1, 2019



VIl. Worksite Program Overview

This component of MMP offers mentored, employment opportunities to youth ages

15 7 - 26, who have experienced out of home placement, court supervision or other
difficult life challenges. The vision is to equip these young people with the tools necessary
to become self-sufficient by becoming employed and to gain skills to function in today’s
workforce.

MMP supports the youth completing their education, through caring adults who serve as
work site mentors and the support of a Youth Development Specialist (YDS).
Responsibilities of a YDS may include collaborating with community members, taking
part in training sessions, monitoring students at risk, implementing youth development
programs, and coordinating staff and volunteers.

MMP provides job readiness training classes for youth to prepare them for their work
experience. The program recruit’'s area businesses (Corporate Partners) that agree to
hire qualified youth candidates and the company selects an employee to serve as their
work place mentor.

VIIl. Worksite Program Required Policies and Minimum Standards

1. The sponsoring organization and funded program must operate in compliance
with applicable laws.

1.1The sponsoring organization must be incorporated within the state of Missouri

1.2The sponsoring organization must be a not-for-profit tax-exempt status

1.3The sponsoring organization must keep minutes of all corporate meetings and
specifically not when the funded program policies and standards are accepted
or altered.

2. The sponsoring organization must adopt the MMP mission for the funded
program and ensure that all decision making and assessment of the program
are in alignment with the program’s mission.

3. The sponsoring organization must ensure that the program maintains an up to
date Program Management Manual (PMM) that contains (1) all Board approved

policies in accordance with the RPMS (2) current program procedures for each
RPMS and (3) program forms for each RPMS.

The following is a list of the RPMS:
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3.1 Worksite Youth Eligibility Policy:

Must be between 15 7% - 26 years of age

Must have experienced out of home placement, court supervision or other
difficult life challenges

Must be willing to attend school, working toward a high school diploma or
HISET or involved in post-secondary training (vocational or higher education)
Must not be subject to income requirements

Policy must address eligibility for special needs youth, mental health concerns
and/or history of substance abuse or justice involvement

3.2 Corporate Mentor Eligibility Policy:

Must be an adult (18+) employee of the corporate partner

Must not have a substantiated child abuse and/or neglect charge

Must be willing to give a 12-month consulting/engaged commitment to the
program

Must be willing to engage with the youth for at least 15 minutes a week

Must have a policy to address the eligibility of mentors who have a criminal
background, history of mental health concerns and/or history of substance
abuse

3.3 Worksite Youth Intake and Assessment Policy:

Referrals should come to the program from a school, faith-based organization,
social services, juvenile office, Children’s Division, Division of Youth Services,
self-referral, etc.

Must complete an Application

Must sign the Worksite Youth Participation Agreement form with parent’s
consent, if a minor

Must sign the Release for Liability Agreement form

Must sign the Consent for Release form

Must sign the HIPAA Notice of Privacy Practices Acknowledgement

Must participate in an Interview

Must sign the Permission to Use Photograph, before image or audio can be
used by the organization

Must complete the job readiness pre-test

Must complete the job readiness training, if required, prior to matching

Must complete an assessment on each youth client

3.4 Corporate Mentor Intake and Assessment Policy:

Must complete an Application
Must complete a Child Abuse and Neglect Check, Family Care Safety
Registry, and Missouri Highway Patrol Check
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e Must be referred to the program by the corporate partner

e Must complete an Assessment on each Volunteer Corporate Mentor and make
recommendation to accept or deny

e Must participate in an Interview and Orientation

e Must complete an Initial Mentor Training before matched up with young client

3.5 Corporate Partner Policy:

e Prior to interviewing worksite youth, the Corporate Partners must sign a
Corporate Partners Plan agreeing to:
o ldentify jobs for youth that are likely to be year round
o Interview the youths that are sent to them
o Refer mentors for the hired youth
o Name/appoint a Corporate Coordinator, who can be an active mentor,
to work with the Worksite Mentoring Coordinator
e The MMP sponsoring agency must maintain a file and the following must be
maintained in the file:
o Corporate Partner Agreement
o Contact information on the corporation and the Corporate Coordinator
o Record of all conversations with the corporate partner
o List of all youth who have been referred to the corporate partner and
the status of each worksite youth — referred, employed, voluntary
termination, involuntary termination

