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Introduction 

Thank you for signing up to mentor with Starting Point.  The impact that you 

can have on the lives of the young people of Reading is truly remarkable, 

and it is my strong belief that lives will be changed through the work that you 

do. 

This handbook contains summaries of the key information you need to help 

you successfully and safely work with the young people who are referred to 

us. 

If any questions arise as you read it, or if there is anything that you are 

unsure of, please do not hesitate to contact us. 

Sam Lloyd 

Starting Point Manager 

Tel: 07864 040466 

Email: sam.lloyd@themustardtree.org 

Mentoring Handbook   Version 8 – Jan 2021 

mailto:sam.lloyd@themustardtree.org
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Our Values 

Unlocking. 

We believe every young person has potential, which through 

relational, tailored and holistic support, can be unlocked and 

fulfilled. 

Enabling. 

We seek to enable every young person to make and sustain 

positive change in their journey to achieving their aspirations. 

Releasing. 

   We are passionate about seeing every young person released 

  into a brighter and more hopeful future. 

Starting Point provides holistic support which focuses on both the practical 

aspects of gaining and maintaining employment or training, as well as social-

emotional factors such as confidence, aspiration and a sense of purpose. 

This is achieved through one-to-one support with a mentor who acts as a role 

model, taking a genuine interest in their mentee and allowing time to build 

relationship and trust though conversation. 
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Our Programmes 

Advance Mentoring
Advance Mentoring supports young people aged 11-19 who are at risk of 

exclusion and/or becoming NEET upon leaving education. 

Aspire Mentoring 

Aspire Mentoring supports young people aged 16-25 throughout their journey 

of attaining, sustaining, and thriving within education, employment, and 

training. 

Aware Mentoring 
Aware Mentoring supports young people aged 11-25 who are at risk of / 

involved in exploitation, crime, and youth violence. 

Action Media 
Action Media is a young person-led production company which provides 

meaningful work experience in a creative industry. 
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Advance Mentoring – The ‘Ladder’ Journey 

Step 1 is the first stage of the Advance mentoring 

programme and begins when a young person has been 

matched to a mentor. 

It involves weekly 1-2-1 mentoring supporting the young 

person to reflect on where they are at, understand what 

they are struggling with, and what barriers they are facing. 

Step 2 is for when a young person is ready to start 

identifying their strengths and setting goals. 

Regular 1-2-1 mentoring will continue as they are 

supported in identifying goals and deciding how to start 

working towards them. These goals could be long-term, or 

smaller short-term ones. 

Step 3 is when a young person is starting to take 

positive steps forward. This could be starting to attend 

school more regularly, not getting as frustrated in lessons, 

or beginning an application for a course for after Year 11. 

Regular 1-2-1 mentoring continues as the young person 

progresses towards their goals and a more confident, 

positive future. 

Step 4 is when a young person is thriving and 

sustaining positive changes. This could be when they 

are settled into and enjoying a new college course or have 

improved their engagement at school. 

On-demand mentoring is available for a young person as 

and when they feel they need support. 

Step 2 

Step 3 

Step 1 

Step 4 
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Aspire Mentoring – The ‘Traffic Light’ Journey 

Red Stage is the first stage of the Starting Point mentoring 

programme. It is for young people who are not in regular 

employment, education or training (what defines regular is 

assessed on an individual basis). 

It involves weekly 1-2-1 mentoring and supporting the young person to take 

steps such as volunteering, work experience or short-term training courses. 

We are also able to assist them with the cost of preparing for an interview or 

starting work (clothes, haircuts or travel). 

Once your young person has found employment or started 

education/training, they move into Amber Stage. (They may 

also be in Amber if they have been EET for a while, but are 

now at risk of losing their EET status for some reason). 

This is the prevention and follow-up stage of the Starting Point mentoring 

programme. Their regular 1-2-1 mentoring continues to begin with, but is 

designed to become less and less regular as the young person grows in 

confidence and self-reliance. The length and intensity of this stage depends 

on the individual. 

Green Light is the point where the young person is no longer 

in need of support. Their mentoring will finish and they will 

have a final meeting with the project manager, reviewing their 

time with Starting Point, and how they feel they have grown. 

