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If you have any questions related to the surveys or how to access them, please 
contact us at info@mobiusmentors.org or 802-658-1888. 
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During the design phase of the Vermont Mentoring Database, Mobius and the Vermont Mentoring Funders 
Collaborative convened a committee of experienced mentoring staff from around the state to develop a 
common survey system for evaluating youth mentor pairs in Vermont. This group developed questions by 
analyzing existing evaluation resources, including the Search Institute’s “Developmental Assets,” MENTOR’s 
“Elements of Effective Practice,” and surveys from Vermont mentoring programs serving a diverse range of 
populations and age groups. The committee also developed four different survey types—
teacher/counselor, parent/guardian, mentor, and mentee—to ensure that the information programs gather 
is inclusive of the perspectives of all adults connected to the youth, as well as of the mentee him or herself. 
In order to illustrate the effects the mentoring relationship has on the youth over time, each survey type 
includes three versions: Pre-Match (prior to the mentoring relationship), During Match (intended to be 
taken repeatedly at yearly or biannual intervals), and Exit (as a part of the match closure process). 
 
When Mobius became Vermont’s Mentoring Partnership in 2013, we shared the surveys that this group 
developed with Amy Carmola, an evaluation expert from the United Way of Chittenden County, to get 
feedback and to ensure that the data collected within them would be empirically viable. These surveys 
represent the hard work of many mentoring supporters across the state, and 2014 marks the official launch 
of this statewide survey system. Mobius has worked with CiviCore to incorporate the surveys into the 
Vermont Mentoring Database, with the hope that programs can have a tool to help better evaluate their 
own mentor pairs, and that Mobius and our funding partners can begin gathering aggregate data around 
the state of mentoring in Vermont. 
 
The following guide provides recommendations on how to administer the surveys, where to find them 
online, and how full users of the Vermont Mentoring Database can make use of them from within the 
system.  
 
If you have any questions related to the surveys or how to access them, please contact us at 
info@mobiusmentors.org or 802-658-1888. 
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Full users of the Vermont Mentoring Database: 
Programs using the database to manage their mentoring data can also store survey data in the system. To 
learn more, please jump to the “How to Enter and Store Survey Responses” section of the guide.  You can 
also have mentors take the survey through the database and their data will be automatically stored in 
database.  Learn more by jumping to the “Mentor Log-In” overview. 
 
Basic (free) users of the Vermont Mentoring Database: 
All programs can access the downloadable hard copy versions of the surveys by visiting the “Downloadable 
Materials” page on the Mobius website.   
http://www.mobiusmentors.org/resources-for-programs/materials-for-programs/  
 
Each of the downloadable surveys can be customized to include your program’s name at the top of the .pdf 
form (see example below): 
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The vision for these surveys is that they will become a natural part of your program. 

 Pre-Match Survey: Ideally the “Pre-Match” surveys can be built into your program’s existing 
paperwork and will be completed by all constituents before the first time the match meets.  

 During-Match Survey: For the “During-Match” surveys, your program will need to set a timeframe 
within which the surveys will be administered and collected each year. Make sure to give yourself 
enough time for the process, but not so much that it drags on. For a program where matches meet 
weekly about one month for the during-match surveys to be administered and collected would be 
appropriate. If the surveying time is too long the results will not correctly represent a snapshot in 
time of your program. 

 Exit Survey: Ideally the “Exit” survey will be interwoven with your match closure process. This 
survey can be a great way for all constituents to reflect on the time the match spent together and 
will provide natural closure.  

 
Overall Tips for Administering Surveys 

 Let the person being surveyed know why his or her responses are important.  

 Be honest and upfront with how long the survey will take. 

 Provide clear, concise instructions with the survey explaining how to complete the survey and how 
to return it once completed (see page 15 for a sample communication template). 

 Make taking and returning the survey as easy as possible.  All surveys can be filled out in .pdf form 
on a computer or can be printed out. If your program is a full user of the Vermont Mentoring 
Database, have your mentors take the survey through the database. 

 Some programs have found offering a drawing for a donated gift card to people that complete the 
survey has led to increased participation. 

