DEAM Mentor Recruitment Toolkit

This toolkit contains materials to help you recruit businesses and mentors for your DEAM activities. Businesses and mentors are the third leg of the “stool” known as DEAM. For many businesses and organizations their participation in DEAM is going to be the result of being you asking them to or someone they know asking them to. It is important to be persistent in your endeavors to recruit businesses and mentors for DEAM. You also need to remember to be flexible to the businesses and organizations and to be cognizant of their needs and goals. Also, make sure you follow up with a thank you quickly after the event. If the businesses and organizations have a good experience working with you during the preplanning of them hosting DEAM mentees, then they should agree to participate again the following year. If you have time, it is definitely worth it to make contact with your business/mentor participants throughout the year with a newsletter or DEAM update. This will keep them engaged and assist in building a relationship with the business. If you are unable to match a DEAM participant to a particular business/organization, please call the individual to let them know. This will help to maintain the relationship; be sure to ask them to still offer to serve as a mentor the next year.
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[Date,]
Dear _________(name of the person at the business either the Manager, Owner or HR person)

On behalf of [Organization Name], I would like to invite you to take part in Florida Disability Employment Awareness Month (DEAM) by becoming a Mentor to a student or job seeker with a disability.  DEAM events take place during the entire month of October, and provide you with an excellent opportunity to showcase your company and meet a potential new hire.

For many of us, having a positive role model may have meant the difference between pursuing our full potential and merely wishing we had done so.  With DEAM, you have that opportunity to make that kind of difference by serving as a Mentor for the day.  By participating in DEAM, you can help students and job seekers with disabilities solidify career goals, gain a practitioner’s perspective and additional motivation to continue their path to career success. DEAM is a flexible program, working within the confines of your schedule and time constraints and can be set for anytime in the Fall.   

DEAM is a National event, with the largest participation being in Florida.  Last year over 2,200 participants were hosted for job shadowing and mentoring events in businesses throughout the State.  Mention some specific information about your local community, ie-# of local participants, recognizable businesses, etc.
Please complete the enclosed Mentor Application Form and return it to us by Your Due Date.  Once we receive your application, we will do everything we can to match you with a student or job seeker with a disability who has an interest in your career field. If you have questions about DEAM or would like more information, feel free to contact me at [your organization] at [your organization’s phone number/email] or visit www.abletrust.org

We appreciate your consideration of Disability Employment Awareness Month 2016! We look forward to your participation and speaking with you soon.

Sincerely,
[Your Name]

[Title]

[Organization  Name or DMD City/Committee name]
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[Date]

[Name, Title]

[Name of Company]

[Address]

Dear [Name],
Florida Disability Employment Awareness Month (DEAM) is a job shadow program for students and jobseekers with disabilities. DEAM is a national initiative of the American Association of People with Disabilities (AAPD) which began in 1999 as part of a White House effort to increase the profile of Disability Employment Awareness Month.
We have been notified that your company, [insert company name here], is a [National/Statewide] Sponsor of DEAM 2016. We would like to invite your business to become a part of local level activities. More than 2,200 students and young adults across Florida will participate this year. This event will be a memorable one for both the employer mentors as well as the mentees who spend the day learning more about your company. To learn more about DEAM activities in Florida, please review the enclosed materials and visit www.abletrust.org.

In [Name of your City/County], [Name of your Program/Agency/School] is working with business and civic partners to provide job shadowing and mentoring experiences for students and jobseekers with disabilities. Our goal is that through partnerships with universities, local businesses and other agencies, we will increase future employment opportunities for people with disabilities. If your business is interested in a local Florida DEAM partnership, please do not hesitate to contact me at [insert your contact information].

Thank you in advance for your support of Florida Disability Employment Awareness Month!

