
Mentor Handbook
Tips and Guidelines for Mentors in Partnership with Vineyard Academy

WELCOME!

Thank you for your interest in partnering with Vineyard Academy as a Junior or Senior Mentor.
You are providing the students in our community with an amazing opportunity and we
appreciate your time and expertise.

The goal of our program is to ensure that students are prepared for post-secondary education,
trade schools, or entry-level professional success. These are some of the skills that we work on
throughout the program:

● professional communication skills
● knowledge about the college application process
● knowledge about career fields
● soft-skills for career development
● self-efficacy for personal and professional problem-solving and goal-setting



Junior Mentoring
What is Junior Mentoring?

Junior Mentoring is a career exploration activity in which a student is matched one-on-one or
in small groups with an adult professional to explore potential careers and related educational
issues. In our program, the mentor serves as a resource by sharing insights and providing
guidance about the workplace, careers and postsecondary education/training. This is
accomplished through formal and informal meetings organized at the school, in the workplace
or online.

Designed to meet specific learning outcomes, mentoring is educationally rich, is tied to the
curriculum, and helps students connect what they’re learning in school with the workplace.

Junior Mentoring is designed to:
● Give students exposure to jobs, careers, and industries.
● Offer the opportunity to build a relationship with a caring and knowledgeable adult.
● Offer a chance to practice communication skills and develop professional skills.
● Help students make the connection between school and the workplace.
● Inform career planning.

Junior Mentoring is structured to:
● Build self-esteem, self-worth, confidence and flexibility.
● Build occupational knowledge.
● Enable students to begin identifying areas of career interest.
● Allow for the mentor and mentee to select each other.
● Offer positive life outcomes for students.
● Build knowledge about the education and training needed for a particular job, career

path and entry into the industry.

Junior Mentoring is supported by:
● Classroom preparation and reflection upon the experience verbally and in writing.
● A focus on building trust and respect with each other.
● The setting of clear and reasonable expectations for students and their mentoring

partner.
● Routine meetings or communication with enough regularity to develop a relationship.



Junior Mentoring is connected to:
● Individual career development/training plans.
● Future work-based learning activities.
● The student’s next steps.

As a mentor you will provide guidance and insight into your career, allowing students the
opportunity to observe and participate in job duties and activities. Students  and mentors will
communicate regularly to discuss expectations and outcomes of the mentorship. Mentors will
communicate with the student's Core Advisor to verify student hours and progress.



Senior Internships
What is an Internship?

An Internship is a highly structured, time-limited, Career Preparation activity in which students
are placed at a worksite to participate in and observe work first hand. Internships provide
students the opportunity to learn by doing real work and being productively engaged in the
workplace. They may provide the opportunity to work in teams, work on a project, or rotate
through a number of departments and job functions.

Sustaining and growing Internships and all other work-based learning activities depend on
maintaining positive relationships with the employers who are providing opportunities. These
employers should be treated as valued customers and partners with frequent check-ins to
address participation needs as they arise.

Internships are designed to:
● Promote hands-on experience in a field of interest.
● Provide productive value for the employer.
● Provide exposure to a wide range of careers and jobs within the industry.
● Offer opportunities to develop, practice and demonstrate employability skills.
● Build occupational knowledge.
● Create awareness of the education needed to be successful in the industry.

Internships are structured to:
● Enhance workplace knowledge and career awareness.
● Help build the skills required for specific occupations.
● Expose students to a wide spectrum of workplace activities.
● Support key academic concepts, as well as technical and occupational skills

development.

Internships are supported by:
● Student preparation in the classroom.
● Internship design with the employer partner.
● Employer host orientation and ongoing troubleshooting.
● Multiple opportunities for reflection on the experience, both verbally and in writing.
● Employer assessment of skills acquisition.



Internships are connected to:
● Classroom learning.
● Individual career development/training plans.
● A sequence of educational, training and workplace activities.
● The student’s next steps.

Internships take place for a minimum of 30 hours with more hours being optimal. The first 30
must be unpaid, depending on whether the student is performing productive work for the
employer and other factors, a student may be eligible for hire after the initial 30 hours.
Internships are one activity in the continuum of authentic work-based experiences provided to
all students engaged in career-related programs or courses of study.



MENTOR TIP SHEET

Internships provide a direct benefit to the employer and give students the
opportunity to learn by doing real work and being productively engaged in the
workplace. Interns may work individually, in teams, work on a project, or rotate
through a number of departments and job functions.

1. Before the Internship
a. Review the informational packet provided by Vineyard Academy.
b. Inform other staff that an intern will be at the workplace.
c. Agree to a meet and greet with the intern.
d. Identify tasks the student(s) can perform safely and others they might

only observe.
2. During the Internship

a. Provide a workplace orientation for the intern.
b. Consider ways the intern can develop employability skills and be

exposed to a range of careers in your industry.
c. Identify opportunities that will support the intern’s academic,

occupational and employability skill development and assist the intern
in working toward learning objectives.

d. Think about ways you can serve as both a coach and supervisor.
e. Communicate successes and opportunities to the coordinator that can

be used to enhance the value of classroom connections.

For more information about how you can participate with Vineyard Academy staff
and students or to download a copy of our detailed Mentor Handbook, please visit
our website at www.whsvineyardacademy.com.

http://www.whsvineyardacademy.com