 If you choose to mail blank surveys to constituents, include a self-addressed envelope to return the 
survey in (if you’re able to you may want to consider including postage as well). 

 

Administering Surveys to Mentees: 
To ensure proper surveying of mentees, youth should complete the survey with a program staff member. 
For older mentees, administering surveys via email or mail is also appropriate.  
 

For children under the age of 9, it is recommended that the survey be read aloud to the child, and that the 
child can tells his or her answers to a program staff member who will record them. For older youth (10+), if 
they are able to reasonably read the survey, it is fine to have them complete the survey on their own. They 
should receive clear directions from you on how to fill out the survey, and how and when they should 
return the survey to you. Mentees should be given the survey a comfortable distance away from any 
person, or other youth who may distract or influence the responses.   
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When the mentee you’re working with is filling out the actual rating scales, you may find that you will need 
to read each item aloud as he/she reads along, and then the mentee can put an “x” in whichever answer is 
most accurate.   
 
For the “open-ended items,” where we are asking for mentees to write, it is fine if they simply wish to tell 
you, and have you record their responses, word for word, on the survey sheet. It is often found that youth 
are happier telling things than writing it down themselves. However, if they prefer to write it down 
themselves, that is fine too. 
 
What you should say:  
Begin by introducing yourself, and explaining the game plan: “Hi, my name is   (Your Name) .  I was hoping 
we could talk a little about   (Name of Program)   and your experiences in   (Name of Program)  . Do you 
mind if I ask you a few questions?  I have a piece of paper (survey) we can use to write down your answers.” 
You may need to vary this depending on with the age of the mentee (i.e. “We’re trying to figure out a way 
to improve   (Name of Program)   and what we do with youth. Would you mind filling out this survey for 
us?”).     
 
It is all right to let the mentees know that they are answering important questions for your program and 
that they should think about their answers and be completely honest! It is good to encourage them to ask 
you for help if there is anything they cannot read or have questions about. For older youth with more 
limited reading ability, we urge you to read the survey aloud. 
 
At the end of the interview, you can say something like: “Thank you so much for taking the time to talk to 
me/do this! Your answers will be very helpful in improving   (Name of Program) .” 
 
FAQs: 
What if the mentee doesn’t understand the question? 

 That’s all right, and sometimes happens. Feel free to try and rephrase the question into something 
the mentee may understand. 

 When you’re rephrasing the question, be sure not to ask a question that leads the mentee to choose 
one response over another. 

 If you’re providing examples be sure to provide both “positive and negative” examples. 
 
What if I can’t get the mentee to focus long enough to fill out the surveys? 

 Try scheduling enough of a window to administer surveys, so if a mentee is unable to focus one day, 
you can try again another day. 

 If a mentee can only finish a portion of the survey, it’s fine to put that part of the survey away, and 
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try finishing it another day. 

 In a perfect world, we would like to get EVERY mentee in the program to fill out a survey, but just do 
the best you can. 

 
What if the mentee can’t/doesn’t want to answer a question? 

 If a mentee does not want to answer a question, try to talk him or her through it and figure out why 
that is. 

 If he/she absolutely does not want to answer a question, that’s fine.  Simply turn in the survey with 
that question(s) blank. 

 
Responsibilities of interviewer 
1. Set the tone 

 Be friendly and warm (but not overly sweet or intrusive). 
 Be confident in what you are doing (know your interview, know your role) so you can pay attention to 

how the conversation is going. It’s fine to be nervous, but watch out for body language or nonverbal cues 
that give the impression you are uncomfortable, uninterested, or disapproving. 

 
2. Be transparent  

 Always start by explaining who you are, why you are here, and what is going to happen.   
 Don’t skip details or speed through the introductory comments – each mentee is hearing what you have 

to say for the first time (even if you feel like it’s the 100th time you’ve said it). 
 

3. Be clear 
 Avoid too much detail – don’t “over talk” (easy mistake when nervous or uncomfortable).   
 GO SLOW – read questions slowly, move on to next question slowly. 
 

