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Congratulations!

Whether you chose to or were selected to mentor young employees at your workplace, you are about to embark on a journey that will be exciting, rewarding and, at times, frustrating.  Take pride in knowing that what you do will permanently affect the skills and future employability of your mentees.  It may appear to you that your workers are perfectly capable of performing their job duties without your help; or it may seem that you have been given “lost causes” who will never succeed.  You will find, over time, that both of these first impressions are incorrect.  ALL YOUNG WORKERS NEED GUIDANCE, and it is through your trained mentoring that you will help shape the workers of tomorrow so that they can learn and prosper in an ever-changing world and economy.
Many of our young workers meet the definition of being “at-risk,” which means that they have one or more of what are deemed “barriers to success,” which may not be apparent.  These barriers include low-income/low self-esteem issues, language barriers (even for native English-speakers), learning and/or physical disabilities, and a lack of exposure to the reality of the workplace.  Although it is not a mentor’s role to diagnose or treat many of these barriers, it is useful to be aware of them, since there are ways to help workers perform as required and to provide them, when necessary, with appropriate guidance and resources.
The purpose of this training and handbook is to assist you in how to approach and succeed as a mentor.  
The job of a mentor is to provide young people a positive introduction to the workplace and a formative experience which includes training them in a variety of tasks, meaningful work and a set of transferrable skills, which means skills that will be of use to them in all future employment, regardless of the type of work.

Remember that young people will live up to your expectations.  If you expect mediocre or poor performance, that’s what you’ll get; and if you show that you expect nothing but the best, you’ll create the success that you all desire.
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This manual is a companion piece to the Mentor Training model designed and provided by the author.  Although it can provide useful information and lists in and of itself, it does not cover the communication and behavioral models that will make one a more effective mentor.
If you have questions or requests for the interactive training, please contact info@nredco.com. 

CHARACTERISTICS OF (AT-RISK) YOUTH

When young people enter the workplace, although they may be old enough work, they still in many ways think, feel and act like adolescents. While excited at the prospect of finally being able to have a job and earn money (and respect), and while they very much want approval from their new bosses, they do not necessarily have any idea of how to behave and succeed in a work environment. 
Many of our youth arrive at their first jobs either from a culture (home and school) where they have been told what to do and monitored by adults trained to work with them; others come “from the streets,” where the skills and attitudes required to survive are very different from those in the world of work.
……….

Remind yourself and teach your mentees:

We can’t control how we feel, but we can control our behaviors.

COMMON CHARACTERISTICS
· Youth are often hypersensitive to others’ language, tone and behavior.  This is true particularly when they are in unfamiliar settings with unfamiliar people.

· They have unrealistic expectations of  themselves, are desperate to please and may, even when constructively criticized, feel like failures

· They often do not have the verbal skills and/or confidence to express their feelings and concerns.
· Because a key element to being young is identifying with one’s peers, feeling apart from the group at work can be devastating for them.

…………….

NOTE:

It is a commonly-held myth that young people, economy permitting, cannot get jobs; what they often cannot do is keep the jobs that they get.  This is often because they have difficulty due either to skills deficiency or to an inability to adapt to the work culture.  In many cases, these young people have had no role models who have successfully transitioned from the culture of home and school to the world of work.

Mentor Training exercise:  Discuss your responses to these items with your group.
CHARACTERISTICS OF AN EFFECTIVE MENTOR
A Mentor’s role and attitudes differ from those of supervisors, parents, teachers, bosses and friends, although elements can and do cross over.  What youth who are new to the workplace need is to understand the difference between friends and colleagues and how to maintain appropriate relationships in the strangely intimate yet impersonal world of work. What every mentor needs to understand is that their mentees always require more time, effort, attention and PATIENCE than do adult workers.
Please consider the following list of what a mentor is and does.  If you disagree or don’t understand a particular item, bring it to your trainer’s attention before dismissing it.  Sometimes, the differences are subtle.
Remember that there are many types of mentors and mentor/mentee relationships with various standards of what is required and/or appropriate.  What we are discussing here are Worksite Mentors who are mentoring youth.

· A mentor’s job is to train youth for all future jobs, not just the current one.

· A mentor practices compassionate detachment, which means caring about the employee’s well-being in the workplace.
………….
Mentor Training exercise:  Discuss your responses to these items with your group.

