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Mentor Job Description 
 

Ignite mentors promote the goals of Fortress Youth Development Center by investing in the lives of urban 

youth. Ignite mentors build positive relationships with students by being a consistent role model, support 

system and friend. It is the goal of Ignite and its mentors to ignite powerful change in the lives of urban 

youth by engaging them today and equipping them for tomorrow. 

 

The Role of a Mentor 
 

A mentor will: 

 

 Build a relationship by planning and participating in activities with a mentee 

 Serve as a positive role model and friend 

 Demonstrate positive, appropriate behaviors and encourage those behaviors in a mentee 

 Assist mentee is goal-setting 

 Aid mentee through spiritual and emotional growth 

 Strive for mutual respect 

 Have fun! 

 

Participation Requirements 
 

 Be a high school graduate (high school seniors accepted with strong recommendation). 

 Be willing to promote Christian values, teachings and morals. 

 Complete the Volunteer Application, Release and Waiver of Liability and VeriFYI Background 

Check Release. 

 Pass a criminal background check. 

 Commit to mentoring a child for the duration of two semesters. 

 Commit to mentoring a child for a minimum of one hour per week. 

 Complete six hours of orientation and training within the first two months. Complete one hour of 

training per semester thereafter. 

 

Mentor Procedures  
 

1. Check in at the front desk. Sign into the Volunteer Check-in and receive your mentee’s student 

status.  

2. Retrieve mentee from his/her classroom or wait while the front desk calls for them. 

3. Go to one of the designated mentor areas. Ask your mentee if he/she has homework. If 

homework is incomplete, help them complete it. If it is complete, ask if you can check it for them. 

4. If it is your first visit of the month, collect your mentee’s devotional packet and complete the 

month’s devotional. 

5. Complete an activity of you and your mentee’s choosing. 

6. When it is time for you to leave, clean up and return all supplies or games that were used. Wipe 

down your table and sweep any mess left under or around the table. 

7. Walk your mentee back to his/her classroom. 

8. Check out at the front desk. 
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Mentor Guidelines  
 

Gifts 

 You may bring treats, crafts, or small trinkets to share with their mentee during your visit. This is in 

no way a requirement, but many mentors enjoy bringing a treat occasionally. 

 Because most of our students are living in generational poverty, they have learned to expect things 

to be given to them freely. We do not want your mentee to expect a hand-out from you, but to learn 

to accept gifts graciously. Therefore, if you choose to bring treats or gifts, we ask that you limit them 

to once a month. Never give your mentee cash. 

 Please feel free to bring your mentee a gift during their birthday and the holidays. 

 Give gifts discretely and do not allow your mentee to show off their gift to other students during 

program hours. Gifts that cannot fit in your mentee’s backpack should be kept with the Volunteer 

Coordinator or Reception. The gift will be returned to your mentee when they are picked up.  

 

Off-Campus Trips 

 You and your mentee have the option of taking off-campus trips. For returning mentors, you may 

begin going off-campus during the second week of programs. For new mentors, you must spend a 

cumulative four hours on-campus with your mentee before going off-campus.  

 If you choose to take your mentee off-campus, you will need to complete the online off-campus 

request form at least one week in advance. We will then send home a permission form with your 

mentee’s parents which allows us to let your mentee off-campus with you. This process takes about 

a week, which is why it is imperative that you plan off-campus trips at least a week in advance. The 

off-campus request form can be found at www.fortressydc.org/ignite. 

 

Quality Time 

 Your mentee looks forward to seeing you every week. It is the highlight of their week at Fortress. 

When you are with your mentee, do not allow other students to be with you. Please direct any 

students who are not your mentee to return to where they are supposed to be. If you feel 

uncomfortable doing this, ask the nearest staff member to direct the student for you.  

 The only exceptions to this rule are if you are hanging out with another mentor/mentee pair, or if 

you are outside at the same time as a group of students.  

 For the safety and well-being of your mentee, you should always be together during your mentoring 

time. Do not allow them to go anywhere you cannot see them (the exception, obviously, is the 

restroom). If your mentee is unaccompanied, they may be disciplined by a well-meaning staff 

member for not being where they are supposed to be.  

 Please accompany your mentee back to their classroom after your mentoring time is over. Your 

mentee must be returned to the care of a Fortress staff member before you can leave. 

 Please refrain from using your cell phone during your mentor time. Your mentee cherishes one on 

one time with you and deserves your undivided attention.  

