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Dear Mentor, 
 
I am delighted to welcome you to the Mentoring Team.  Without dedicated, 
committed, caring individuals such as yourself many people newly released 
from prison would continue to receive little or no support through, what are 
for many,  the most difficult times in their lives as they adjust to life outside 
the prison regime and to massive changes in their personal circumstances.  
 
These changes can often lead to a cycle of reoffending which impacts on the 
person as an individual, their family and the wider community.  
 
We very much hope the time you give as a mentor will make a massive 
difference providing unique support in resettling back into the community and 
adjusting to a life free from crime. 
 
This Mentor handbook has been designed for you to use as a handbook 
throughout your Mentoring career. 
We have tried to give you as much information as possible about the 
Mentoring Project, however, when you are matched with a mentee that is 
when the learning really begins. 
 
We have included sections to keep your notes and handouts from the training 
sessions you attend and also sections for your notes on supervisions and 
action plans. 
 
We hope the handbook is something you will actively use, as a reference 
point, somewhere to store your useful information, phone numbers and 
correspondence. We hope you will also it to help with your own personal 
development, using it to boost your CV or personal portfolio.  
 
If at any point you are unsure or have any concerns please contact either 
myself or a member of the team. 
 
Good Luck and Thank You……. 
 
Vicky Olsen 
Project Manager 
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Introduction 
 

In January 2011, Merseyside Offender Mentoring successfully bid for one of 
two pilot tenders, commissioned by the National Offender Management 
Service (NOMS) through Clinks (national membership body that supports the 
involvement of voluntary and community organisations in the Criminal Justice 
system. It promotes policy development, training etc) to deliver an informal 
mentoring project to offenders, as part of a broader strategy to reduce re-
offending.  Merseyside Offender Mentoring, (alongside Catch-22, the other 
successful bidder), has been awarded a grant to set up and deliver the 
project between April 2011 and June 2012.  
 
The aim of the Project is to give support to prisoners whilst they are serving 
their sentences by identifying potential issues which may lead to re-offending. 
Referrals from inside the Prison are received from Community Prison Officers 
who work on each wing to ensure positive resettlement back into the 
community. Each referred prisoner, who commits voluntarily to the informal 
mentoring project, is interviewed and self assesses their own needs.  Our two 
project workers, Alicia St Hilaire and Adam Connelly undertake the face to 
face interviews, building a positive relationship with the prisoner to help them 
in identifying their needs on release. 
 
Our initial target group was non-statutory offenders serving sentences of 12 
months and under, but to date our referrals are split between non statutory 
and statutory offenders (those who will have probation manager assigned) 
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which has given us the opportunity to extend the work we carry out with the 
Probation service in Merseyside. 
 
What makes this project unique is that Merseyside Offender Mentoring has 
an extensive knowledge and good working relationship with hundreds of 
relevant service providers in the Merseyside area and the staff team can put 
together a personalised support plan for the prisoner who they then meet on 
release at the gate. This is a crucial time for the ex-offender and a time when 
re-offending is an easy option. With follow up support from the Project staff or 
in the form of a volunteer mentor, the transition from prison life to living a life 
free from offending behaviour is hopefully made easier with the support the 
Merseyside Offender Mentoring Project can offer. 
 
The Project has worked hard to forge strong partnership relationships with the 
Councils, Police in Merseyside, with the Probation Trusts and the HMP 
Liverpool. Holding regular meetings, giving feedback and being part of a local 
and wider co-ordinated approach to offender management, the Project  
has gained trust and continues to build working partnerships to reach our 
aims and outcomes. 
 
We have already had success stories, and positive feedback from the ex 
offenders and their families about how the support they have received has 
really helped. One of our Mentee’s ‘Jack’ who Adam met at the gate on 
release and was planning to live in a B & B. Adam took ‘Jack’ to one of 
supported housing schemes and I followed up this contact with a further 
meeting and phone calls. Jack has a background of alcohol abuse and 
wanted to pass on this feedback. He said, 
 
 ‘Without this support on release, I wouldn’t have lasted the week. My 
thoughts in prison on what I might do when I got out were not realistic and 
Adam met me and straight away understood what I needed support with.  I 
really can’t thank him enough. 
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The Mentee 

 
The majority of our ’Mentee’s’ are newly released prisoners from HMP 
Liverpool, who are residing across Merseyside. 
 
Our target client group are those serving under 12 month sentences who are 
known as ‘Non Stat’ offenders, but we also work with offenders who have 
served 12+ sentences who are known as ‘Stat’ offenders. They have the 
support of a probation manager and are serving the remainder of their 
sentences on licence from prison. 
We also occasionally support prisoner out of our areas and have worked with 
prisoners released from prisons around the country returning to Liverpool. 
 