See the following page for clarification of the above statements.

Here are some explanations for the statements on the previous page:

· A mentor’s job is to train youth for all future jobs, not just the current one.

What may be acceptable now may not be in future jobs.

· A mentor practices compassionate detachment, which means caring about the employee’s well-being in the workplace.

A mentor does not ask personal questions that are unrelated to the job.  Nor should the mentor answer personal questions about him/herself.

………
CULTURAL ISSUES THAT IMPACT MENTORING
When we speak about cultural differences in the workplace, we often are referring to ethnic, racial and religious cultures.  To that list we must add the Youth versus Adult cultures as well as School versus Work Cultures.

Adults have had more exposure to the myriad of cultures in our society and, while we may well have unrealistic notions and/or biases, we have likely had more experiences that temper the prevalent stereotypical images. We have had positive and negative impressions, sometimes of the same culture, and what we believe and feel affects how we perceive others in the workplace and how we judge what they do and say.
1. ……………………..
There are situations that are “too hot to handle” for a well-intentioned mentor or anyone not trained or not authorized to resolve cultural conflicts.  Before making a bad situation worse, speak to Human Resources or whatever office deals with such issues to report what has happened and what you said and did and then ask for guidance.
REQUIRED SKILLS, CHARACTERISTICS AND COMPETENCIES

All workers need certain skill-sets in order to be able to perform their job duties successfully. Let’s address what we mean when we talk about skills.

WHAT EMPLOYERS NEED

Employers require of their employees two types of skills: Soft Skills and Technical Skills.  What is important to know here is that, for entry level employees, such as the youth we are preparing for employment, employers expect to train them in the job-specific, low-level technical skills.  What they do demand, however, is that new employees have already achieved a reasonable level of soft skills.  These include punctuality, professional attitude, professional appearance, learning how to learn, etc. as well as communication and basic academic (reading, writing and computation) skills.

TRANSFERRABLE SKILLS

………………………
Secretary’s Commission on Achieving Necessary Skills
US Dept. of Labor

A THREE-PART FOUNDATION 
Basic Skills: Reads, writes, performs arithmetic and mathematical operations, listens and speaks 

A. 
Reading — locates, understands, and interprets written information in prose and in documents such as manuals, graphs, and schedules 

B. 
Writing — communicates thoughts, ideas, information, and messages in writing; and creates documents such as letters, directions, manuals, reports, graphs, and flow charts 

C. 
Arithmetic/Mathematics — performs basic computations and approaches practical problems by choosing appropriately from a variety of mathematical techniques 

D. 
Listening — receives, attends to, interprets, and responds to verbal messages and other cues 

E. 
Speaking — organizes ideas and communicates orally 
Thinking Skills: Thinks creatively, makes decisions, solves problems, visualizes, knows how to learn, and reasons 

A. 
Creative Thinking — generates new ideas 

B. 
Decision Making — specifies goals and constraints, generates alternatives, considers risks, and evaluates and chooses best alternative 

C. 
Problem Solving — recognizes problems and devises and implements plan of action 

D. 
Seeing Things in the Mind’s Eye — organizes, and processes symbols, pictures, graphs, objects, and other information 

E. 
Knowing How to Learn — uses efficient learning techniques to acquire and apply new knowledge and skills 

F. 
Reasoning — discovers a rule or principle underlying the relationship between two or more objects and applies it when solving a problem 
Personal Qualities: Displays responsibility, self-esteem, sociability, self-management, and integrity and honesty 

A. 
Responsibility — exerts a high level of effort and perseveres towards goal attainment 

B. 
Self-Esteem — believes in own self-worth and maintains a positive view of self 

C. 
Sociability — demonstrates understanding, friendliness, adaptability, empathy, and politeness in group settings 

D. 
Self-Management — assesses self accurately, sets personal goals, monitors progress, and exhibits self-control 

E. 
Integrity/Honesty — chooses ethical courses of action 

FIVE COMPETENCIES
Resources: Identifies, organizes, plans, and allocates resources
 A. 
Time -Selects goal-relevant activities, ranks them, allocates time, and prepares and follows schedules

