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MENTOR HANDBOOK

ICPS Mentoring Program Guidelines and Forms

www.pccga.org
pccginfo@gmail.com

PCCG MENTOR HANDBOOK

The Internationally Certified Prevention Specialist (ICPS) credential through PCCG requires 120 supervised or mentored hours in the six Prevention Performance Domains, with at least 12 hours in each domain.  The domains and core functions for each are in the PCCG Application Manual.  These should be used as guidance in identifying and defining the specific job tasks, knowledge, skills and attitudes that are appropriate for the supervisory or mentoring relationship.
Important Note!
If the applicant is supervised by someone who is currently credentialed at the ICPS level by PCCG, s/he does not need to recruit a mentor.  The supervisor should follow the mentoring guidelines to provide, monitor and evaluate the candidate’s experience in the six domains.   If the applicant is not being supervised by someone currently certified at the ICPS level, s/he should immediately upon starting the certification process:

1. Review these guidelines, and


2. Complete the process to have a mentor approved by PCCG.
An applicant cannot begin to document mentored hours until after approval of proposed mentor(s) has been received.
This Handbook provides the forms and detailed guidelines for planning and completing the required mentored hours.
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PCCG MENTOR PROGRAM GUIDELINES

INTRODUCTION

According to Webster's Seventh New Collegiate Dictionary, a mentor is described as a "trusted counselor or guide, a tutor or a coach."  The Prevention Credentialing Consortium of Georgia (PCCG) uses that meaning as the basis in developing their current mentoring program as one part of the required processes leading to certification as an Internationally Certified Prevention Specialist (ICPS).

Mentoring of prevention specialists involves a direct relationship between the applicant and a more experienced Internationally Certified Prevention Specialist that centers on building skills and competences in the tasks of prevention.  Mentoring hours are best described as time that a mentor and the applicant spend together in individual needs assessment, skills development, and personal growth activities.  The mentor takes a professional interest in improving the capabilities of the applicant ensuring development of a higher level of competency in the performance domains.

Applicants seeking certification as an Internationally Certified Prevention Specialist must receive 120 hours of supervision by a supervisor who is a credentialed ICPS in good standing or mentoring by a mentor approved by PCCG.

Why does PCCG require the mentoring program?

PCCG recognized the importance of one-on-one support and guidance in the development of leadership and professional skills for personnel working in the field of prevention, whether the focus is alcohol, tobacco and other drug abuse, juvenile delinquency, drop-outs, teen pregnancy or other societal issues. The mentoring program allows the applicant to accomplish the hours of "supervised prevention" work required by the International Certification and Reciprocity Consortium (IC&RC) through which the PCCG provides the ICPS prevention credential.

Through the development of its mentoring program, PCCG has developed a set of goals that will lead to the enhancement of professionalism within the prevention ranks and will sustain its professionalism into the future.

The Goals of the PCCG Mentoring Program are to:

1.
Enhance and ensure the ongoing professional development of prevention specialists throughout Georgia.

2.
Develop and maintain a well-trained professional and certified workforce.
3.
Provide a variety of professional networking and professional development opportunities.
I.
What Are the Applicant's Responsibilities?
A.
Recruit a qualified mentor to be approved by PCCG.
B.
The applicant must send a completed Mentor Information and Request for Approval Form found on Page 5.  Mentors must be certified at the ICPS level.

C.
Notify your mentor when you have received approval. Mentoring hours cannot begin until your mentor(s) are approved.
D.
Provide your potential mentor with:
1.
A copy of this handbook in order to facilitate the potential mentor's understanding of the requirements and processes involved in being an ICPS mentor.

2.
A copy of Attachment A, which outlines the performance domains, job tasks, knowledge, skills and attitudes expected of an ICPS candidate.
E.  Assist your approved mentor in identifying your mentoring needs and the methods for providing effective mentoring services.  Work with your mentor to develop the training plan and schedule for completing the mentoring hours in each domain area.

