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CAREER ACADEMIES
MENTOR INFORMATION AND GUIDELINES

INTRODUCTION

Welcome and thank you for becoming a mentor with the Career Academies. You will embark on a journey
that will touch the lives of our students and assist in creating our future workforce. Your time and effort will
enable our students to make sound post secondary and career decisions.

Students will either be participating in a summer paid internship or unpaid internship during the school year
as part of a senior practicum course. Students are required to complete this experience in order to receive
their Career Academies Certificate.

Expectations

The overall purpose of the Career Academies is to enable each student to become:

A student demonstrating desire and commitment

A self-disciplined learner

An effective communicator

A collaborative worker

A problem solver

A quality producer

A systems thinker

A professional, productive and responsible student in all activities within the worksite environment
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Workplace Readiness Skills

The Career Academies is founded on the SCANS (Secretary’s Commission on Achieving Necessary Skills)
Report Competencies that students need to explore and master in order to be successful in post secondary
experiences. They are:
o To identify, organize, plan and allocate resources
To work with others as a member of a team
To acquire, evaluate and use information
To understand complex inter-relationships
To work with a variety of technologies
To demonstrate written and oral skills
To utilize creative thinking and problem solving skills
To demonstrate integrity and interpersonal skills
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Career Development at the Work Site

The goal of the off campus placement is to provide first hand, real world experience associated with a
student’s chosen course of study in a Career Academy.

These studies include a senior research project that can be directly or indirectly related to the work the
students perform at the placement site. Mentors ensure that students understand expectations regarding attire
and professionalism, and help students understand the qualifications and educational requirements of various
positions within the organization of interest to the students. Best results come from mentors who:

o Help students become familiar with personnel and layout of the work environment



Give positive reinforcement

Communicate with teachers and students

Give students opportunities to get broad experiences

Give clear expectations and daily guidance

Offer guidance when correcting mistakes

Follow-up for improvement

Sign attendance sheet or journal (notify the school if student is absent)

Return grades to the Applications and Research Laboratory (ARL) in a timely manner, as applicable.
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MENTOR RESPONSIBILITIES AND GUIDELINES
Becoming a Mentor

Mentors receive a start-up packet containing information for initiating and maintaining a successful
mentorship for the year. First time mentors must submit an application (see APPENDIX) and references
unless employed by a company that conducts background checks and has an existing partnership with the
school system. Placements officially begin as early as the second day of the senior practicum class. To
begin a placement, students and mentors are expected to:

o Arrange and attend an initial meeting at the work site
Orient the student to the site
Agree on identifying meaningful on-site work for the student
Discuss student research ideas
Develop a schedule of visitations
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After students and mentors have agreed upon meaningful on-site work they will develop a schedule for
visits. Details of the placement will be presented to the ARL staff and the parent or guardian before the
placement arrangements are finalized. Students are responsible for bringing a copy of the signed Training
Agreement (see APPENDIX) to the mentor within the first two weeks of placement. Students who do not
complete this step can lose their placement.

Ensuring Safe and Appropriate Internship Experiences

Mentors must provide a safe working environment in accordance with all applicable laws. Howard County
Public Schools reserve the right to suspend a student placement if the student is exposed to an inappropriate,
illegal, or harmful situation. Special care on the part of the mentor is expected in supervising a student who
is working or visiting in environments where alcohol is being consumed. Students are not to serve, consume
or be present in an area where alcohol is available. Finally, mentors need to recognize that the student is a
minor and is participating in a school-sponsored program while at the worksite. This includes holiday parties,
picnics or other events not appropriate for a minor. Therefore, the employer agrees that all conduct and
communication will be appropriate to a teaching and learning environment.

Orienting the Student

At the initial meeting, mentors take time to meet the student, establish expectations, orient the students to the
site, identify work the students can do that is meaningful and set up a regular schedule of work. We
encourage students to attend the site as many days as possible during the assigned time. Throughout the
internship, students will have regular appointments with their teacher and participate in seminars they will
need to attend during the school year. A school calendar is included in the start-up packet so that mentors
can be aware of days schools are not in session and students are not required to work. Mentors ensure that
students understand expectations regarding attire, professionalism and punctuality at the work place. Good



mentors introduce students to professional staff members and help students understand the qualifications and
educational requirements of various positions within the organization of interest to students. A good mentor
also helps students become familiar with personnel and the layout of the work environment and company
policies, which may include background checks, exams or immunization records.

