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SECTION 1. ORGANIZATIONAL BACKGROUND
Sample Organizational Documents Included In This Section:

· Program History

· Mission Statement

· Vision Statement.

· Organizational Chart

· Program Coordinator – Mentoring Job Description

· Memorandum of Understanding

Other Organizational Documents to Include:

· Agency Bylaws 

· 501(c)3 Letter

· Memorandums of Understanding (MOU’s)

· Relevant Grant and Contract Documents or Other Agency Agreements

	NEW INSIGHTS MENTORING PROGRAM
History

New Insights, a nonprofit organization, was founded in 1999 in Winwood Heights by two grassroots community activists, Mark Hopefield and Lynne Graham. Hopefield and Graham were brought together by a common belief that many youth in their community lacked meaningful academic and career guidance. Determined to make a difference, Hopefield and Graham convened a series of community meetings, attended by more than 30 community leaders and concerned parents. With initial financial commitments from community members and local businesses, Hopefield and Graham founded New Insights as a nonprofit IRS 501(c)3 corporation. Since opening its doors, New Insights has forged strong partnerships with the local business community, media, school districts, and other youth–serving organizations in the community. 
Lynn Graham, executive director, and her staff of six continue to carry out the New Insights vision and expand the scope of program services. New Insights currently operates a tutoring program and career exploration resource centers at two local schools and manages a community-based after-school drop-in program.  Since its inception, New Insights has served over 400 youth and is currently expanding its scope of services to include a mentoring program for youth 11–18. 


	NEW INSIGHTS MENTORING PROGRAM
Mission Statement

The mission of the New Insights Mentoring Program is to empower at-risk youth in our community to make positive life choices that enable them to maximize their personal potential. 




	NEW INSIGHTS MENTORING PROGRAM
Vision Statement

New Insights Mentoring Program envisions a community in which every youth experiences nurturing one-to-one relationships and community support, which in turn allows each of them to develop into their full potential capable of making informed, responsible decisions as involved members of our community.




	NEW INSIGHTS MENTORING PROGRAM

Organizational Chart

Updated February 2003



	NEW INSIGHTS MENTORING PROGRAM 

Program Coordinator - Mentoring

Job Description
Updated January 31, 2003

The mission of New Insights, Inc., a nonprofit IRS 501(c)3 agency located in Winwood Heights, is to empower at-risk youth in our community to make positive life choices that enable them to maximize their personal potential. Through collaborative programming with schools and other community-based organizations, we provide educational, social and mentoring opportunities to enhance the academic performance, social, and community connections, and career options of the youth.

The Program Coordinator oversees the development and implementation of the youth mentoring program, which matches adult volunteer mentors with youths one-to-one. The Mentoring Program Coordinator ensures program quality and performance related to recruiting, screening, matching, monitoring, and closing the relationship with the mentor and child, and communicates with the mentor, parent/guardian, and child throughout the relationship. 

Reporting to the executive director, the Program Coordinator is responsible for overseeing all aspects of the mentoring program, and will carry out the responsibilities of the position as defined below:

Duties

· Have expert knowledge of mentoring program policies and procedures

· Maintain and update Policy and Procedure Manual as needed
· Develop and manage relationships with schools, training centers, and community-based organizations

· Build strong “working” relationship with mentoring program advisory board 

· Oversee inquiry and orientation process to ensure excellent public relations and customer service 

· Create and oversee implementation of an ongoing mentor recruitment plan, including development of an annual recruitment and quarterly activity plans, development and distribution of program marketing materials, presentations to targeted organizations, and ensuring a presence at key community events, etc.