F.
Actively participate in all mentoring activities.

G.
Document the results of all mentoring sessions on Form F - Documentation of Mentoring and Form G - Mentor/Applicant Plan and Log, by performance domains (see pages 10-11).

H.
Comply with all requests from the PCCG Administrator for additional reporting required by the Credentialing Committee.

I.
Ensure that the total number of mentoring hours is completed and that the hours are relevant to the performance domains.  Make sure that you have the required minimum number of mentoring hours for each performance domain.  (See Table One in Section IV for required hours.)

Mentor Information and Request for Approval
Name of Applicant_______________________________________________

Applicant’s Address______________________________________________

City/State/Zip__________________________________________________

Applicant’s Daytime Phone_________________________________________
Applicant’s Preferred E-Mail________________________________________
Name of Mentor_________________________________________________
Agency Name___________________________________________________
Address:______________________________________________________
City/State/Zip:__________________________________________________

Daytime Phone__________________________________________________

Preferred E-Mail_________________________________________________

Relationship to Applicant______________________________
I agree to serve as a mentor for the above applicant.
___________________________________       _________________

Mentor Signature





  Date

I hereby certify that the information I have provided is true and accurate.
___________________________________       __________________

Applicant Signature





  Date
Applicant Must:
1.
Attach the Mentor's resume. (REQUIRED)
2.
E-mail this signed form and resume to: pccginfo@gmail.com 
or mail to: PCCG Administrator, P.O. Box 1922, Lawrenceville, GA 30046
II. Who Is Eligible to Be A PCCG Mentor?
The applicant will invite individuals to serve as his/her mentor. A mentor must be certified by PCCG as an Internationally Certified Prevention Specialist and will agree to not accept payment for mentoring services.  If the applicant's immediate supervisor is a credentialed ICPS in good standing, s/he may provide the required supervision and is not required to apply to be a mentor.  Both the applicant and the recruited mentor should have and respect the right for an invited mentor to decline when asked to serve in this capacity.

Individuals considered qualified to provide professional mentoring services include:
1.
The candidate's supervisor who has prevention experience and is certified by PCCG at the ICPS level (does not have to apply to be a mentor).

2.
Other PCCG Internationally Certified Prevention Specialists. 

3.
Reciprocal candidates from other states who have Prevention Specialist certification through IC&RC.
III.
INFORMATION FOR THE MENTOR

A.
Why should you become a PCCG Mentor?
Throughout their careers, a majority of senior prevention specialists have enjoyed a professional relationship with someone either in the prevention field or in their community who has taken a special interest in helping them in the development of their professional skills or in working more effectively in their communities.  Often times, this valuable assistance, guidance, and supervision were more effective than classroom instruction in building knowledge and skills but was not recognized as part of a prevention specialist's development.  
The PCCG Mentoring Program provides an opportunity to formalize this relationship.  It gives you, an Internationally Certified Prevention Specialist, a chance to carry on that time-honored tradition of leadership and guidance

B.
What are the responsibilities of a mentor?
1. You must give your approval to serve as a mentor and sign the "Mentor Information and Request for Approval”.  You must also provide a resume and the certificate number of your most recent PCCG certificate as proof that you are currently certified as an Internationally Certified Prevention Specialist.

a. The applicant should send the completed "Mentor Information and 
Request for Approval Form," a copy of the mentor's most recent resume and certificate number certifying that the mentor is currently certified as an Internationally Certified Prevention Specialist, to PCCG Administrator, P. O Box 1922, Lawrenceville, GA, 30046 or email scanned documents to pccginfo@gmail.com.  
2. Individuals certified through PCCG at the ICPS level who  have previously agreed to serve as mentors will be automatically approved.  

3. All mentoring activities with approved mentors must occur AFTER the date of receipt of applications at the PCCG email or office.