To be considered green a young person must feel confident that they are able 

to continue without ongoing support and the mentor have observed that there 

is a low risk of the young person becoming NEET again.  
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Why Mentoring Works 

Journeying: We listen to each young person about 

their personal aspirations and challenges. Starting 

small, we set goals together allowing the individual 

to experience achievement.  

Enabling conversations: We enable genuine 

and natural conversation which creates an ideal 

environment for positive association and productive 

mentoring. Active listening. 

Tailoring:  We personalise the support so that 

each individual can overcome their distinctive 

barriers and meet their unique goals; all with an 

emphasis on encouragement. 

Scaffolding: To ensure change is sustained we 

continue to mentor each individual once they are no 

longer ‘at risk’ or NEET.  

Role-modelling and peer support: We 

intentionally match each young person with a role 

model figure. This ‘witnessing’ approach gives the 

mentee confidence to act. 

Opportunity making: Using our connections with 

other services and organisations we link our young 

people with excellent opportunities they wouldn’t 

otherwise access.  

Transparency: We are passionate about being 

honest and appropriately transparent, as this builds 

good relationships and trust with all those connected 

with the project.  

Ownership:  We look to develop our project on an 

ongoing basis through seeking feedback from each 

young person and mentor. We also look to facilitate 

any initiatives or ideas mentors may have. 
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Mentoring Activities 

All support is tailored to the individual, meeting each young person’s specific 
needs. The kind of support you give may also depend on what programme 
you are mentoring on. It can include: 

Practical Support 

▪ Developing different revision techniques

▪ Helping with prioritising tasks

▪ Creating a daily plan

▪ Identifying a potential career path or future goals

▪ Preparing CVs

▪ Interview practice

▪ Job searching and application forms

▪ Handing out CVs with young person

▪ Attending college open days with young person

▪ Introducing the young person to potential business contacts

Wellbeing, Social & Emotional Support 

▪ Chatting in a café

▪ Building their confidence and self-esteem

▪ Helping to overcome fears such as talking over the phone and public

transport

▪ Helping develop skills for the workplace such as timekeeping, conflict

resolution and communication skills

▪ Encouraging them to pursue interests and get involved in community

groups



9 

Transporting a Young Person 

There is no expectation that mentors use their cars as part of their 

volunteering role, however if you would like to be able to transport your 

mentee, you will need to read and agree to abide by the following: 

▪ Young Person Transportation Policy and Guidance

▪ Driver Agreement Form

Please speak to one of the staff team for more details, and to arrange putting 

the relevant paperwork in place. 
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Mentoring Tips & Techniques 

▪ Feel free to be creative

▪ Take the lead

▪ Listen more than you speak

▪ Don’t bombard with questions

▪ Leave time for answers

▪ Find some common ground

▪ Find out that subject that makes that young person light up

▪ Don’t forget your sense of humour

▪ Set tasks together

▪ Regularly find a sense of achievement and things to celebrate

▪ Lead the young person to come to realise a solution themselves

rather than tell them

▪ Use example of your own experience

▪ Use visuals

▪ Don’t feel you have to always talk about work related topics

▪ Ask the Starting Point team for advice
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Additional Opportunities with Starting Point 

Mock Interviews 

We run monthly Mock Interviews with a volunteer 

interviewer who has expertise in management and 

recruitment. These sessions consist of a 30-minute 

mock interview followed by a 30-minute feedback slot 

which the young person’s mentor can also attend. 

Mock Interviews are designed to build the 

confidence of the young person, develop their 

interview technique and provide feedback that can 

be worked on with their mentor. 

Volunteering & Work Experience 

Most of the young people we mentor are long-term 

NEET and have little or no experience of the workplace. 

Also, if a young person is struggling to engage at school, 

they may not be involved with extra-curricular activities 

and so it may be difficult for them to have examples for 

their CV. We are able to help them access volunteering opportunities or set up 

a work experience placement. 