 B. 
Money -Uses or prepares budgets, makes forecasts, keeps records, and makes adjustments to meet objectives

 C. 
Material and Facilities -Acquires, stores, allocates, and uses materials or space efficiently

 D. 
Human Resources -Assesses skills and distributes work accordingly, evaluates performance and provides feedback 
Interpersonal: Works with others
 A. 
Participates as a Member of a Team -contributes to group effort

 B. 
Teaches Others New Skills
 C. 
Serves Clients/Customers -works to satisfy customers’ expectations

 D. 
Exercises Leadership -communicates ideas to justify position, persuades and convinces others, responsibly challenges existing procedures and policies

 E. 
Negotiates -works toward agreements involving exchange of resources, resolves divergent interests

 F. 
Works with Diversity -works well with men and women from diverse backgrounds 
Information: Acquires and uses information
 A. 
Acquires and Evaluates Information
 B. 
Organizes and Maintains Information
 C. 
Interprets and Communicates Information
 D. 
Uses Computers to Process Information 
Systems: Understands complex inter-relationships
 A. 
Understands Systems -knows how social, organizational, and technological systems work and operates effectively with them

 B. 
Monitors and Corrects Performance -distinguishes trends, predicts impacts on system operations, diagnoses deviations in systems’ performance and corrects malfunctions

 C. 
Improves or Designs Systems -suggests modifications to existing systems and develops new or alternative systems to improve performance 

Technology: Works with a variety of technologies
 A. 
Selects Technology -chooses procedures, tools or equipment including computers and related technologies

 B. 
Applies Technology to Task -Understands overall intent and proper procedures for setup and operation of equipment
C. 
Maintains and Troubleshoots Equipment -Prevents, identifies, or solves problems with equipment, including computers and other technologies. 
GUIDELINES FOR MENTORING - COMMUNICATION

How you communicate with your workers will determine the success of your mentoring experience. While this holds true for adults working with other adults, it is particularly important with young people, even when they look, sound and act like adults.  Effective communication is not just about professional vocabulary and tone of voice; and even excellent communicators need to include other factors when mentoring youth.

There is a possibility that you become so worried about being the perfect mentor/communicator that you edit everything you say.  Don’t.  The purpose of considering these factors is to make you aware of potential pitfalls to effective communication. 

Some factors that impede clear communication are:
 - STRATEGIES

Here are some general strategies for creating a professional yet nurturing environment and relationship with those whom you are mentoring.  

· After giving instructions to your mentee, ask him or her to paraphrase what they understood the task(s) to be. 
· Pay attention to how you speak.  Many young people may not understand all the words you use.  Don’t “dumb down” your vocabulary, but do try to keep it simple and clear.

………………………..

GUIDELINES FOR MENTORING - WHAT NOT TO DO

There are many things that we, as adult workers, do or say in the course of a workday.  In many cases, in dealing with other adults, these actions are acceptable.  However, when dealing with youth, there may be unintended consequences to casual or even well-intentioned behaviors.
Here are some examples of what you, as a mentor, should NOT do. 

TRY NOT TO:
1. Joke around to establish camaraderie.

2. Be overly effusive when they do something right

……..
EXERCISE
Mentor Training exercise:  Discuss your responses to these items with your group: What might be the reason(s) for not doing the behaviors above? What can you do when circumstances arise that might cause you to do one of the above?
See next page for some rationales that were brainstormed in previous trainings.
REASONS FOR NOT DOING THE “WHAT NO TO DOs

1. Joke around to establish camaraderie.

You are not there to be their friends.  Be a pleasant and professional adult.
2. Be overly effusive when they do something right

It could appear condescending or that you are trying too hard, so it may not have the desired effect.
THE MENTOR’S TO-DO LIST
PRIOR TO THE FIRST DAY

Make sure that you and your colleagues know who is supposed to arrive and when.

Advise Security so that they will be welcomed and able to enter the building and office without obstacle.

Schedule an Orientation Session in an empty room or area and invite appropriate colleagues who can welcome the youth and answer questions that you can’t.

Ensure that there will be name or parking badges or whatever is needed to come and go.

THE FIRST DAY
……………
DAILY
…………………..
ORIENTATION CHECKLIST

_____Provide an enthusiastic welcome for the student worker. He/she is a new addition to your staff. 

_____Introduce the student worker to key fellow employees.

_____Describe the function of your agency/organization, its units and working rules.

_____Explain the lines of authority.
_____Discuss proper forms of address (Mr., Ms, etc.) when speaking to specific adults
HAZARDOUS OCCUPATIONS GUIDELINES

A 16 or 17 year-old may work at any job not considered a danger by the Department of Labor (DOL).

