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Revising Your Intake Form

Revising your intake processes and forms is one way your mentoring program can be proactive in its recruitment efforts. Below are a few suggestions of how you can make the most of your time—and of the connections at your fingertips.
1. Ask all callers how they heard about your program. Be sure to capture this valuable information so that you know what’s working!
2. Request additional information during your intake process.
Ask applying mentors to: 

1. Provide three names of men they think would make great mentors;
2. List his or her place of worship;
3. List his or her place of work;
4. List all memberships & associations he or she is involved in; and
5. Provide a checklist of additional skills or interests that could benefit your program (such as graphic design, Web site development, donating sporting equipment, public speaking, group training, etc.).
     Ask applying caregivers/mentees to:

6. Provide three names of individuals they think they would like to be their (child’s) mentor; 
7. List their place of worship;
8. List the caregiver’s place of work;
9. List all memberships & associations the caregiver is involved in; and
10.  Provide the same checklist of additional skills and interested listed above.
3. Track all responses in an Excel spreadsheet. Use them to help target your recruitment efforts and engage volunteers in your program. For example, next time you want to recruit from a few local corporations, look through your spreadsheet to find out where you already have established, natural connections; then ask your volunteers or caregivers to make introductions for you or help with the presentation.
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