These give valuable practice at being in a work 

environment – helping their understanding and 

development of the skills needed to do well in 

employment - enabling the next step on their 

journey to becoming work-ready. 
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Young Person Support Fund 

To ensure lack of finance isn’t yet another barrier to 

work, we have a young person support fund which 

covers the cost of things related to interviews like 

clothes, a haircut or travel. Or we can assist with other 

needs such as enabling them to get ID documentation, a 

Construction Skills Certification Scheme (CSCS) card or access training. 

If you become aware of need that your mentee 

has, please get in touch with the team to arrange a 

Support Fund grant. 

Social Groups 

Loneliness and social isolation is a growing issue 

amongst young people. Partnering with local 

organisations, we set up regular social groups to 

encourage peer-to-peer support; building confidence, 

social skills and teamwork.  

Mentors often attend the first session with their 

mentee, to help them overcome initial fears of 

meeting new people. We hope that these groups 

give opportunities for friendships to grow and new 

interests to develop. 
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Mentoring Toolbox 

Starting Point’s Mentoring Toolbox provides resources that 

enable you to support and equip your mentee to move forward. 

Our mentoring is holistic and so we have used Positive 

Psychology to shape the toolbox - the scientific study of how 

humans thrive, or those elements that make life worth living! We look to help 

our young people to develop in all these areas: 

The toolbox has resources such as: 

▪ CV Writing & Interview Preparation Tips

▪ Training Modules (including a workbook) on topics including

‘Communications Skills’ and ‘Developing a Positive Attitude.’

▪ Routine Planning

▪ Personal Growth Action Plan

▪ Overcoming Barriers & Distractions

These are available online through our Mentoring Toolbox Portal on the 

Starting Point website. If you are unsure how to access the Toolbox or have 

further questions, please get in touch. 
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Expectations of Mentors 

Commit to being a mentor for a minimum of 12 months.  

Policies - to read and abide by the policies & procedures. These will be sent 

to you electronically. A copy of all MTF policies are available upon request. 

Please be advised that these may change periodically, in which case updated 

versions will be sent to you. 

Monthly Mentoring Log - Mentors are required to fill out a monthly 

Mentoring Log with details of their contact with their young person.   

Inform the PM if there has been no contact with your young person for 3 

consecutive weeks. 

Mentor Meet-ups & Supervision Sessions – both take place on a 

quarterly basis, and you are expected to attend all of these. Meet-ups 

provide support, training and sharing of good practice. Supervision will be a 

one-to-one meeting or call with your mentoring coordinator. 

Lone-Working Best Practice 

You will be sent a copy of the MTF Lone-Working Policy, which gives very 

detailed advice. The below are general guidelines set out by the Mentoring 

and Befriending Foundation which we advise our mentors to adhere to.   

1. Plan for your own safety.

2. Familiarise yourself with the area in which you will be working.

3. Present yourself appropriately in various contexts (e.g. dress).

4. Communicate any concerns to your coordinator.

5. Make sure your mobile phone is fully charged and easily accessible.

6. Follow the guidelines laid down by the programme (see below).

7. Trust (and listen to) your instincts.

8. Regard and report any incidents that cause you concern.

In addition, Starting Point has its own requirements outlined in our Mentoring 

Guidelines (please see the following page). 
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Mentoring Guidelines 

Don’t 

1. Contact or respond to a young person after 8pm – contact

should be made between 8am and 8pm (unless in the case of an

emergency or through prior-agreement with the Project Manager).

2. Meet in your own home or in the young person’s home – all

meetings should take place in a public setting where possible.

3. Transport a young person in your vehicle unless this has been

pre-agreed with the Project Manager. Additional procedures will

need to be completed regarding insurance and Safeguarding.

4. Assist with cash, bills or shopping for the young person unless

this has been pre-agreed with the Project Manager.

5. Buy alcoholic drinks for young people – hot or cold soft drinks

are fine.

6. Use bad language or become aggressive towards the young

person – de-escalating the situation is always preferable to an

argument.

Do 

1. Follow our policies, including Safeguarding, Confidentiality

and Risk Management – ask if you have any questions.

2. Acknowledge differences – if you are uncomfortable with meeting

with a particular young person for any reason, please speak to us.