4. The mentor will develop a regular schedule for mentoring activities with the applicant.  


a. These activities may take place through face-to-face meetings, regular telephone and/or email contact, personal observation of the applicant, review of their group/event or program, review of materials or resources they developed, or any combination of the above

5. A minimum of eight hours of mentoring per month is recommended.

6. In the event one principal mentor cannot be obtained due to limited time or schedule constraints to oversee the entire mentoring process, multiple mentors can be utilized. However, a Mentor Information and Request for Approval and required documentation must be submitted for each requested mentor. Additionally, the Documentation of Mentoring Hours must clearly indicate the mentor’s Performance Domains, Hours of Responsibilities and completion of Mentor/Applicant Plan and Log all with certified signatures.
7. Mentoring should be relevant to the job tasks, knowledge, skills and attitudes of the six Prevention Performance Domains.  The applicant must have documented hours with his/her mentor in each performance domain.

a. In their planning/needs assessment stage, the mentor and applicant should review the performance domains and relevant job tasks, knowledge, skills and attitudes and agree in which performance domains their work should be documented.

8. When the mentoring is completed and the applicant submits an application for the ICPS credential, the mentor must complete the ICPS Supervision Form (See Attachment C).  It may be helpful to make a copy of the form at the beginning of the mentoring relationship to keep track of the candidate’s skills and knowledge throughout.

IV:
Required Mentoring Hours 
The following table outlines the minimum number of mentoring hours that are required in each performance domain for the Internationally Certified Prevention Specialist. Additional mentoring hours beyond the minimum should be accomplished in any or all of the performance domains in order to reach the total number of hours required (120).

Table 1:  Mentoring Requirements by Performance Domains
	Performance Domains
	Mentoring Hours Required for ICPS

	Planning and Evaluation
	12 hours

	Prevention Education and Service Delivery
	12 hours

	Communication
	12 hours

	Community Organization
	12 hours

	Public Policy and Environmental Change
	12 hours

	Professional Growth and Responsibility
	12 hours

	Sub-Total
	72 hours

	Additional Mentoring Hours
	48 hours

	Total Hours Required
	120 hours


V.
Activities that Should be Done with the Applicant?

A.  Review the prevention performance domains on Attachment A including the job tasks, knowledge, skills and attitudes that should be addressed with the applicant.


B.  Conduct an informal needs assessment with the applicant to assess his/her strengths and needs in each of the performance domains.



C.  Develop a training plan (see Mentor/Applicant Plan and Log on page 11 of this handbook) to address the applicant's needs.

Ideas for Mentors

· Review prevention theory including the public health model.
· Encourage shadowing of various services and activities.
· Review work in planning and evaluation including understanding of goals versus objectives, where to find data, etc.
· Ask the applicant to demonstrate assessment processes, group facilitation, public speaking and other roles, responsibilities and duties required of the competent prevention specialist.

VI.
Who to Contact If I Have Any Questions Regarding My Mentorship?

Ari Russell, PCCG Administrator






Prevention Credentialing Consortium of Georgia



E-Mail:  pccginfo@gmail.com



 

Documentation of Mentoring
(For Mentor’s Use)

To the Mentor:  Please use this form to report your mentoring of the applicant in the performance of prevention functions.  Hours should be those actually spent observing the candidate’s prevention work or reviewing records and reports of his/her work as documented on the Mentor/Applicant Log.  The total number of mentoring hours required is 120.
Applicant’s Name (Mentee):___________________________________
	Performance Domains
	Mentoring Hours Completed

	Planning and Evaluation
	

	Prevention Education and Service Delivery
	

	Communication
	

	Community Organization
	

	Public Policy and Environmental Change

	

	Professional Growth and Responsibility
	

	Total Hours Completed
	


Mentor's Name____________________________________________
Phone_____________________  E-Mail_____________________________
I herby certify that I mentored the applicant from________________ (month/year) to _________________ (month/year) and that this evaluation truthfully documents the hours of mentoring and my knowledge of the applicant's skills.

_________________________________
_______________________
Signature






Date

Please scan and email this form to pccginfo@gmail.com or mail it to PCCG Administrator, P.O. Box 1922, Lawrenceville, GA  30046.