The seventeen Hazardous Occupations apply either on an industry basis, specifying the occupations in the industry that are not permitted, or an occupational basis irrespective of the industry in which found.

Here are the basic jobs considered dangerous:

HO 1 

Manufacturing and storing of explosives.

HO 2 

Motor-vehicle driving and outside helper on a motor vehicle. 

HO 3 

Coal mining. 

HO 4 

Logging and sawmilling. 

HO 5* 
Power-driven woodworking machines. 

HO 6 

Exposure to radioactive substances. 

HO 7 

Power-driven hoisting apparatus, including forklifts. 

HO 8* 
Power-driven metal-forming, punching, and shearing machines. 

HO 9 

Mining, other than coal mining. 

HO 10* 
Operating power-driven meat processing equipment, including meat slicers and other food slicers, in retail establishments (such as grocery stores, restaurants, kitchens and delis), wholesale establishments, and most occupations in meat slaughtering, packing, processing, or rendering.

HO 11 
Power-driven bakery machines including vertical dough or batter mixers.

HO 12* 
Power-driven paper-products machines including scrap paper balers and cardboard box compactors.

HO 13 
Manufacturing bricks, tile, and kindred products.

HO 14* 
Power-driven circular saws, bandsaws, and guillotine shears. 
H O 15 
Wrecking, demolition, and shipbreaking operations. 

HO 16* 
Roofing operations. 

HO 17 * 
Excavation operations.
WARNING SIGNS 
A diligent mentor needs to be watchful and not jump to conclusions about why a young person is behaving in a particular way.  Many behaviors, such as apparent laziness, work avoidance, disappearance from where one is supposed to be, may be the result of hiding something that prevents one from doing a task, such as low literacy, not having understood the instructions, not knowing how to work a machine, or feeling like a failure from an earlier criticism or comment.

……………
MINORS

Keep in mind that, when dealing with minors, parents or guardians must be informed, except in case of alleged abuse that involves a parent; in that case, there are other resources to call who know what to do and can intervene.  Check with your Human Resources person or equivalent.
A good resource when dealing with minors is your local school administration or district office.

DON’T IGNORE A PROBLEM, AND KNOW WHEN TO ASK FOR HELP.
SAMPLE HANDOUT FOR YOUNG FIRST-TIME EMPLOYEES (from LAUSD)
DRESSING FOR YOUR NEW JOB
TIPS FOR SUCCEEDING ON THE JOB

BEHAVIOR ON THE JOB
LABOR LAWS
Excerpted from LAUSD’s Mentor handbook.

Most California employees governed not only by stale child labor laws, but also by the child labor provisions of the federal Fair Labor Standards Act (FLSA). When federal and state laws both apply, the more restrictive law prevails. FLSA sets basic minimum ages of 16 for general employment and] 8 for occupations declared particularly hazardous for young workers. Persons younger than 16 are allowed to work only in limited, specified age groups of minors in specified hazardous occupations (See "Child Labor Laws in California")

Information on federal labor laws is available from the Wage and Hours Division, Employment Standards Administration, U.S. Department of Labor. Information on state child labor laws is available from the Division of Labor Standards California Industrial Welfare Commission (IWC). Both the federal and state agencies have offices in several California cities.

(Some Key) Work Regulations (for Minors)

Federal law generally prohibits employment of children younger than 14. State law generally prohibits employment of children younger than 12. Special rules apply to agricultural and domestic work and to the entertainment industry.
Children generally must attend school until age 18 unless they are 16 years or older and have graduated from high school or received a state Certificate of Proficiency.
Employers of minors required to attend school must have a "Request for Work Permit and Statement of Intent to Employ Minor" (Form bl-1) on file with the school district of attendance for each such minor and must themselves have on file for each minor a “Permit to Employ to Work" (Form b1-4). Records are to be open at all times for inspection by school authorities and officers of the Division of Labor Standards Enforcement.
A work permit must be revoked whenever the issuing authority determines the employment is impairing the health or education of the minor.
Labor laws applicable to adult employees are also generally applicable to minor employees, including workers' compensation insurance requirements.
A day of rest from work is required if the total hours employed per week exceed 30 or if more than 6 hours are worked on anyone day during the week.