3. Avoid dependency – referring young people to other sources of

help will prevent them being dependent on you.

4. Log activities where you feel boundaries may have been

approached – see Safeguarding / Concern / Incident Log.

5. Attend training and supervision sessions to access support and

advice.

6. Contact us if you have any questions or concerns. Any accident

or emergency that takes place during mentoring should be reported

to a staff member as soon as possible.
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Reporting: 

Safeguarding, General Concern or an Incident 

Regular updates on your mentee are given to the staff team through the 

monthly completion and submission of a Mentoring Log.  

If something unusual or concerning occurs, we ask that you also complete a 

Safeguarding / Concern / Incident Log and return this to us as soon as 

possible. The categories are defined as follows: 

Safeguarding Concern / Disclosure 

Further information given in the next section 

▪ A mentee who is under 18 or an adult at risk shares that or you are

concerned that they are being abused or harmed in some way;

▪ Your mentee discloses information about the abuse or harm of

someone else who is under 18 or an adult at risk.

General Concern 

Your mentee shares something that causes concern for their safety or 

wellbeing - but it is not ‘Safeguarding’ as they are not under 18 or classed as 

‘an adult at risk.’ Examples may include concerns about: 

▪ Mental or physical health;

▪ Risk-taking behaviour, or behaviour that is out of character;

▪ Alcohol or drug misuse, or illegal activity of some kind;

▪ Experiencing abuse or harm e.g. domestic violence.

Incident 

An incident that takes place during mentoring, such as: 

▪ An accident or emergency;

▪ A crisis where you’ve provided support that is out of the ordinary;

▪ A situation where you felt uncomfortable or unsafe for any reason;

▪ Aggressive or intimidating behaviour by the young person towards you

or anyone else, OR if they are on the receiving end of such behaviour

from another person.
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Safeguarding Policy & Procedures 

The Mustard Tree Foundation (MTF) has a Safeguarding Policy and 

Procedure which you will receive electronically.  You are required to read this 

and keep it for reference. It gives full details of how MTF will deal with 

suspicions of abuse or neglect, and what to do if a young person makes a 

disclosure to you. More detailed Safeguarding Training will also be provided. 

Safeguarding applies to both a young person under the age of 18, and a 

young person who is regarded as an ‘adult at risk’. 

Definition of an ‘Adult at Risk’: 
▪ Aged 18 years or over;
▪ Who may be in need of community care services (whether or not the local

authority is meeting any of these needs) by reason of mental or other
disability, age or illness;

▪ and who is or may be unable to take care of him or herself, or unable to
protect him or herself against significant harm or exploitation.

How to respond to a mentee who makes a disclosure 

During the conversation… 

Do 

▪ Listen, reassure and respond sensitively.

▪ Let them use their own words, repeat back to them what they have said

and ask them to confirm it.

▪ Thank them for sharing, and explain what you are going to do next…

For an under 18 - explain that you have to tell someone else and that you will 

need to talk to the MTF Safeguarding Officer. 

For an adult at risk - ask what they would like to happen and discuss the 

options with them. Explain that you will speak to the MTF Safeguarding 

Officer, who will be able to give advice. 

For all other mentees - explain that you will speak to someone from the 

Starting Point staff team to get some advice on further support. 
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Don’t 

▪ Promise to keep secrets (As part of joining the mentoring programme, all

YPs will have given their consent for any safety or wellbeing concerns to

be raised with the Starting Point Manager).

▪ Appear shocked or disgusted.

▪ Ask too many questions.

▪ Ask leading questions or put words in their mouths.

▪ Jump to conclusions.

▪ Investigate yourself.

After the conversation… 

▪ Record what is said (and the person’s condition and any injuries) as soon

as possible after the conversation.

▪ For an under 18 / Adult at Risk - Speak to the MTF Designated

Safeguarding Person to report the concern at the earliest

opportunity. (You do not need your mentee’s consent to do this).

▪ For all other mentees – speak to someone from the Starting Point staff

team to get advice on further support.