All our Mentee’s are referred to us through the prison system of community 
prison officers and want to positively engage with us. We ask each prisoner 
to assess their own needs whilst still serving their sentences with a view to 
facing up to some of the issues they may face on release. 
 
Our staff meet prisoner and walk them through the gate where we have a 
support plan of services for them which may aid their resettlement. 
 
Non Stat prisoners receive the least support whilst serving their sentences, 
and are often the group who are vulnerable to re-offending on release. Many 
have re-offended numerous times and this behaviour can develop into a cycle 
of behaviour which becomes more difficult to change as the offender 
becomes part of what is known as the ‘revolving door’ process of continually 
being re-arrested and moving in and out of prison.  
 
Some of the offenders are known as ‘PPO’s or Prolific & Priority Offenders. 
These offenders are well known to the Police and will be under the Police 
radar on release from prison as they have a long history of re-offending. The 
Police will take an interest and a back seat if they know a PPO offender is 
engaging positively with the project and are also keen to see the positive 
changes.  
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What is a Mentor? 
 
The word ‘Mentor’, which takes its name from a character in Greek 
mythology, is a term which is now very commonly used. Dictionary definition 
for a Mentor is a councillor or guide. The best way to describe what a Mentor 
is and does is probably best put into words by some of our current Mentors, 
who put together the following statements in recent training sessions: 
 

‘A Mentor should guide and steer someone in the right direction. 
They should be a friend who helps empower the individual to help 
themselves.’ 
 
‘Through positive communication, a Mentor is someone who guides and 
supports someone to achieve their goals and is a stable influence.’ 
 
‘A Mentor is a role model and a friend. They help their Mentee to 
develop their personality and be the best they can, they also make 
the Mentee feel important.’ 
 
‘A Mentor is a trusting friend who won’t judge you, but will help 
you overcome any difficulties and realise your full potential.’ 
 
‘A Mentor will guide you along the right path by 
sharing their life experiences.’ 
 
‘ Mentoring is a supportive and trustworthy relationship that 
empowers and encourages the natural potential of an individual 
by listening, understanding and guiding.’ 

 
Anyone can be a Mentor if they are enthusiastic, patient, can relate to ex-
offenders and can make the necessary time available on a regular basis. The 
Informal Mentoring Project is not the only scheme of its kind in the country, 
supporting ex-offenders, but it is unique in the way we work in partnership to 
offer support during the prison sentence, through the gate and further into 
release.  
 
 

 
 



 

Copyright © 2014 Sefton Council for Voluntary Service                                                                                         

 
Commitment 

 
All Mentoring relationships have a beginning, a middle and an end. The exact 
details of each relationship will vary depending on circumstances. Mentoring 
must be regarded as a long-term process with a meeting or contact each 
week. We understand people take holidays, and cover is provided by your 
Mentoring Co-ordinator who will maintain contact with your Mentee. An 
average Mentoring relationship may last around three to four months, but 
this is assessed by individual need and may vary It is important that Mentors 
remain interested and committed. Remember many of the people we work 
with have been let down continuously, and their Mentor is there for them 
giving their time and commitment. 
 
We do ask that you meet weekly with your Mentee, and spend around an 
hour with them. Some Mentors spend a little more time depending on what 
they are doing that particular week. As your relationship builds up, you may 
feel that you want to spend more than an hour. Remember that boundaries 
are very important as a Mentor. Boundary issues will be covered in greater 
detail in our first core training session. Maintaining an appropriate 
relationship with your Mentee is first and foremost, you as the Mentor are 
there to steer the relationship in the right direction. 
 
The Mentor/Mentee relationship should only come to an end when all parties 
agree that everything has been achieved on the Mentee’s action plan, and 
the Mentee feels more confident and has made improvements. Many Mentors 
and their Mentees stay in touch after their match has officially ended. After 
all it is only natural to want to keep up to date on how your Mentee is now 
progressing. 
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Mentor Enrolment and Training 
 
 

After receiving your completed application, references and completing your 
CRB form, we will invite you for an informal interview to discuss Mentoring 
and give us an opportunity to meet you in person and get to know you a little 
better.  
 
We will also at this point invite you attend a Mentor Training Programme. 
These training courses are usually held during the day however we are keen 
that all our newly enrolled Mentors attend induction and all core training 
sessions, so alternative arrangements can be made if necessary. We do not 
match Mentors until they have completed all core training sessions.  
 