4. Be competent 
 Know the interview inside and out. Mistakes are fine – “woops, I missed something,” or “sorry, let me 

read that again” – but sloppy interviewing is ineffective. 
 When filling out your actual ratings, make sure that you are filling out the right row for each sentence, 

and not “x-ing” an answer in the row above or below by mistake. You may want to run your finger along 
each row, to make sure that everything lines up. 

 
5. Affirm without leading 

 Encourage talking without encouraging specific sorts of responses. You may like or dislike certain things 
you hear, but you should not give positive feedback (nodding, smiling, laughing) for only those answers 
you like or agree with.   

 Repeat/Echo. If a mentee says, “I feel scared when the big kids yell at each other on the playground,” you 
can say (as you write down what the mentee said), “It’s scary when the big kids yell on the playground.” 

 Acknowledge.  React, but don’t overreact. 
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6. Wrap up the interview 
 Offer genuine thanks – say it and show it.   
 Repeat why this interview is important, repeat other relevant details. 
 Ask “Is there anything else?” One great way to end an interview is to say: “I’ve asked you a lot of 

questions, but I know everyone is different and maybe I didn’t ask about something that is important to 

you. Is there anything else you want to tell me about what it’s like for you in   (Name of Program)?” 
(This can be shortened for younger mentees.) 

 
7. Finish the job 

 Once the interviewee leaves, you still have important things to do: add notes, fix hard to read sections, 
double check names/codes, etc… 

 
Helpful phrases 

 “Hold on – It takes me a minute to write this down.” 

 “Let me check to see if I missed anything.”   

 “You said ___________ [repeat/read your notes].  Did I get that right?” 

 “Can you tell me more about that?” 

 “What is it about that…?” (rather than “Why?”)   

 “Let’s finish up these questions and then we can talk more about [side track topic] if you want..” 

 “I can understand that..” (use carefully – not just for “socially acceptable” responses) 
 

Challenges you may face 

 Mentees not wanting to participate and/or not wanting to answer honestly 

 Distractions – noise, friends, activity nearby 

 Mentees trying to please you (guessing at “right” answers) 

 Mentees trying to impress you  

 Mentees being afraid of getting in trouble for certain answers, or giving a “wrong answer” 

 Interviewer feeling defensive, frustrated, annoyed 

 Getting off topic 
 
Before you start to interview  

Know your interview backwards and forwards. 
 Know the purpose of each question. 
 Be able to do the interview without your eyes glued to the page.   

Practice 
 Practice reading the questions aloud.  Highlight certain sections, add notes to yourself. 
 Ask a friend to role play – practice asking questions and writing down answers (and get feedback). 
 Interview someone who is similar to your target audience (e.g., similar age) – young family 

member/relative, friend, neighborhood kid (get permission from parents).   
 
Extreme importance of CONFIDENTIALITY 
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 Don’t talk about mentees/survey responses in front of other mentees. 
 Your program should decide how you will handle confidentiality specifically around the surveys. 

Know what to do when something comes up.   
If a mentee tells you about an event or circumstance that is a danger to themselves or others, you should follow 
your program’s youth safety reporting procedure.   
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Full users of the Vermont Mentoring Database: 
Programs using the full version of the database can input all of their survey data into the system. All survey 

forms can be accessed by selecting a mentee, and clicking on the “Surveys” tab from his or her profile. 

 

From the Surveys tab, you will have the ability to select any of the 12 survey options to launch a form: 
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Ideally you will have your program’s mentors log into the system and submit their surveys to you 

electronically. If you have not yet assigned a log-in for a mentor, you can do so by entering the “Basic Info” 

section of his or her profile, and filling out the “Email,” “Password,” and “Confirm Password” fields. 

