Sample Matching Procedure
Board Approval Date: __________

Revision Date: __________
1. To begin the match process, the program coordinator reviews the application, interview notes, and
interest survey information of both the mentee and mentor to determine match suitability
between a mentor and mentee. The greatest weight will be placed on the mentee preferences and
needs. A match selection will be made using the match suitability criteria as a guide:
 Preferences of the mentor, mentee, and/or parent/guardian
 Similar gender/ethnicity
 Common interests
 Compatibility of meeting times
 Geographical proximity
 Similar personalities
2. Once a potential match is identified, and prior to contacting any of the prospective participants, the
program coordinator must review the files of the potential mentor and mentee to ensure all
screening procedures have been completed and both have met all the eligibility criteria. As this is
determined, the program coordinator fills out the Match Worksheet. A copy of the Match
Worksheet will be placed in both the mentor and mentee files once a match is made.
3. The program coordinator then first contacts the prospective mentor and without using last names,
describes and provides information about the mentee to determine if there is interest by the
mentor.
4. Given initial interest by the mentor, the program coordinator then provides the mentee’s
parent/guardian with a description and information about the prospective mentor.
5. If both the mentor and the parent/guardian agree, the coordinator will then contact the mentee
and describe the prospective mentor to them. The mentee is informed last so as to minimize
disappointment if either the mentor and/or parent/guardian does not approve of the suggested
match in some way.
 Once both parties tentatively agree to the match, a time is scheduled for an introductory
meeting. The program coordinator facilitates this introductory meeting of the mentor, mentee,
and parent/guardian. The program coordinator should conduct the meeting by: Facilitating
introductions.
 Having the mentor take the lead in talking about his/her interests, hobbies, and why he/she
wants to be a mentor, followed by the mentee doing the same.
 Asking each party if they are interested in moving forward with the match.
6. If anyone is uncertain, the parties may be given time to consider the match further.
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7. If all agree to move forward with the match, match contracts must be completed and signed by all
parties. Copies of all are given to each party.
8. The first mentor and mentee match meeting date and time should be confirmed. Telephone
numbers and addresses can be exchanged at this time.
9. The parent/guardian must provide a copy of the youth’s health insurance card or health insurance
provider information to the mentor at this time.
10. Once the match is made, program staff will add the mentor/mentee name to the log sheet of the
mentee/mentor files and schedule the first follow-up call to each person within the first week
following their first meeting date.
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