Mentor/Applicant Plan and Log
*NOTE:  Mentee is to complete this form and return it with Plan/Log directly to PCCG Administrator, P. O. Box 1922, Lawrenceville, GA 30046 or scan and email to pccginfo@gmail.com. 

Copy this form for each performance domain.  Make as many copies as needed

Applicant Name_________________________________________________  
Mentor Name___________________________________________________

Complete one log for each Performance Domain.  See Attachment A for domains and core functions.
	Performance  Domain:

	Core Function
	Mentoring Method 
	Date       
	Amount of Time

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Hours
	


Applicant Signature_______________________________  Date__________
Mentor Signature_________________________________ Date___________
ATTACHMENT A

Prevention Performance Domains and Core Functions 
Domain 1: Planning and Evaluation 
Core Functions
1.1   Determine the level of community readiness for change. 

1.2   Identify appropriate methods to gather relevant data for prevention planning. 

1.3   Identify existing resources available to address the community 
needs. 

1.4   Identify gaps in resources based on the assessment of community conditions. 

1.5   Identify the target audience. 

1.6   Identify factors that place persons in the target audience at greater risk for the identified problem. 

1.7   Identify factors that provide protection or resilience for the target audience. 

1.8   Determine priorities based on comprehensive community assessment. 

1.9   Develop a prevention plan based on research and theory that addresses community needs and desired outcomes. 

1.10 Select prevention strategies, programs, and best practices to meet the    identified needs of the community. 

1.11   Implement a strategic planning process that results in the development and implementation of a quality strategic plan. 

1.12   Identify appropriate prevention program evaluation strategies. 

1.13   Administer surveys/pre/posttests and work plan activities. 

1.14   Conduct evaluation activities to document program fidelity. 

1.15   Collect evaluation documentation for process and outcome measures. 

1.16   Evaluate activities and identify opportunities to improve outcomes. 

1.17   Utilize evaluation to enhance sustainability of prevention activities. 

1.18   Provide applicable workgroups with prevention information and other

      
 support to meet prevention outcomes. 

1.19   Incorporate cultural responsiveness into all planning and evaluation activities. 

1.20   Prepare and maintain reports, records, and documents pertaining to funding. 

Domain 2: Prevention Education and Service Delivery 
Core Functions: 
2.1
 Coordinate prevention activities. 

2.2
 Implement prevention education and skill development activities appropriate for the target audience. 

2.3
 Provide prevention education and skill development programs that contain accurate, relevant, and timely content. 

2.5
 Maintain program fidelity when implementing evidence-based practices. 

2.6
 Serve as a resource to community members and organizations regarding prevention strategies and best practices. 

Domain 3: Communication 
Core Functions: 
3.1
 Promote programs, services, activities, and maintain good public relations. 

3.2
 Participate in public awareness campaigns and projects relating to health promotion across the continuum of care. 

3.3
 Identify marketing techniques for prevention programs. 

3.4
 Apply principles of effective listening. 

3.5
 Apply principles of public speaking. 

3.6
 Employ effective facilitation skills. 

3.7
 Communicate effectively with various audiences. 

3.8
 Demonstrate interpersonal communication competency. 

Domain 4: Community Organization 
Core Functions: 
4.1   Identify the community demographics and norms. 

4.2
  Identify a diverse group of stakeholders to include in prevention programming activities. 

4.3
  Build community ownership of prevention programs by 
collaborating with stakeholders when planning, implementing, and evaluating prevention activities. 

4.4
  Offer guidance to stakeholders and community members in mobilizing for community change. 

4.5
  Participate in creating and sustaining community-based coalitions. 

4.6
 Develop or assist in developing content and materials for meeting/related activities. 

4.7
 Develop strategic alliances with other service providers within the community. 

4.8
 Develop collaborative agreements with service providers within the community.   

4.9
 Participate in behavioral health planning and activities.

Domain 5: Public Policy and Environmental Change 
Core Functions: 
5.1
 Provide resources, trainings, and consultations that promote environmental change. 