We have designed the training to give Mentors confidence in their own 
abilities, and to equip you with some further information about the issues 
surrounding young people. Our course contents are as follows: 
Mentor Induction  - A chance to meet some of the other newly enrolled 
Mentors and staff. Also some of our partners from the prison, police and 
probation may be on hand to explain their role in offender management and 
support.  We highlight your own personal skills for Mentoring, what the term 
‘Mentoring’ means, we discuss case studies and look at some basic 
guidelines. 
Core Training Session One - Here we look further into some of the 
guidelines, looking at boundaries in the Mentoring situation. 
Core Training Session Two – We look at communication skills and styles, 
we look at listening skills, how we can best communicate with our Mentee’s 
and how the Mentoring Project communicates with you. 
Core Training Session Three – This session looks at the offender, the 
pathways to re-offending, the supportive needs in relation to Maslow’s theory 
in Mentoring.  
Core Training Session Four – We focus in this session on how to set goals 
for our Mentee’s and how to manage and instigate change, we look at how to 
set an action plan and how to use supervision and support from your 
Mentoring Co-ordinator to map the Mentoring relationship. 
Core Training Session Five – This session looks at the Criminal Justice  
System and how our partnering agencies play differing roles in the offenders 
life at varying stages. 
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Certificates will be issued on completion of these courses. We also run other 
ad-hoc training sessions throughout the year on various issues affecting ex-
offenders, and we will invite you to attend when scheduled. 

 
Mentor Support 

 
All Mentors will receive ongoing support and advice from our qualified staff. 
Once enrolled as a Mentor you will be assigned to a Mentoring Co-ordinator, 
who manages and works with a caseload of young people and Mentors. They 
arrange the matches between the young person, and you the Mentor. They 
will introduce you to the Mentee you are being matched with and help you 
work with them to achieve their goals by working on agreed action plans. 
 
Your Mentoring Co-ordinator will contact you weekly to ensure all is going 
well with your Mentoring relationship. At this point it is worth mentioning that 
it would be helpful if you could give your Mentoring Coordinator the best 
telephone number and most convenient time to contact you each week. The 
Mentoring Project promotes positive communication throughout the scheme, 
including staff, Mentors and Mentee’s.  
Your Mentoring Co-ordinator will keep you up to date with the up coming 
events, meetings and training. Wherever possible we will write to you giving 
as much notice as we can, and ask that you confirm your attendance by 
telephone, as sometimes organising these events, and venues is difficult 
without knowing numbers. 
 
Mentoring Co-ordinators will also arrange to meet with you regularly for a 
supervision meeting to talk frankly about how you feel you are progressing as 
a Mentor. Your Mentoring Co-ordinator is also your first point of contact for 
any help you need, any questions you have, any advice you need or any 
concerns you have. They will also keep you updated with any further 
information about your Mentee that is relevant to your Mentoring 
relationship. 
The Project also operates a 24 hour support system to enable you to discuss 
any concerns that may arise outside of normal office hours. 
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Matching You With a Mentee  
 
How do we decide person we are going to match you with? This is a 
frequently asked question, and yet the solution is very simple. We do look at 
your skills, personality and experiences and look at who you would be best 
suited to. There is no magic formula to this or complicated computer 
matching system. It has been proven that the best pairings have been the 
result of instinct and feelings of the Project staff combined with their 
experience and knowledge of the client group we are working with. 
 
Before you are matched with your Mentee for the first time, which can be a 
daunting experience, your Mentoring Co-ordinator will meet or speak with 
you beforehand to give you some background knowledge about your Mentee. 
Usually this information will be where they are from, what their background 
is, some basic background information about their circumstances and what 
things you and the Mentee will be working to achieve. 
 
Your Mentoring Co-ordinator will introduce you both, and be there to help 
break the ice. They will also help to write an action plan, which will give you 
both a foundation for your Mentoring relationship. Giving you and your young 
person realistic goals and targets to work towards will not only give you both 
something to strive towards, but will measure both your success as your 
relationship progresses. 
 
People always ask where meetings between Mentor and Mentee take place. 
Of course we ask that you meet once a week, and one of the big benefits to 
our project is that you can arrange times and days to suit you both. We give 
many guidelines to Mentoring, and where your meetings are concerned we 
suggest that you meet somewhere that is public, neutral and where you can 
both talk. McDonalds is a very popular venue, however we do suggest you try 
to vary the location of your meetings.  
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Communication 
 
 
Working with this particular client group can often be difficult. You as the 
Mentor in the relationship have the hard task of maintaining that relationship 
and being proactive as far as instigating conversation and knowing when to 
listen. 
 
It’s not unusual for a Mentee to test the boundaries of your Mentoring 
relationship. Don’t be disheartened by this, its all part of the challenge of 
being a Mentor. It would not be unusual for your Mentee to change 
telephone numbers or not answer your calls, refer back to the project, where 
we will do our best to maintain contact with the Mentee or other workers or 
agencies who may be involved. 
 
In a recent survey conducted, some Mentors said that they weren’t keen 
when their Mentee didn’t show for meetings.  A week is a long time in a 
Mentee’s life, with so much happening and going on around them. It is a 
natural thing for them to forget the date and time of your next meeting. Keep 
in touch in between your meetings, giving them a quick call or better still, a 
text message. This will not only remind them of your meeting, but let them 
know you are genuinely interested in them and care. 
 