▪ Maintain confidentiality between yourself, the mentee, and others involved

in the investigation (from MTF and RBC Safeguarding team, if relevant).
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Safeguarding Concerns (Under 18s and Adults at Risk) – 

Summary of ACTIONS to take 

If your mentee has made a disclosure to you, or you are concerned that they 

are being harmed or are at risk of being harmed:  

 

Yes  No 

 

 Under no circumstances should you carry out your own investigation into 

an allegation or suspicion of abuse.  

 Contact the MTF Designated Safeguarding Person as soon as possible 

(your mentee’s consent is not required in order to do this). 

 If someone from the MTF Safeguarding Team is not available and it’s 

urgent, you can contact the Reading Borough Council (RBC) 

Safeguarding team directly - follow the Safeguarding Contact Table.  

In the case of an Adult at Risk they must give their consent before 

notifying the RBC Safeguarding Team (MASH), unless they do not have 

the mental capacity to make this decision, in which case a referral can be 

made without consent. 

 Remember - if you have an immediate concern for the safety of an 

individual report it to the police.  

 If you do make a direct referral to the police or RBC, then the MTF 

Designated Safeguarding Person should be advised at the earliest 

opportunity. 

 Write a record of your concerns as soon as possible - fill in a 

Safeguarding Incident Log. 

Contact the police 
Contact the MTF Designated 

Safeguarding Person 

Is the person in immediate danger? 
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Safeguarding Contact Table (Under 18s and Adults at Risk) 

Person Role Tel. No 

Katherine Shepherd 
Designated Safeguarding 

Officer 

0118 956 7000 

07557 649461 

John Hawkins 
Designated Safeguarding 

Trustee 
0118 3776787 

If you can’t reach an MTF Designated Safeguarding Person and 

it’s urgent, follow the procedures outlined by Reading Borough 

Council by contacting: 

CSPAT (Children’s 

Single Point of 

Access Team) 

For children – under 18 0118 937 3641 

MASH (Multi Agency 

Safeguarding Hub) 

For adults at risk 

(only call with the 

person’s consent) 

0118 937 3747 

Out of hours’ emergency number for children 

or adults 
01344 786 543 
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Other Safety and Wellbeing Concerns (all other mentees) 

For all other mentees who are 18 and over, please contact someone from the 

Starting Point staff team if concerns arise over their safety or wellbeing. If you 

are ever unsure, please ask! 

 This may include concerns over mental health issues, self-harm or 

suicidal thoughts.  

 We may ask you to fill in a Safeguarding / Concern / Incident Log. 

 We will look to either provide or signpost them to the appropriate support 

needed. We may seek further advice, however we cannot contact any 

other support services on their behalf unless we have the young person’s 

permission to do so, UNLESS it is an emergency… 

 Please also contact us if your mentee makes any disclosures of historical 

abuse, as it may be that the abuse goes beyond the individual and we 

have a wider duty to protect others as well. 

Sam Lloyd  

Starting Point Manager 

07864 040466 

Romy Biscoe 

Programme Manager – Advance

07544 177816 

Sophie O’Rourke  

Programme Manager – Aspire

07500 784983

Richard Smith 

Centre Manager – Reading 
07512 146428 / 0118 995 2160

Tim Blake 

Programme Manager – Aware 
07724 630216 

Georgia McIntosh 
Support Mentor – Aspire

07825 331262 

In any emergency situation where there is 
immediate & serious danger, call 999. 



23 
 

Working with Young People with Mental Health Struggles 

As a mentor, you are not expected to take on a counselling role or provide 

intensive support with issues that would require professional help. However, 

we are finding that many of our young people face barriers to employment or 

training that include their struggles with emotional or mental health and 

wellbeing. 

Please talk to the team if you have concerns or need advice around the best 

way to support your mentee. We also recommend the following: 

1. If your mentee is struggling with mental health issues, we recommend 

that they contact their GP as soon as possible, for advice and 

support.  
 