5.2
 Participate in enforcement initiatives to affect environmental change. 

5.3
 Participate in public policy development to affect environmental change. 

5.4
 Use media strategies to support policy change efforts in the community. 

5.5
 Collaborate with community groups to develop and strengthen effective policy.   

5.6
 Advocate to bring about policy and/or environmental change.   

Domain 6:  Professional Growth and Responsibility

Core Functions:

6.1
 Demonstrate knowledge of current prevention theory and practice. 

6.2
 Adhere to all legal, professional, and ethical principles. 

6.3
 Demonstrate cultural responsiveness as a prevention professional. 

6.4
 Demonstrate self-care consistent with prevention messages. 

6.5
 Recognize importance of participation in professional associations locally, statewide, and nationally. 

6.6
 Demonstrate responsible and ethical use of public and private funds. 

6.7
 Advocate for health promotion across the life span. 

6.8
 Advocate for healthy and safe communities. 

6.9
 Demonstrate knowledge of current issues of addiction. 

6.10 Demonstrate knowledge of current issues of mental, emotional, and behavioral health. 

ATTACHMENT B
ICPS Supervision Form

Name of Applicant (Please print) ___________________________________                                                  

Name of Mentor (Please print)    ____________________________________

Based upon your experience supervising and/or mentoring the applicant, please mark the appropriate rating scale with an X to indicate the applicant’s experience and competency in the six prevention performance domains.

	Domains & Core Functions
	Rating Scale for Competency
	Amount of experience
	More experience needed

	
	Outstanding
	Satisfactory
	Marginal
	Minimal, Adequate or Advanced
	Y/N

	Performance Domain 1: Planning and Evaluation

	1.1 Determine the level of community readiness for change.
	
	
	
	
	

	1.2 Identify appropriate methods to gather relevant data for prevention planning.
	
	
	
	
	

	1.3 Identify existing resources  available to address community needs.
	
	
	
	
	

	1.4 Identify gaps in resources based on the assessment of community conditions.
	
	
	
	
	

	 1.5 Identify the target audience.
	
	
	
	
	

	1.6  Identify factors that place  persons in the target  audience at greater risk for 

 the identified  problem. 
	
	
	
	
	

	1.7 Identify factors that provide protection or resilience for the target audience.
	
	
	
	
	

	1.8 Determine priorities based on omprehensive community assessment.
	
	
	
	
	

	1.9 Develop a prevention plan based on research and theory that addresses community needs and desired outcomes. 
	
	
	
	
	

	1.10 Select prevention strategies, programs, and best practices to meet the identified needs of the community.
	
	
	
	
	

	1.11 Implement a strategic planning process that results in the development and implementation of a quality strategic plan.
	
	
	
	
	

	1.12 Identify appropriate prevention program evaluation strategies.
	
	
	
	
	

	1.13 Administer surveys, pre- and post-tests and work plan activities.
	
	
	
	
	

	1.14 Conduct evaluation activities to document program fidelity.
	
	
	
	
	

	1.15 Collect evaluation documentation for process and outcome measures.
	
	
	
	
	

	1.16 Evaluate activities and identify opportunities to improve outcomes.
	
	
	
	
	

	1.17 Utilize evaluation to enhance sustainability of prevention activities.
	
	
	
	
	

	1.18 Provide applicable workgroups with prevention information and other support to meet prevention outcomes.
	
	
	
	
	

	1.19 Incorporate cultural responsiveness into all planning and evaluation activities.
	
	
	
	
	

	1.20 Prepare and maintain reports, records, and documents pertaining to funding sources.
	
	
	
	
	

	Performance Domain 2: Prevention Education and Service Delivery

	2.1 Coordinate prevention activities.
	
	
	
	
	

	2.2 Implement prevention education and skill development activities appropriate for the target audience.
	
	
	
	
	

	2.3 Provide prevention education and   skill development programs that contain accurate, relevant, and timely content.
	
	
	