Body language is another way of communication that is very important in 
Mentoring. Body language sends out so many different signals, and is often 
the way that most of us communicate without being immediately aware of it. 
Try and look at the way you and your Mentee are communicating to each 
other using body language. Closed body language, putting up barriers with 
crossed arms and heads down can be very easily counteracted by your body 
language being open and showing interest. Facial expression also gives a lot 
away. We can often tell someone’s mood by the look on their faces. Also look 
at mannerisms and eye contact. Body language is not something that is 
taught, but your intuition and subconscious will guide you. Being aware of 
your own body language and what signals you are sending to your Mentee is 
something that will help you improve your own communication skills.  
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Useful Information for Mentors 

 
 
As a Mentor, you will fill a gap in your Mentee’s life which is unique and like 
no other. Many of our Mentee’s have professionals such as Police Officers and 
Probation Managers in their lives dealing with their issues and problems. The 
general attitude can often be that these people are paid to work with them, 
so often have little impact. A Mentor on the other hand gives their time 
voluntarily. This shows the Mentee that there is a genuine interest in them, 
and as a result, they are more likely to trust and open up to you. Many of the 
partnering agencies see Mentoring as filling the missing link in a chain, where 
offender management is concerned and describe the results as invaluable. 
 
Many new Mentors ask what should they talk about with their Mentee. Get to 
know them as a person. Find out about their hobbies and interests or what 
they do in their spare time. Encourage them to fill their spare time positively 
and take an interest in their situation. It is important that you remain non-
judgmental at all times. You may have your own personal views on certain 
subjects, but encourage the Mentee to express their views. Value their 
opinions and beliefs, they may conflict with your own, but remain open 
minded, you may learn to look at things from another perspective. You will 
have an action plan in place, which you and your Mentee will have put 
together with your Mentoring Co-ordinator. Look at how as a Mentor you can 
help with these goals. The action plan is the foundation to your Mentoring 
relationship. 
 
Remember Mentoring is not about solving problems yourself. Mentoring is 
about building up a relationship and helping your Mentee to identify their 
own solutions. You are part of a large team and will be working along side 
others to help your Mentee achieve the goals they have set themselves.  
 
Mentoring will be learning experience for you as well. You will gain a range of 
new skills from being a Mentor. Many Mentors have said they look at some 
issues differently and from a different perspective. Many said they have 
improved their listening skills, and some even said they have taken the skills 
they have learned and improved relationships with their own friends, family 
and colleagues. The results will speak for themselves as you see your Mentee 
move forwarded positively. 
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Agreements And Policies 
 
 
It is important that we lay down guidelines so that volunteers can operate 
within a clearly defined framework. These guidelines can provide a level of 
security and protection for all participants of the Mentoring Scheme. The 
following states the basic requirements and standards of both volunteers and 
staff participating on the project. 
 

Volunteer Mentor Agreement 
 

1. To respect other volunteers, staff and participants on the Mentoring 
Project, this includes maintaining confidentiality. 

 
2. To attend training, activities and meetings when necessary. If unable to 

attend please inform the Mentoring Project administration staff to give 
sufficient notification for alternative arrangements to be made. 

 
3. To promote a positive image of Merseyside Offender Mentoring at all 

times.  
 

4. To observe the rules of Health and Safety and general conduct at all 
times. 

 
5. To communicate issues, complaints or problems to the Project Co-

ordinator using the correct channels. 
 

6. To remain committed to the Project, with the best interests of the 
young person taking priority at all times. 

 
7. To maintain weekly contact, via telephone preferably, with your 

assigned Mentoring Co-ordinator. 
 

8. As a Volunteer Mentor I agree to meet my mentee on a weekly basis. 
 
Name (Please print) …………………………. 
 
Signed ………………………………………..                Date…………………….. 
(Volunteer Mentor) 
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Mentoring Project Commitment 
 
 
 
1. To treat you, the volunteer Mentor with respect and appreciation. 
 
2. To provide clarity on the organisation, Project and expectations of you as 

a Mentor and volunteer. 
 
3. To provide you with valuable structured training, dealing with relevant 

and important issues to Mentoring. 
 
4. To look at your personal development throughout your time as a 

volunteer with the Mentoring Project. 
 
5. To return your telephone calls and respond to written communication as 

soon as possible. 
 
6. To pay out of pocket expenses, as agreed, on a monthly basis and on 

production of valid receipts. 
 
7. To provide full support and supervision by Project Staff including a 

weekly call and regular progress and supervision meetings. 
 
8. To respect your privacy, confidentiality and rights as an individual. 
 
9. To listen to your feedback and comments, and where appropriate act 

upon it in a positive and productive way to meet the needs of the 
Mentoring Project and improve on our practices. 