2. The Samaritans offer 24-hour support via phone. Tel: 116 123 

(Freephone 24-hour helpline) 
 

3. The NHS Community Mental Health Team provides specialist 

support to Reading adults (aged 18 and over) with severe and 

complex mental health issues. The team accepts self-referrals and 

referrals from relatives, friends and other agencies. Call the Common 

Point of Entry (CPE) on: 0300 365 0300 
 

4. In an emergency, always call 999.  

 

Further Help & Signposting 

The Mind website is a useful source of information, and can give you and your 

mentee more understanding of some of the issues (including diagnosis, 

treatment options and where to go for support), as well as advice on how best 

to support someone. The information pages include topics such as: 

▪ Anger 

▪ Anxiety 

▪ Depression 

▪ Panic attacks 

▪ Self-esteem 

▪ Self-harm 

▪ Sleep problems 

▪ Stress 

▪ Suicidal Feelings 

 

There are excellent downloadable PDFs, each with a section on ’How can 

friends and family help?’   

www.mind.org.uk/information-support/types-of-mental-health-problems/ 

http://www.mind.org.uk/information-support/types-of-mental-health-problems/
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Useful Contacts 

Organisation Contact Additional Information 

Adult Social Care 

Reading Borough 

Council 
0118 937 3747 

A range of information, advice and support to 

help someone with a disability or ongoing 

health condition. 

Advice Services 

Citizen’s Advice 

Bureau 
03444 111 306 

Advice on a wide range of problems 

including: benefits, employment, debt and 

money, housing, discrimination, law and 

rights, healthcare and education. 

Debt Advice 

CAP 0800 328 0006 
Support to get out of debt, Job Clubs, Life 

Skills & Money Management courses. 

The Money Advice 

Service 
0800 138 7777 

Free and impartial money advice, including 

debt and borrowing, budgeting and saving, 

work and benefits. 

www.moneyadviceservice.org.uk  

Education / Training 

Reading College 0800 371434 www.reading-college.ac.uk 

New Directions 
Various 

(4 venues) 

19+ year olds 

www.newdirectionsreading.co.uk 

Housing Advice Service 

Reading Borough 

Council 
0118 937 2165 

Advice on housing options with a focus on 

preventing homelessness, including tenancy 

advice.  

Interview Preparation Support 

Smart Works 

 

(Referral only) 

Please speak to 

a Starting Point 

staff member to 

arrange this. 

For women who have a confirmed job 

interview for a paid position or a year-long 

apprenticeship. They provide high quality, 

work appropriate outfits, styling advice and 

interview coaching. 

www.smartworks.org.uk/reading-smart-works 

http://www.moneyadviceservice.org.uk/
http://www.reading-college.ac.uk/
http://www.newdirectionsreading.co.uk/
http://www.smartworks.org.uk/reading-smart-works
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Mental Health 

CAMHS (Child and 

Adolescent Mental 

Health Service) 

NHS service.  

0300 365 0300 

Currently referrals for young people must be 

made through a professional or clinician e.g. 

their G.P. They can advise and can get further 

specialist advice about courses of action. 

Community Mental 

Health Team 

NHS service. 

Call the 

Common Point 

of Entry (CPE) 

on: 

0300 365 0300 

The team provides specialist support to 

Reading adults (aged 18 and over) with 

severe and complex mental health issues. 

The team accepts self-referrals and referrals 

from relatives, friends and other agencies.  

Compass Recovery 

College 
0118 937 3945 

Courses & activities to promote good mental 

health & improve personal wellbeing. 

www.compassrecoverycollege.uk  

Kooth Via website 

Free, safe, and anonymous online counselling 

and support - includes chatting to counsellors, 

reading articles written by young people, and 

joining live moderated forums. 

https://www.kooth.com/ 

No 5 0118 901 5668 Counselling for 10 - 25 year olds.  

Talking Therapies 0300 365 2000  

NHS support service. 

Text ‘Talk’ and your postcode to 07500 

915968 

Sexual Health 

Florey Unit 0118 322 8536 NHS support service. 

Substance Misuse 

FRANK 0300 123 6600 

Friendly Confidential Drugs Advice 

www.talktofrank.com  

 

http://www.compassrecoverycollege.uk/
https://www.kooth.com/
http://www.talktofrank.com/
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