Sincerely,

Name

Title
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	BUSINESS APPLICATION

Return by Fax to  (___) ___-____ or

Return by Email to:  [Email Address]
	


Thank you for taking part in Disability Employment Awareness Month! Your DEAM experience is an opportunity to underscore the connection between school and work, evaluate personal goals, target career skills for improvement, explore possible career paths, and develop lasting mentor relationships.  It all begins with this application, so fill it out, send it in, and spread the word!  
SECTION I:  GENERAL INFORMATION

Name:______________________________________________________________________________________
Name of Business/Organization: 




​​​​​​​​​​​​​​​​​​​​​​​​________________________________
Address:  













Phone:_____




                    Email:___________________ 



SECTION II:  WORK EXPERIENCE INFORMATION

Job Title:














Below, please indicate the career category or categories that best describe your job.

__ Advertising/Communications/PR/Journalism

__ Business/Professional/HR (general)
__ Law/legal





__ IT/Computer Science/Software Development

__ Engineering/Architecture



__ Hard Sciences (Biology, physics, chemistry, etc)

__ Social Sciences (economist, psychology, etc)

__ Government/Public Policy/Nonprofit

__ Hospitality/Food Service/Hotel


__ Trade (plumber, landscape, carpenter, etc)
__ Other (Please list)_________________________________________________

Summary of general job responsibilities: 






















___________________________________________________________________________________________















SECTION III:  WORKPLACE LOGISTICS

Please indicate the location of your work site ____________________________________________.

Please describe all categories that apply to the mentees you hope to host for Disability Mentoring Day.  


___
High school students


___
College students


___
Job seekers, not currently in school 


___
No preference.  The most important factor is area of interest.

Is your facility wheelchair accessible?
___
Yes
___
No

Does your business/organization offer internship opportunities?  If so, please briefly describe, including the areas of focus for such a program.  If the mentee pool permits, we will do everything we can to match you up with students who may be interested in separately applying for an internship that your organization may be offering.  Feel free to include web sites to visit and to use additional sheets of paper.


SECTION IV:  GENERAL INFORMATION FOR WORKPLACE COORDINATORS (OPTIONAL)

If you are coordinating a DEAM program at your job site or would like to lead in such efforts in your office, please fill out this section.  Check all that apply.


___
One-on-one job shadowing


___
Group tour of company


___
Small group discussion with mentees


___
Lunch with mentees

___
Guest speaker/provide information at agency event







___
Exhibit table at agency event

Your Company’s On-Site Coordinator Name and Number:








Total number of mentees you are able to host: 

__
_

Total number of workplace mentors who are available: 
_______

Workplace Coordinators are asked to gather applications from their offices and send together. Every attempt will be made to match each Mentor with a Mentee, but in the event that this proves impossible, advance notice will be provided.
	PHOTO RELEASE FORM

Return by Fax to (___) ___-____ or

or return by e-mail to [Email Address]


	


PHOTO RELEASE
I understand and consent to my picture being taken during my participation in DEAM events. I authorize The Able Trust and the DEAM Community Liaison to utilize my likeness in promotional materials, information materials, reports and publications regarding DEAM. 

Any pictures of my likeness will only be used to further promote, inform or advertise DEAM in Florida, and not for commercial gain. The Able Trust/Community Liaison will not sell or provide my likeness or pictures of me for commercial use.

In the event that my likeness is downloaded illegally from approved publications, I will not hold The Able Trust/Community Liaison responsible for any unauthorized use of my picture or likeness.

I hereby grant permission and voluntarily release all photographs of me for all promotional and educational purposes.
________________________________________             
___________________________

Participant Signature





Date
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Guidelines for ONE-ON-ONE MENTORING

With Students

Tips for Workplace Mentors

Greeting. Your student should be greeted as a business associate, with a handshake and warm hello.

Introduce Yourself. Provide your name and job title. Let the student know what you do within the organization, and how it relates to the organization as a whole. Encourage them to ask questions during the time you have together.

Student’s Resume. Explain to your student the purpose of a resume and offer advice/critique on theirs. You can use the content of their resume as conversation starters.
Interests and Hobbies. Students are most relaxed when they are talking about something they know and aren’t being “tested” by an adult. Take some time with this question. 