 
 
 
 
Signed                      Date ………………….. 
 
Mentoring Co-ordinator 
Informal Mentoring Project 
Merseyside Offender Mentoring 

 
 
 
 



 

Copyright © 2014 Sefton Council for Voluntary Service                                                                                         

 
Mentoring Project Policies 

 
 

 
Staff and volunteers must be constantly vigilant in their dealings with 
prisoners and Ex-offenders. Merseyside Offender Mentoring is committed to 
providing a safe and supportive programme for their client group who are 
often vulnerable and who will begin to trust the adults around them. As part 
of this process, close relationships may develop. To ensure these 
relationships are not abused, the Mentoring Project Policies and Procedures 
must be adhered to. 
 

 
1. Confidentiality 

 
a) Do not divulge any information relating to Ex-offenders without 

seeking advice from your Mentoring Co-ordinator. 
 

b) Ensure your Mentee is aware that you may need to discuss certain 
issues with Project Staff, i.e. serious allegations or disclosures. 

 
c) Do not issue your own or anyone else’s telephone number without 

prior consultation with the Project Co-ordinator or Mentoring staff 
team. 

 
 
 
2. Money and Gifts 

 
a) Giving or receiving gifts of money or other items to or from your 

Mentee is discouraged. Gifts should not be offered or accepted 
without prior discussion with Project Co-ordinator or Mentoring staff 
team. 

 
b) Lending or borrowing money to or from your Mentee is not 

permitted. 
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3. Interaction with Ex-Offender 
 

a) Violent, threatening or intimidating behavior, nor abusive language 
will not be tolerated by staff, volunteers or Mentee’s 

 
b) Do not use personal, political or religious views to impress or 

otherwise influence your Mentee. 
 

c) Do not make promises or appointments with your Mentee that you 
cannot keep. If a cancellation is necessary, you must inform the 
Mentee or a staff member as soon as possible and apologise. Always 
rearrange the appointment. 

 
d) Always respect the right of your Mentee to refuse an offer of help. If 

this pertains to a risk issue, the matter must be referred to the 
Mentoring Co-ordinator immediately 

 
e) Never use drugs around your Mentee Never offer to supply any kind 

of drugs, illicit or legal such as medication. 
 

f) Smoking and offering cigarettes to your Mentee is discouraged. 
 

g) Drinking of alcohol is not permitted by Volunteer Mentors or 
Mentee’s. 

 
 

4. Personal Relationships with Ex-offenders 
 

a) Maintain appropriate boundaries. No sexual or physically intimate 
relationships with Mentee’s are permitted. 

 
b) Relationships with Mentee’s shall be monitored at all times by the 

Project Co-ordinator or Mentoring staff team. 
 

c) Any breach of the Mentoring Project Policies and Procedures may 
result in immediate suspension from the Project pending an 
investigation by Mentoring Project Management and any relevant 
agencies such as the Police. 

 
 
 

 
d) In the case of an unlawful behaviour, the matter will be referred to 

the appropriate authority (eg. the police / Social Services). 
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e) It is inappropriate to allow a Mentee to visit your home. If a request 

or visit is made, you must consult the Project Co-ordinator or 
Mentoring staff team immediately. 

 
f) All volunteers Mentors will be subject to an Enhanced CRB check. 

This check will be reviewed on a regular basis. 
 

 
Lone Working Guidelines – Mentoring Staff &Volunteer Mentors 

 
Introduction 

 
Merseyside Offender Mentoring’s Informal Mentoring Project aims to be 
incident free, which we will put down to good management, close supervision 
and training. We feel that with numbers increasing and the expansion of the 
project, the idea of lone working guidelines for our staff and volunteers is 
another step towards improving the service we give to all our staff, 
volunteers and Mentee’s. 
 
The role of the Volunteer Mentor at Merseyside Offender Mentoring is to 
support a Mentee after release from prison which is often a difficult time in 
their lives. Working on a series of action points with their Mentee in order to 
progress them socially and enable them to explore new ways of overcoming 
barriers, coping with difficult situations, to befriend and inspire them as a role 
model. 
As many of the meetings take place in neutral environments without direct 
supervision, this policy on working alone will help to clarify professional 
working boundaries and ensure the mentor is aware of risks and to help 
provide clarification on situations whilst ensuring the safety of both Mentor 
and Mentee take priority at all times. It will not provide clarification on all 
situations, but will provide useful general guidelines. 
 

 Mentors should consider their own safety at all times and that of their 
Mentee and should assess the risk implications of each situation. 

 All reasonable means should be used to provide communications with 
Merseyside Offender Mentoring Mentoring staff in emergencies such as 
mobile phones and out of hours contact. 
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Risk Assessment 
 
It is impossible to avoid all risks or to account for any given situation. It is 
however part of Merseyside Offender Mentoring’s health and safety policy to 
provide safe working guidelines and adopt an attitude which looks at the 
safety and security of our Volunteer Mentors and Mentee’s at all times.  
When working alone with Mentee’s the following should be considered when 
planning your meetings: 
 

 Where is your meeting taking place in relation to contact with the 
organisation and other staff. 