Student Career Development

Student career development is the primary purpose of an off campus placement in the Career Academies.
Students will job shadow, observe, assist and in some industries, perform appropriate duties as assigned at
their placement sites. The goal of all off campus placements is to provide first hand, real world experience
associated with a student’s chosen course of study in a Career Academy. These studies may include a senior
research project that can be directly or indirectly related to the work students do at the placement site. As a
mentor you may act as a guide for assisting the student in identifying additional talents, career, and technical
skills within this specific industry.

The Student’s Research Project, Product/Service, Abstract and Final Presentation (Unpaid work
experiences)

The level of involvement of the mentors in supporting and advising students’ research varies greatly. Some
students select work they are assigned at the mentor’s workplace as the focus topic of their research and
produce a product or a service in close collaboration with the mentor and the staff at the mentor’s workplace.
Other students pick topics of interest to them that the mentor cannot assist with directly due to policy
restrictions in the workplace or the resource limitations of the mentor. In these cases, students will be
advised and supported in their research and product/service development activities primarily by the Career
Academies staff. Mentors should meet early with students to determine how great a role they will be taking
in supporting student research efforts. Although the Career Academies staff evaluates and assigns grades to
a student’s abstract, mentors are encouraged to read drafts of their student’s abstract, ask students to practice
presentation, and provide helpful feedback prior to end of mentorship. All mentors are invited to attend the
student’s final presentation. At the final presentation, students will:

o Summarize field experiences with the mentor

o Research activities and findings

o Present their abstract

o Discuss the product or service they produced

The Student’s Portfolio

Students in the magnet program are required to develop a career portfolio documenting their skills, strengths
and accomplishments. The ARL teacher is responsible for evaluating these portfolios and assigning grades.
Many of the activities students do at the work site will produce artifacts they can include in their portfolios.
Helpful mentors keep students focused on completing tasks at the work site and documenting them in their
portfolios throughout the semester.

The Student Journal

Students keep a journal documenting their research activities and fieldwork experiences. The Career
Academy senior practicum teacher is responsible for evaluating and assigning grades to these journals.
However, mentors should sit down each marking period with the students and assist the students in setting
goals and writing objectives to reflect on internship experience. Students should record this information in a
journal entry. This will help the teacher to monitor the progress of students in field placements and support
them in maximizing the productive use of their time at the placement site.



Mentor Orientation and Support

In order to make the transition into mentoring more comfortable, the Career Academies Community Liaison
office will conduct an annual mentoring seminar. This seminar will address issues, policies, questions and
introduce/review mentor’s packets. Mentors will have the opportunity to share strategies, current
information and discuss other support for program (advisories, field trips, guest speaking, etc.). Mentors are
required to attend this meeting prior to mentoring our students. If you are unable to attend this orientation
meeting you may call the ARL to set up an orientation meeting at your place of business. We have found
these meetings to be of great value to the mentor to update them on the changes in the calendar, policies and
provide feedback to help keep our program in the forefront.

The Community Liaisons of the Career Academies are available to provide support and training to mentors
both formally and informally on an on-going basis. The community liaisons are located at the ARL. They
are available to assist mentors via phone, fax, e-mail and through site visitations. The Community Liaisons
welcome input and feedback from mentors. Please direct any concerns, questions and comments about the
Career Academies and its students to one of the Liaisons at (410) 313-6998.

Working on site at the Applications and Research Laboratory (ARL)

Mentors who will be working with students at the Applications and Research Laboratory have the same
responsibilities and should follow the same guidelines for mentoring a student at a worksite. Mentors are
required to sign in when entering the ARL in the Career and Technology Education Office. When working
with a student in the classroom please remember that Howard County Public Schools has specific policies
regarding cell phone and computer usage. Cell phones cannot be used while working within the classroom
or school setting. Personal computers cannot use the school network for access to the Internet.