	
	

	2.4 Maintain program fidelity when implementing evidence-based practices. 
	
	
	
	
	

	2.5 Serve as a resource to community members and organizations regarding , prevention strategies and best practices.
	
	
	
	
	

	Performance Domain 3: Communications

	3.1 Promote programs, services, activities, and maintain good public relations.
	
	
	
	
	

	3.2 Participate in public awareness campaigns and projects relating to health promotion across the continuum of care.
	
	
	
	
	

	3.3 Identify marketing techniques for prevention programs.
	
	
	
	
	

	3.4 Apply principles of effective listening.
	
	
	
	
	

	3.5 Apply principles of public speaking.
	
	
	
	
	

	3.6 Employ effective facilitation skills.
	
	
	
	
	

	3.7 Communicate effectively with various audiences.
	
	
	
	
	

	3.8 Demonstrate interpersonal communication competency.
	
	
	
	
	

	Performance Domain 4:  Community Organization

	4.1 Identify community demographics and norms.
	
	
	
	
	

	4.2 Identify a diverse group of stakeholders to include in prevention programming activities.
	
	
	
	
	

	4.3 Build community ownership of prevention programs by collaborating with stakeholders when planning, implementing, and evaluating prevention activities.
	
	
	
	
	

	4.4 Offer guidance to stakeholders and community members in mobilizing for community change.
	
	
	
	
	

	4.5 Participate in creating and sustaining community-based coalitions.
	
	
	
	
	

	4.6 Develop or assist in developing content and materials for meetings and other related activities.
	
	
	
	
	

	4.7 Develop strategic alliances with other service providers within the community.
	
	
	
	
	

	4.8 Develop collaborative agreements with other service providers within the community.
	
	
	
	
	

	4.9 Participate in behavioral health planning and activities.
	
	
	
	
	

	Performance Domain 5: Public Policy and Environmental Change

	5.1 Provide resources, trainings, and consultations that promote environmental change.
	
	
	
	
	

	5.2 Participate in enforcement initiatives to affect environmental change. 
	
	
	
	
	

	5.3 Participate in public policy development to affect environmental change.
	
	
	
	
	

	5.4 Use media strategies to support policy change efforts in the community.
	
	
	
	
	

	5.5 Collaborate with various community groups to develop and strengthen effective policy.
	
	
	
	
	

	5.6 Advocate to bring about policy and/or environmental change.
	
	
	
	
	

	Performance Domain 6: Professional Growth and Responsibility

	6.1 Demonstrate knowledge of current prevention theory and practice.
	
	
	
	
	

	6.2 Adhere to all legal, professional, and ethical principles.
	
	
	
	
	

	6.3 Demonstrate cultural responsiveness as a prevention professional.
	
	
	
	
	

	6.4 Demonstrate self-care consistent with prevention messages.
	
	
	
	
	

	6.5 Recognize importance of participation in professional associations locally, statewide, and nationally.. 
	
	
	
	
	

	6.6 Demonstrate responsible and ethical use of public and private funds.
	
	
	
	
	

	6.7 Advocate for health promotion across the life span.
	
	
	
	
	

	6.8 Advocate for healthy and safe communities.
	
	
	
	
	

	6.9 Demonstrate knowledge of current issues of addiction.
	
	
	
	
	

	6.10 Demonstrate knowledge of current issues of mental, emotional, and behavioral health.
	
	
	
	
	


Additional Questions:

1. Overall, was an adequate amount of information provided to demonstrate the applicant’s experience and competence working in the prevention field?  Please describe:

2. Are there areas in which the applicant needs to develop more experience or enhance skills?  Please describe:

3. Please provide any additional constructive feedback.

Based on the information you have received, does the applicant appear to be a suitable candidate for the Internationally Certified Prevention Specialist (ICPS) level of certification?

□ I highly recommend  

□ I recommend  

□ I recommend with reservation  

□ I do not recommend

__________________________________            _________________

Signature of Mentor /Supervisor                                                         Date
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