 Availability of communication and relative speed of response. 
 The chance of aggression, violence or abuse. 
 The risk of accusation without witness’s present. 
 Risks involved travelling to and from a location. 
 History of the Mentee and comments from other Mentoring Staff. 
 The nature of the meeting. 

 
 
Mentors  
It is inevitable that some Mentors may meet their Mentee within a close 
proximity to their or their Mentee’s home. The Mentoring Project suggests 
that the Mentor never enters the Mentee’s home. This will reduce the risk of 
any problems occurring in the Mentee’s home and will also ensure that the 
Mentor does not engage in any conversation or activity, which may 
compromise the Mentor/Mentee relationship. We do however feel that 
entering into the Mentee’s home crosses the boundary of the Mentors role 
and is not pivotal or crucial to the progression of the Mentee.  
We also stipulate that under no circumstances should your Mentee 
ever visit your home. 
 
Driving & Car Use 

 
The Mentoring Project does not allow Mentee’s to be in your vehicle at any 
time. With added costs of insurance cover and the risks involved with car 
use, we suggest your meetings are held at a place mutually convenient to 
you both and where the Mentee can easily access without incurring too much 
cost. 
 
 
Travelling to your meeting by car is of course permitted, but please take 
extra care when parking and walking back to your vehicle after meetings. 
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Mobile Phones and Communication 

 
Merseyside Offender Mentoring will loan you a mobile phone with which you 
can contact your Mentee. This is so you don’t have to divulge your personal 
number but maintain regular contact. We will top up your loan phone and 
details will be given to you prior to matching you with a mentee. All phones 
issued are second hand donated phones and you will be responsible for them 
during the time you are matched with your mentee. If preferred you can use 
your own phone and be issued with a sim card which can be interchanged. 
You should remain contactable at all times, whilst out with your Mentee. Most 
Mentors have a mobile phone so we ask either your or the Merseyside 
Offender Mentoring phone is switched on, charged and available so you can 
be contacted by the Mentoring Project and by your own friends and family. 
They should know where you are and at what time you expect to return. 
Occasionally you may be late home due to a disclosure or emergency, so 
please bear in mind a quick call home to say you may be late may stop a lot 
of worry later. Your phone is also essential if you need to contact our 
Mentoring staff in case of an emergency or to get urgent advice for your 
Mentee’s safety and wellbeing, below is a quick reminder of essential phone 
numbers: 
 
Merseyside Offender Mentoring IMP number – 0151 928 2233 Ext 
311 
Mentor Co-ordinators Mobile – 07540 221947 
Out of Hours Emergency Number Mentoring – 07540 221947 
Merseyside Police & Emergency – 0151 709 6010/ 999 
NHS Direct - 08454647 
 
It goes without saying that you should follow these numbers in logical 
sequence. 
 
 
 
 
 
 
 
 
 
Mentor ID Badges 
 
Your badge is issued to you when you have been matched with your Mentee 
and should be carried with you at all times when meeting your Mentee. It 
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doesn’t have to be visible when out with your Mentee, but is handy if you 
should ever be questioned by an official such as a police officer or probation 
manager as to why you were with an ex-offender and will show immediately 
that you have been sanctioned to work on a one to one basis with your 
Mentee through Merseyside Offender Mentoring. 
 
For your information we have added some general safety information, which 

is useful to yourself and your Mentee. 
 

 
Personal Safety when out Alone 

 
When out Alone 

 Where possible don’t walk alone after dark. 
 Always be alert. 
 Avoid short cuts and deserted areas. 
 Avoid walking past parked cars with the engine running and people in 

the car. 
 Try to keep both hands free and don’t put your hands in your pockets. 
 Carry belongings in a small bag draped across the body, under a coat 

or jacket. 
 Listening to music will stop you from hearing if danger is approaching. 
 Try to keep jewellery, mobile phones, computer games and any other 

valuables out of sight. 
 Be aware of your clothing and what it may say to others. 
 Be extra cautious when using cash machines. 
 Walk near the curb and away from bushes and buildings. 
 Walk facing the traffic. 
 Do not hitchhike. 
 Carry a torch after dark. 
 To avoid delay carry your keys in your hand when approaching your car 

or home. 
 If attacked, scream and shout as loud as you can. 