 

Mentor Areas 

 There are four designated mentor areas at Fortress: 

o The Main Room is located downstairs in the common area. This area is great for 

homework, games, and arts & crafts. This area is shared with our art class, which is 

partitioned off, so please be courteous while using this space.  

 IMPORTANT: From 5:10-5:30, the main room is used for dinner. You and your 

mentee may not use the main room tables during this time. 
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o The Lounge is located downstairs through the blue door. This area is set up an Xbox Kinect, 

games and chairs. This area is great for hanging out and playing games or watching 

movies. Please do not complete any craft projects in this area since it is carpeted. 

o The Outdoor Playground is located through the back door. This area is equipped with play 

equipment, two basketball hoops, picnic benches and plenty of chalkboard space.  

o The Kitchen is located on the left side of the bathroom hallway. This area may be used for 

baking and cooking. At this time, mentors are expected to bring all their own supplies to 

complete a baking or cooking activity. Do not use any Fortress equipment, and clean up 

after yourself immediately. 

 All other places in the building are used as classroom space and are off-limits for mentor/mentee 

interactions. Please do not go into other classrooms without permission from the Volunteer 

Coordinator. 

 

Using Supplies 

 Games, art supplies, and other tools can be found in the Lounge. These are all available for you 

and your mentee to use. Any games or supplies that you and your mentee use must be returned 

to where you found them. You will also be expected to clean up after any craft activity. 

 If you and your mentee complete a craft that needs to dry, please place it on one of the shelves in 

the Lounge. Clearly mark your mentee’s name and the date on or near this craft. Crafts will be 

thrown away if they are not retrieved in a timely manner. 

 The downstairs bathrooms should be used to clean any paintbrushes or other supplies. Please do 

not leave any paint supplies out, and do not return any paint brushes or other supplies that have 

not been thoroughly cleaned.  

 If you use all the supplies in one of the activity boxes, please let the Volunteer Coordinator know. 

 If you need supplies not found in the Lounge, please ask Reception or the Volunteer Coordinator 

for assistance. 

 Five minutes before you leave, please make sure you put away any supplies you had out and wipe 

down your table with a Clorox wipe. If you are outside, put away any balls or games you were using. 

 

Code of Conduct  
 

1. Smoking or using tobacco products in the presence of children or youth is prohibited. 

2. Using or being under the influence of alcohol or illegal drugs will not be tolerated. 

3. Fortress YDC volunteers/staff shall not abuse children, youth or adults including the following behavior: 

 Any direct observations or evidence of sexual misconduct in the presence of or in association with 

a child, youth or adult; 

 Any display or demonstration of sexual activity, abuse, insinuation of abuse or evidence of abusive 

conduct towards a child or youth; 

 Sexual advances or sexual activity of any kind between any person and a child or youth; 

 Infliction of physically abusive behavior or bodily injury to a child, youth or adult; 

 The presence, possession or being under the influence of any illegal drugs; 

 The consumption of or being under the influence of alcohol while leading or participating in a 

function of Fortress Youth Development Center. 

4. Fortress YDC volunteers must treat children, youth and adults of all races, religions and cultures with 

respect and consideration. 

5. Fortress YDC volunteers shall not use or tolerate profanity in the presence of children or youth. 

6. Personal use of Fortress YDC facilities and/or equipment without permission is prohibited. 
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Dress Code 
 

For the purpose of our program, we believe that all volunteers are serving and honoring God. We require 

that your dress be a reflection of this. The dress code will be strictly enforced. Please read 

the dress code carefully when deciding what to wear.  

 

 Skirts and shorts must meet the mid-thigh (halfway between the top of the leg and the top of the 

knee). 

 Spandex or similar skin-tight clothing may not be worn as outerwear. 

 No sagging. 

 No midriff is to be shown, either by length of shirt or when bending over. 

 Shirts must not show cleavage or be thin enough to see through. 

 Men must wear shirts at all times. 

 Womens’ bathing suits should be a conservative one-piece, or worn under a t-shirt. Men should 

also practice modesty in their bathing suit choice. 

 Clothing with wording or illustrations which are obscene or profane as defined by the majority of 

our society are not permitted. Clothing advocating the use of drugs or alcohol will also not be 

permitted. 

 

Training Requirements  
 

New mentors must complete six hours of orientation and training within the first two months of mentoring. 