3.6 Worksite Youth /Mentor Matching Policy:

e Must match with a Mentor

e Must sign a Match Agreement form between the worksite youth and the
corporate mentor

e Worksite youth must be hired before matching with a Corporate Mentor

3.7 Match Supervision and Support Policy:

e Must talk with the worksite youth and corporate mentor:
o Every week for the 15t month
o Two times a month in the 2" month
o Once a month from 3" month and beyond
e Must complete a worksite youth evaluation before the end of the 3" month
e Must complete a Goal Objective Reporting form (GOR) for the worksite youth
within 45 days of being matched, the GOR must be updated at least twice a
year
e Must summarize conversations with worksite youth and corporate mentors
following each contact and sign the GOR and date
e Policy must include Individual Goals for each worksite youth
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Goals for each GOR should include but not be limited to:

o Specific: Well defined, clear, and unambiguous

o Measurable: With specific criteria that measure progress towards the
accomplishment of the goal
Achievable: Attainable and not impossible to achieve
Realistic: Within reach, realistic, and relevant
Timely: With a clearly defined timeline, including a starting date and a
target date.

3.8 Match Closure Policy:

e Must attempt to have a Closure Conversation with each matched party

e Must write up a Closure Summary on the Worksite Youth and the Mentor
o Note the date of closure
o Reason for closure
o Note if either party is considered eligible for re-matching

3.9 Reporting Child Abuse and Neglect Policy:
e Must train program volunteers and corporate mentors on their responsibilities
for reporting suspected Child Abuse and Neglect
e Must notify program staff of any initiated Hotline calls as soon as possible
e Must create steps for making and documenting Hotline calls
3.10 Maintaining Case Records Policy:
e Must maintain one file per worksite youth and one file per corporate mentor

e Must restrict access to files to only assigned Case Manager, Supervisors,
Other Staff / Board “as needed” and DSS or FACT

3.11 Collateral Information Policy:
e Must outline additional information that can/should be collected in order to

make a determination about the eligibility of a worksite youth or corporate
mentor or providing ongoing services and involvement with the program

3.12 Confidentiality Policy:

e Must outline what is protected under the confidentiality policy, the limits of
confidentiality, including turning information over to legal authorities and the
consequences of violating confidentiality
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3.13 Overnight Policy:

e Must forbid overnights or create standards in which overnights would be
acceptable. If overnights are acceptable, there must be a process for
monitoring the overnights in the supervision and support policies, processes
and forms

3.14 Transportation Policy:

e Must forbid mentors from transporting worksite youth or create standards in
which providing transportation would be acceptable. If providing transportation
is acceptable there must be a process for monitoring the corporate mentor’s
driver's license and insurance in the supervision and support policies,
processes and forms

e Must also outline, consistent with current Missouri laws, the requirements for
transporting the children of the worksite youth

3.15 Out of Town Travel Policy:

e Must forbid out of town travel of worksite youth and mentors or create
standards in which out of town travel would be acceptable. If out of town travel
is acceptable, there must be a process for monitoring the out of town travel in
the supervision and support policies, processes and forms

3.16 Communicable Disease Policy:

e Must create policy, consistent with current Missouri laws, for accepting
worksite youth and corporate mentors who might have a communicable
disease or contract one while matched. The policy must include the process
for handling notification to young parents and mentors

3.17 Volunteer Update Policy:

e Must update Child Abuse and/or Neglect Checks, Family Safe Register and
Missouri Highway Patrol checks every two years

e Must outline method for updating driver’s license and auto insurance if mentor
is allowed to transport worksite youth

3.18 Eligibility Exception Policy:
e On very rare occasions the Worksite Mentoring program might feel a need to

make an exception to the eligibility policy for an individual
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o The “exception” must be justifiable, in writing and not create substantial
risk to the worksite youth or program

o All “exceptions” must be approved by the sponsoring agency executive
leader and the local MMP Director

o The number of exceptions made in a given year must be reported to the
liaison organization, FACT, and they reserve the right to review the
associated files and documentation

3.19 Alternate Standards Policy:

Must submit request for an alternate standard in writing to FACT following the
approval of the Board

Must include the date of approval and must be verifiable by Board minutes
FACT will review alternate standards request and respond in writing with a
determination of approved, disapproved or recommendation to modify

FACT may seek clarification during the review process by requesting
additional information or scheduling a meeting

If the alternate standards request is approved, it must be maintained in the
Program Management Manual (PMM)
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