 
 
 
 
When in Alone 

 Secure all doors and windows. 
 Fit and use a door chain and viewer. 
 Don’t admit strangers to your home. 
 When answering your phone, never let strangers know you are alone. 
 Report all suspicious incidents to the police immediately. 
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Public Transport & Taxi’s 
 Avoid isolated bus stops. 
 Sit near the driver or conductor. 
 If someone pesters you, complain to the driver or guard. 
 Avoid empty compartments or compartments containing only one 

person. 
 Always use a licensed taxi or minicab. 
 Only black cabs can be hailed from the street. 
 Try to book in advance and always keep the number of a reputable taxi 

company in your phone. 
 Sit in the back seat and note the drivers id. 

Shopping 
 Don’t put your possessions down where they can be easily stolen. 
 Try not to carry too many bags and keep at least one hand free. 
 If someone snatches your bag, don’t fight back, you could be injured. 
 Don’t leave your purse/wallet in easy reach such as on top of a bag, 

pram or open pocket. 
 Carry your personal possessions close to your body and beware of 

persons approaching from the front or rear. 
 
 

Other information on personal safety in many different situations 
can be sought from www.suzylamplugh.org 
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Health and Safety Policies 

 
 
We consider your health and safety to be prime importance. 
 
What we do to keep you safe: 

 Carry out risk assessments on your matches 
 Volunteers are given an induction about health and safety and the 

necessary information, instruction and training by us during the 
training to ensure the safe performance of work activities. 

 
What to do if you have an accident 
 

 Report any accident to the staff immediately. 
 Complete the accident / injury form within your handbook 
 
If you feel unwell during a match, inform the staff and do not just leave 
meeting. 
 
You must ring your project worker at the beginning and the end of your  
meet with your mentee. 
 
 

Expenses 
 
 

Expenses will be issued each month and need to be submitted by the 5th of 
the following month i.e. January’s expanses need to be submitted by 5th 
February. 
   
These are to be claimed for your mentor/mentee matches, refreshments and 
journeys for the Merseyside Offender Mentoring Project authorised by project 
staff. 
 
For an example of how to fill in your expenses forms please see appendix 1 
at the back of the handout.  The forms can also be posted or e-mailed out on 
request.  You will find an expenses form in your matching pack. 
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Equal Opportunities 

 
 
Promoting Sefton is committed to Equal Opportunities and therefore opposes 
discrimination on the grounds of age, race, gender, religion, sexual 
orientation, disability or health problems, marital status, employment status, 
class, education, social, environment of physical location. 

 
Promoting Sefton is committed to a course of action to make this equal 
opportunities policy effective and expects any person involved with the project 
to respect and adhere to this policy in every aspect of their work.  

 
 

 
 
 

Safeguarding Policies 
 

Sefton CVS is committed to providing mandatory safeguarding training and 
awareness raising of related policies and procedures as part of our staff and 
volunteer inductions. It is important all staff and volunteers delivering services 
and support through Sefton CVS related projects are competent in being able 
to recognise, respond and report concerns about the welfare of children or 
adults at risk of harm, and that we play an active role in responding to 
concerns as part of our duty of care by coordinating support for vulnerable 
people (child and adults). 
 
Please refer to your to your safeguarding training manual for Merseyside 
Offender Mentoring/Sefton CVS safeguarding procedure. 
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Mentoring Project Grievance Procedure 
 
 
Set out below is the procedure for dealing with any complaint raised by a 
volunteer Mentor. 
 
1. When a volunteer is aggrieved on any matter, they should immediately 

discuss it with the Project Co-ordinator. If the grievance concerns the 
Project Co-ordinator, Merseyside Offender Mentoring’s General Manager 
must be consulted and the procedure entered at point 4. 
 

2. The Project Co-ordinator should give the matter their immediate attention 
and reply within 3 working days or a period of time mutually agreed on. 

 
3. The Project Co-ordinator should then advise the aggrieved volunteer on 

one of the two following course of action: 
 

a) What action to redress the grievance will be taken 
b) That it is felt there are no grounds for grievance 

 
4. If the aggrieved party is dissatisfied with the response given, Merseyside 

Offender Mentoring’s General Manager should be approached with a 
written account of the grievance. 

 
5. On receipt of a written complaint, the General Manager will give the 

matter their immediate attention and may consider reports from all 
parties. 

 
6. The final decision of the General Manager must be taken as final and 

binding on all parties. 
 
 
NOTE: The aggrieved and or accused party may be accompanied by a 

colleague or friend from point 4 of this procedure. 
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Agreements and Policies 
 
It is important that we lay down guidelines so that volunteers can operate 
within a clearly defined framework. These guidelines can provide a level of 
security and protection for all participants of the Mentoring Scheme. The 
following states the basic requirements and standards of both volunteers and 
staff participating on the project. 
 

Volunteer Mentor Agreement 
 

1. To respect other volunteers, staff and participants on the Mentoring 
Project, this includes maintaining confidentiality. 

 
2. To attend training, activities and meetings when necessary. If unable 

to attend please inform the Mentoring Project administration staff  to 
give sufficient notification for alternative arrangements to be made. 