CALIFORNIA LABOR CODE
-EXCERPTS REGARDING MINORS-
Job-Related

1294.3. Minors 14 and 15 years of age may be employed in occupations not otherwise prohibited by this chapter, including, but not limited to, the following:

(a) Office and clerical work, including the operation of office machines.
(b) Cashiering, selling, modeling, art work, work in advertising departments, window trimming, and comparative shopping.

(c) Price marking and tagging by hand or by machine, assembling orders, packing and shelving.

(d) Bagging and carrying out customers' orders.

(e) Errand and delivery work by foot, bicycle, and public transportation.

(f) Cleanup work, including the use of vacuum cleaners and floor waxers, and maintenance of grounds, but not including the use of power-driven mowers or cutters.

(g) Kitchen work and other work involved in preparing and serving food and beverages, including the operation of machines and devices used in the performance of this work, including, but not limited to, dishwashers, toasters, dumbwaiters, popcorn poppers, milkshake blenders, and coffee grinders.

(h) Cleaning vegetables and fruits, and wrapping, sealing, labeling, weighing, pricing, and stocking goods when performed in areas physically separate from areas where meat is prepared for sale and outside freezers or meat coolers.

1294.5. (a) Minors 16 and 17 years of age may work in gas service stations in the following activities:

(1) Dispensing gas or oil.

(2) Courtesy service.

(3) Car cleaning, washing, and polishing.

(4) Activities specified in Section 1294.3.

(b) No minor 16 or 17 years of age may perform work in gas service stations that involves the use of pits, racks, or lifting apparatus, or that involves the inflation of any tire mounted on a rim equipped with a removable retaining ring.

(c) Minors under the age of 16 years may be employed in gas service stations to perform only those activities specified in Section 1294.3.

1391
a. (3) No employer shall employ a minor 16 or 17 years of age for more than eight hours in one day of 24 hours or more than 48 hours in one week, or before 5 a.m., or after 10 p.m. on any day preceding a schoolday.  However, a minor 16 or 17 years of age may be employed for the hours authorized by this section during any evening preceding a nonschoolday until 12:30 a.m. of the non-schoolday. 
1391.1. Minors 16 years of age or older and under the age of 18 years enrolled in work experience or cooperative vocational education programs approved by the State Department of Education or in work experience education programs conducted by private schools may work after 10 p.m. but not later than 12:30 a.m., providing such employment is not detrimental to the health, education, or welfare of the minor and the approval of the parent and the work experience coordinator has been obtained.  However, if any such minor works any time during the hours from 10 p.m. to 12:30 a.m., he or she shall be paid for work during that time at a rate which is not less than the minimum wage paid to adults.

1391.2. (a) Notwithstanding Sections 1391 and 1391.1, any minor under 18 years of age who has been graduated from a high school maintaining a four-year course above the eighth grade of the elementary schools, or who has had an equal amount of education in a private school or by private tuition, or who has been awarded a certificate of proficiency pursuant to Section 48412 of the Education Code, may be employed for the same hours as an adult may be employed in performing the same work.

1392.  Every person who has a minor under his or her control, as a ward or an apprentice, and who, except in household occupations, requires the minor to work more than eight hours in any one day, is guilty of a misdemeanor.

Non Job-Related

1309.5. (a) Every person who, with knowledge that a person is a minor under 18 years of age, or who, while in possession of these facts that he or she should reasonably know that the person is a minor under 18 years of age, knowingly sells or distributes for resale films, photographs, slides, or magazines which depict a minor under 18 years of age engaged in sexual conduct as defined in Section 311.4 of the Penal Code, shall determine the names and addresses of persons from whom this material is obtained, and shall keep a record of these names and addresses.  These records shall be kept for a period of three years after the material is obtained, and shall be kept confidential except that they shall be available to law enforcement officers as described in Section 830.1 and subdivision (h) of Section 83s0.3 of the Penal Code upon request.

http://www.leginfo.ca.gov/cgi-bin/calawquery?codesection=lab&codebody=&hits=20
For questions or to request training assistance, please email info@nredco.com or go to Contact Us at www.nredco.om.
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