Community Service. Community service can accomplish three important functions in your student’s life: 1) it makes his/her community a better place to live; 2) it will help him/her get into a college of his/her choice; and 3) it provides him/her with an opportunity to gain valuable job skills. 

Career Interests. Ask your student about his/her career interests. If possible, relate those interests to your own career or to that of others in your workplace. 

Job Experience. Talk about your student’s job experience in positive terms. What did your student like about the job? What did she/he learn from the job? Tell your student about any jobs you held as a youth and how those early jobs helped you get where you are today. 

Special Skills. Ask your student about what special skills they have that would help in the workplace. Acknowledge the work your student has already done to acquire skills and encourage him/her to keep adding to the list. 

Education. This is your opportunity to encourage your student to get a good education. 

Students’ Objectives. Ask your student about what they want to get out of their DEAM experience. Keep in mind these objectives throughout the day and be prepared to alter your activities accordingly. 

Student Interview. To provide more insight about your job, suggest that your student conduct an informational interview with you. You can use this opportunity to help your student link what he/she is learning in school to what you do on the job. 

Examples for Demonstrating Workplace Skills to Students

Telephone skills. Demonstrate the correct procedure for answering phones and instruct the student on what is appropriate. If your job entails a significant amount of phone work, demonstrate communication skills by allowing the student to listen to a few calls on the speakerphone. Be sure to introduce your student to the caller and let the caller know that you have a “shadow.” Prepare ahead of time a list of calls that you can make that will help the student understand your job. Before each call, explain to the student what you hope to accomplish. At the end of each call, review the results you achieved. 

Computer Skills/programs: word, excel, power point, access, adobe, Indesign, GIS 
Industry Specific Equipment

Fax: Have the student send faxes for you throughout the day.

Client/Customer Contact skills. If your job requires client or customer contact, have the student observe the change.

Meeting Skills. Having the student attend a meeting with you is fine as long as it is inside the building. Before the meeting, give the student some background information so he/she better understands the conversation. 

Presentation skills. Show the student a presentation you are working on. Have the student critique your presentation. Then have the student add ideas of his/her own. Ask the student to modernize it for your show you how to market more effectively to people his/her age. 

Mentoring Students with Disabilities Matters

An opportunity to underscore the connection between school and work;

Students with disabilities learn about an occupation and observe actual work.

Ways You Can Make A Difference

· Listen carefully to your mentee.

Be understanding and nonjudgmental.  

· Ask questions that help the student determine personal priorities and consider the future.

For example: What are your interests? What do you enjoy doing? What are you inclined to do? What are your choices? What do you think would happen if you chose this? 

· Set an example.

Discuss qualities that promote success, retention and advancement in the workplace (e.g., punctuality, enthusiasm, appropriate dress, meeting deadlines)

· Recognize skills and talents.

Observe and commend talents you observe.

· Help student select career areas compatible with job market demand.

Your mentee may be interested in a specific career but may not know how to pursue it. For information, visit career websites together and discuss what you find.

· Provide an overview of the work world; broaden your mentee’s horizons.

Tour the workplace to provide student(s) with an overview of the work environment.  Introduce student(s) to staff so that they can see how staff with various backgrounds work together to meet organizational goals. Allow students to speak with a variety of employees. Explain the responsibilities of various departments. Arrange a meeting of top leaders in the division to speak about their professions. Attend organizational meeting(s) to allow students to be observers to how an organization functions and the roles various staff members play. Have lunch together; review student’s resume.

· Assist the student to recognize, define and build on his/her strengths.

· Practice communication skills.

Your mentee may be shy.  He/she may be intimidated by new surroundings and may be wondering what to say. Encourage student to talk during your discussions.  Have the student ask you questions and answer your questions.

· Discuss ways to deal with obstacles that may occur while achieving goals; share your thoughts.

Discuss your job, making positive choices, roadblocks you may have encountered, and how you handled them.

· Motivate and inspire students to achieve their potential.

Encourage mentees to continue their career exploration by arranging informational interviews with organizations that represent their field(s) of interest.