 
3. To promote a positive image of Merseyside Offender Mentoring at all 

times.  
 

4. To observe the rules of Health and Safety and general conduct at all 
times. 

 
5. To communicate issues, complaints or problems to the Project Co-

ordinator using the correct channels. 
 

6. To remain committed to the Informal Mentoring Project, with the 
best interests of the Mentee taking priority at all times. 

 
7. To maintain weekly contact, via telephone preferably, with your  

Mentoring Co-ordinator. 
 

8. As a Volunteer Mentor I agree to meet my Mentee on a weekly 
basis. 

 
 
 
Name (Please print) ………………………….  Merseyside Offender 
Mentoring COPY 
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Disclaimer 
 

By signing this disclaimer I can confirm that I have read, understood and 
agree to conform to the Volunteer Agreement Mentor points that have been 
set out above 
 
If there is anything you would like to clarifying before you sign this document 
please discuss with a member of the Volunteer Centre Staff 

 
 
 
 
Volunteer Name………………………………… 
 
Volunteer Signature…………………………….. 
 
Volunteer Address 
 
……………………………… 
 
……………………………… 
 
……………………………… 
 
……………………………… 
 
Date………………………… 
 
 
Please sign both copies and retain one for your own records. 
 
Thank you. 
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Disclaimer 
 
By signing this disclaimer I can confirm that I have read, understood and 
agree to conform to the Volunteer Agreement Mentor points that have been 
set out above 
 
If there is anything you would like to clarifying before you sign this document 
please discuss with a member of the Volunteer Centre Staff 

 
 
 
 
Volunteer Name………………………………… 
 
Volunteer Signature…………………………….. 
 
Volunteer Address 
 
……………………………… 
 
……………………………… 
 
……………………………… 
 
……………………………… 
 
Date………………………… 
 
 
Please sign both copies and retain one for your own records. 
 
Thank you. 
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Month  __January_______________ 
 

Project:Merseyside Offender 
Mentoring Project 

Claimant: 
Your name here 

  
* Staff / Volunteer / Trustee 
* Circle as appropriate 

 
 

 
 

 

Receipts must be attached for examination by the Auditors/Inland Revenue.  
Claims may be returned where appropriate receipts are not attached. 
Expenses should be claimed on a monthly basis. 
 
Ф       Claimants are advised to retain copies of submitted claims to enable 
the ‘Mileage since 6 April’ figure to be carried forward onto the next claim. 

 Mileage since 6 April 

Brought 
forward 

 
This claim  
Ф 
Total to date            
 

 

 
Summary – Mileage                       Miles       @     Rate 
   £ p Coding 
Casual miles (up to 10,000) 
Under 70 miles 

26  £0.25 = £6 50            / 
Casual miles (up to 10,000) 
Over 70 miles 

       
Casual miles (10,000+)    =              / 
  Total £6 50  
     
Summary–Other Expenses Optional Narrative    
  £ p Coding 
Public Transport                / 
Taxis                / 
Parking £1.00  (parking ticket)  £1 00            / 
Petrol/Diesel                / 
Telephone £10.00  (phone calls)  £10 00            / 
Meals & Accommodation                / 
Other £3.56  (drinks)  £3 56            / 
Entertaining                / 
  

Total – Other expenses 
 

£14 56 
           / 

     
  

Total mileage (as above) 
 

26  
           / 

     
 Total claimed 

 
£21 06            / 

     
 
Claimant Declaration 
 
I certify that the expenses claimed are accurate and have been actually and necessarily incurred in the 
performance of my Sefton CVS duties and have not been claimed from an alternative source.  I certify  that I 
have business use motor insurance for all mileage undertaken on Sefton CVS business.  I am aware that 
submitting a false claim is a disciplinary offence and may lead to dismissal.  Where journeys have started or 
finished at home, the normal home to work mileage has been deducted from my claim. 
 
Signature _______Please Sign here_____ Date ___1/1/2014___________ 
 

 
Line Manager Authorisation 
 
I certify this claim correct for payment in accordance with Sefton CVS Financial 
Regulations. 
 
Signature  ___We sign here___________________ 
 
Date ___1/1/2014_____________ 
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Date Details (purpose, start & end of journey) 
 

Miles – to 
70 per 

day 

Miles 
– 
over 
70 

Public 
Transpor

t 
 

Taxis Parking Petrol/Dies
el 

Telephone Meals & 
Accommodatio

n 

Other 

2/1/201
4 

home-siteB 7                
9/1/201
4 

home-siteC 4                
17/1/2014 home-siteD 10                
25/1/2014 home-siteA 5                
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  

Totals 
 

26                

 
 
Entertaining 
 

 

Da
te 
 

Details (who, what, where and purpose) 
£ p 

    
    

Total 
 

  