Returning mentors will be expected to complete one hour of training per semester. All training is online and 

will be emailed to you. It can be completed independently and at your own pace. Failure to complete training 

will result in a suspension of mentoring until training is complete. 

. 

Behavior Management 

Your mentee is expected to follow the Fortress rules and guidelines while with you. Please reinforce your 

mentee’s expected behaviors while you are with him/her. If you have any questions or need help dealing 

with a behavior issues, see the Volunteer Coordinator. 

Spiritual Mentoring 
 

Once a month, you and your mentee will complete a short devotional. We have several devotional books 

to choose from, or you may bring your own. This is done on the honor system, but we will remind you in 

weekly emails to be completing your devotionals. 

 

This is the only compulsory spiritual mentoring we require, but we encourage you to spiritually engage your 

mentee often. Some suggestions for doing this: complete a separate devotional series geared toward 

children; memorize Scripture together; share your own testimony; and review the Bible stories that your 

mentee has learned in Bible class. 
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Attendance 
 

Because inconsistent mentoring is proven to be harmful to a mentee’s emotional well-being, we will enforce 

a few attendance policies.  

 If you have a planned absence (due to vacation, an important event, etc.), please inform the 

Volunteer Coordinator one week prior to the planned absence by email. We will attempt to 

reschedule if possible. 

 If you have an unplanned absence (due to sickness, sudden emergency, etc.), please inform the 

Volunteer Coordinator as soon as possible by phone call or text message. 

 Please refrain from missing more than three mentoring sessions per semester. More than three 

missed sessions may result in a reassignment or dismissal from the IGNITE mentoring program. 

An absence without informing the Volunteer Coordinator may also result in immediate dismissal. 

 

Communication Expectations 

Both text message and email are effective ways to communicate with the Volunteer Coordinator 

regarding questions, concerns, or scheduling changes. She will strive to respond to you as soon as 

possible. You are also always welcome to talk with her before or after your mentoring time or to set up an 

appointment for a meeting. 

You will be kept up-to-date on Fortress and Ignite news, upcoming events, and reminders via a weekly 

email. Please read through these emails regularly as they contain relevant information to the mentoring 

program and may directly affect you or your mentee. 

 

Building a Relationship with Your Mentee’s Family 
 

Fortress will facilitate some communication between you and your mentee’s parents or guardians. You will 

receive a sheet from your mentee’s parent or guardian detailing special needs or concerns the 

parent/guardian has for his/her child. We may also ask for your feedback if/when we send home progress 

reports. 

 

We encourage you to communicate with your mentee’s parents/guardians on a regular basis. We will 

provide you with the parent/guardian’s contact information (with their permission) so that you can 

communicate as needed. 

 

Activities taking place outside of regular Fortress program hours will be coordinated between you and the 

parent/guardian. Fortress does not arrange any activities, meetings or field trips outside of its regular 

programs and hours. 
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Calendar & Special Events   2015-16 

Ignite operates during the school year and follows the FWISD academic calendar. Please note that some 

dates may change. Check your weekly email for the most up-to-date information. 

 

Important Dates 

 9/14-9/17 – First Week of Mentoring 

 2/04– Volunteer Appreciation Banquet 

 5/16-5/19 – Last Week of Mentoring 

 

Closures 

 9/7 - Closed in conjunction with FWISD 

 10/11  - Closed in conjunction with FWISD 

 11/23-11/27 – Closed in conjunction with FWISD for the Thanksgiving holiday 

 12/21-1/3 - Closed in conjunction with FWISD for the Winter holidays 

 1/18 - Closed in conjunction with FWISD 

 3/14-3/18 - Closed in conjunction with FWISD for Spring Break 

 

Mentor Blackout Dates 

 9/8-9/10 – No mentoring 

 

Report Card Dates 

 10/14 – 1st Six Weeks 

 11/18 – 2nd Six Weeks 

 1/13 – 3rd Six Weeks 

 3/02 – 4th Six Weeks 

 4/27 – 5th Six Weeks 

 

Ignition Events 

Our Ignition Events are days when all mentors can come to Fortress to participate in special events with 

their mentees. We’d love to see all of our mentors at these events! If you do not normally mentor on the 

days of the Ignition Events, you can still sign up to attend. Ignition Events will be announced several 

weeks ahead of time. There will be a sign-up form in the weeks prior to each event. 

 

 

 

  

 

 