The Role of the Teacher

All students have an assigned teacher who advises them in their research and meets regularly with them in
seminars at the ARL. These teachers are content experts who will be making on site visits to see each
student at their mentorship site so that they can better understand the student’s needs to ensure success in the
practicum course. These teachers guide students through the research project and handle most of the student
evaluation tasks associated with the course.

Grading (Unpaid work experiences)

The quality of the student’s participation in the field placement constitutes 50% of the student’s grade each
marking period. Each marking period, mentors will fax or mail the evaluation forms (see APPENDIX) from
the mentors start-up packet to a community liaison at the ARL by the due date listed on the form. The senior
practicum teacher using data gathered from the students, the liaisons, and the mentors assign letter grades for
all elements of the course. The practicum teachers typically request feedback from mentors in the form of a
program specific checklist. Mentor feedback is a valuable feature of the program and will be reflected in
50% of the student’s grades each marking period. Teachers can also provide mentors with guidance on
appropriate instructional strategies for individual students.



Placement Problems

Mentors are considered volunteers of The Howard County Public School System and we recognize their time
is quite valuable. Every effort will be made to screen students appropriately, sending only those who are a
“good fit” for the placement and who are prepared to work productively in the field. Realistically, we
recognize that student placements do not always turn out to be productive, positive experiences for both the
mentor and the student. If students have difficulties at a placement, or fail to complete work assigned,
MENTORS NEED TO CONTACT THE TEACHER OR A COMMUNITY LIAISON
IMMEDIATELY AT (410) 313-6998 for assistance. In most cases, problems can be resolved in ways that
meet the needs of the mentor and students alike. However, both the mentor and the student can terminate a
placement that proves to be unsatisfactory to either party, at any time throughout the semester. Students who
leave a placement after October 1 in the Fall and March 1 in the Spring will be assigned to an on-campus
placement at the ARL and a suitable mentor will be provided.

Problems at the Worksite Placement

Students not meeting the expectations of the mentor are of great concern to the Career Academy teacher and
Community Liaison. In this unsatisfactory situation, we ask the mentor to take the following steps:
o Conference with the student about concerns
o Contact the Career Academy teacher and /or the community liaison immediately about any placement
concerns
o Follow-up for improvement
o Utilize the option of termination of placement due to unsatisfactory work after a conference with the
teacher or Community Liaison

Best Practices for a Successful Mentorship

Use positive reinforcement

Work with students to give guidance in recognizing strengths
Remember this is a learning experience for students
Follow-up for improvement

Communicate with teachers, students community liaison
Provide clear expectations

Use Skills for Success (attached) as a reference
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Quick Reference Contact Numbers at the ARL

Career Academy teachers— 410-313-6998
Community Liaison — Dorothy Fletcher — 410-313-7483
Anita Brown-Lee — 410-313-7482

This information packet is designed to assist the mentor during the senior practicum. It will give ideas, and
the best practices used by our mentors. We encourage you to use this handbook as a reference. Any
questions or concerns should be addressed to the appropriate Community Liaison Office at:

Applications and Research Lab
10920 Route 108

Ellicott City, MD 21042
410-313-6998



Career Academy Mentor Application

Thank you for your interest in becoming a Career Academy Mentor. In order to ensure the safety of students and mentors alike, we
respectfully request that you complete this form and return it to the following address:

Community Liaison

Applications and Research Laboratory
10920 Route 108

Ellicott City MD 21042
dfletecher@hcpss.org

abrown-lee @hcpss.org

Phone: (410) 313-6998

FAX: (410) 313-7000

Name Position/title: Work phone
Address Home Phone
City State Z1P

Employers Name and Address

Please provide two references by way of the reference forms enclosed or have a personnel official from your employer sign this
form if security clearance is required by your employer.

Personnel Officer Signature:

For your protection and the protection of Howard County Employees, the following questions need to be answered:

Have you ever been convicted of a crime other than minor traffic violations?
Yes

No

Have you ever been dismissed or asked to resign?

If you answered yes to either question please provide details on a separate sheet of paper.