· Perform and oversee participant screening, training, matching, support and supervision, recognition, and closure activities
· Oversee organization and implementation of mentor/mentee group events (e.g., bowling trips, pizza parties, end-of-year events)

· Plan and implement recognition activities for program participants

· Oversee program evaluation activities


	· Oversee mentoring program staff

· Attend regional/national conferences to increase knowledge of mentoring program and best practices

· Complete other duties and activities as needed 

Qualifications

· Bachelor’s degree preferred with emphasis in social work, psychology, and/or education

· Two or more years experience in mentoring and youth development, working within community organizations and/or schools preferred

· Extremely strong organizational, writing, verbal, and interpersonal skills

· Creativity and flexibility are essential in assuming significant responsibility 

· Experience working in racially, ethnically, and socioeconomically diverse urban communities preferred

· Spanish speaking/writing strongly preferred

Compensation

Starting salary range: $25,000–30,000 per annum, plus a benefits package that includes vacation, medical, dental, life insurance, transportation benefit, and retirement 401k plan.

Applications

A letter of application and résumé must be submitted to:  Human Resources, New Insights, Inc., P.O. Box 5575, Winwood Heights, IL 89633. 

AN EQUAL OPPORTUNITY EMPLOYER 
Minorities and Women Encouraged To Apply


	NEW INSIGHTS MENTORING PROGRAM

Memorandum of Understanding

This Memorandum of Understanding (MOU) made this 7th day of January 2003 as managed by the New Insights Mentoring Program (NIMP). This MOU establishes that NIMP, Winwood Heights Middle School (WHMS), Winwood Heights High School (WHHS), and Winwood Heights Recreation Center (WHRC) agree to the following terms and conditions as partners in the New Insights Mentoring Program: 

NIMP will:

· Identify, solicit, and recruit volunteer mentor applicants

· Manage programmatic activities including but not limited to development of policies and procedures, fund development, and case management

· Oversee all operational activities including screening, training, matching, support and supervision, recognition, and closure procedures

· Coordinate one-to-one mentor and mentee matching to meet the goal of 25 new matches per year

· Manage all fiscal requirements including fund development, budget management, and fiscal planning

· Provide evaluation summaries of the project to all partners

WHMS will:

· Provide onsite coordination, an adequate project site, office space, and facility amenities.

· Identify appropriate WHMS students for referral

· Advise on the academic needs of participating youth

· Assist in providing program evaluation data for participating students including grades, attendance records, discipline records, and counselor and teacher reports  

· Provide a contact person

· Cooperate to the fullest extent possible with NIMP Coordinator

WHHS will:

· Provide onsite coordination, an adequate project site, office space, and facility amenities

· Identify appropriate WHHS students for referral

· Advise on the academic needs of participating youth

· Assist in providing program evaluation data for participating students including grades, attendance records, discipline records, and counselor and teacher reports 

· Provide a contact person

· Cooperate to the fullest extent possible with NIMP Coordinator




	WHRC will:

· Serve as the primary agency for group recreational activities and games
· Provide training programs in youth development, leadership, and relationship building to mentors and program staff
· Provide a contact person
· Cooperate to the fullest extent possible with NIMP Coordinator
NIMP, WHMS, WHHS, and WHRC will hold all information confidential regarding participants and release such information only with signed parental consent or in cooperation with law enforcement investigations in compliance with local and state laws and statutes.

In witness whereof, the parties hereto have caused this MOU to be executed as of the day and year listed below.

New Insights Mentoring Program:

_________________________    __________________________   ____________

Name                                             Title                                                Date

Winwood Heights Middle School:

_________________________    __________________________   ____________

Name                                             Title                                                Date

Winwood Heights High School:

_________________________    __________________________   ____________

Name                                             Title                                                Date

Winwood Heights Recreation Center:

_________________________    __________________________   ____________

Name                                             Title                                                Date




Other Organizational Documents to Include
The final documents to be included in the Organizational Background vary, and what to include is determined by the needs of your program. Documents that are typically included in this section are:

Agency Bylaws: Useful for grant writing and orienting new staff members 

501(c)3 Tax-Exempt Status Letter: Often needed to verify nonprofit status to donors, foundations, and other sources of funding

Memorandums of Understanding (MOU’s): Important as reference guides regarding roles and responsibilities of program partners
Relevant Grant and Contract Documents or other Agency Agreements: Reference documents like grant and contract reporting schedules, scope of work, evaluation tools, and contact lists assist the program staff in the day-to-day management of grant requirements
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