 

  

Mentors can then access the mentor log-in screen by following the link on the Mobius homepage:  
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Once mentors log into the system, they can access links to the appropriate survey form for their match or 

matches. 
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On the program side of the system, you will have the ability to hide or show each survey form on the 

mentor side, to ensure that a mentor only fills out a survey when it is applicable.  To access this feature, 

click on the edit button next to a match from either a mentor or mentee’s profile): 
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Mentoring staff also have the option to turn survey accessibility on or off for all mentors in a specific 

program, as opposed to doing so for each individual mentor.  To access this functionality, click on the 

“Programs” tab and then select the program you want to edit.  The survey “on/off” functionality can be 

found at the bottom of the program profile (see example below for the program “Math Whiz”).  
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Using Surveys outside of the Vermont Mentoring Database: 
Programs can either print the surveys out, or have respondents fill them out electronically by sending them 
the electronic .pdf form for the appropriate survey (see example below).  Full users of the Vermont 
Mentoring Database can take the data from the .pdf forms, and input it into the system for future 
reporting, and basic users can transfer this information to their data management system of choice.  
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On an individual program level, you should be able to look at the survey data that you receive to evaluate 
individual matches and your program as a whole. Over time, as surveys are administered year after year, 
you will be able to better track the progress of mentees, matches, and your program. 
 
Individual Surveys: 
Ideally, you will be able to use the information from individual surveys to determine the following (and 
hopefully much more). 

 Does a match need more support? 

 Are expectations being met?  

 Does the parent need more frequent communication? 

 How is the mentee doing in school and with his or her self-esteem? 

 What general trends can you see in the match over time? 
 
Program-Wide Survey Data: 
By evaluating the data gathered from surveys program-wide, you can determine the following (and 
hopefully much more).  

 Are your matches achieving your desired outcomes? 

 If there is a specific focus of your program, are you seeing results in that area? 

 Are constituent groups pleased with your program? 

 Are there adjustments that need to be made to improve outcomes? 

 Are there outcomes that you’re achieving that you didn’t expect? 

 Can you see program-wide trends from one year to the next? 
 
On the statewide level, Mobius hopes to use the survey data gathered to support that mentoring programs 
in Vermont are achieving the same nationally-proven benefits of mentoring and to see if there are areas we 
need to improve upon as a state. We hope to use this data to bolster our case for receiving greater funding 
support for programs from the State, private foundations, businesses, and individual donors. We also hope 
that this statewide data, coupled with your individual program data, will assist you with making program 
improvements and securing more funding. 
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Below are communications templates you can take and customize for your program to use in 
communicating with mentees, mentors, parents/guardians, and teachers/counselors. 
 
Make sure to provide clear, concise instructions with the survey explaining how to complete the survey and 
how to return it once completed. 
 
Sample email to a mentor completing the survey through the VT Mentoring Database (for full users only) 
Hello ___________, 
 
Thank you for being a mentor in   (Name of Program) . We are currently conducting our yearly evaluations 
and would appreciate if you could help us by completing a short survey by (enter date). You can access the 
survey by logging into the Vermont Mentoring Database and clicking the Survey tab. The survey should only 
take 10-20 minutes to complete, but should be done in one sitting because after 90 minutes your 
connection on the database will time out. The survey data that we collect will help us determine how to 
improve our program and will assist us in proving data to our funders.   
 
Thank you in advance for completing the survey and for all you do to make a lasting positive impact in the 
life of   (Name of Mentee). If you have any questions please be in touch. 
 
Sample email to someone completing the survey via the attached PDF: 
Hello ___________, 
 
Thank you for being a part of   (Name of Program) . We are currently conducting our yearly evaluations and 
would appreciate if you could help us by completing the attached a short survey by (enter date). After 
downloading the survey you can just enter your responses directly into the document, save it, and email it 
back.  The survey should only take 10-20 minutes to complete. The survey data that we collect will help us 
determine how to improve our program and will assist us in proving data to our funders. 
 
Thank you in advance for completing the survey and for (something they do in their role in your program). 
If you have any questions please be in touch. 
 
 
Sample letter to someone completing a hard copy of a survey: 
Hello ___________, 
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Thank you for being a part of   (Name of Program) . We are currently conducting our yearly evaluations and 
would appreciate if you could help us by completing this short survey by (enter date). After you complete 
the survey please send it back to us in the envelope provided.  The survey should only take 10-20 minutes 
to complete. The survey data that we collect will help us determine how to improve our program and will 
assist us in proving data to our funders. 
 
Thank you in advance for completing the survey and for (something they do in their role in your program). 
If you have any questions please give me call at ____________. 
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When needed please use the grade conversion chart below to convert grades into a percentile for purposes 
of recording data uniformly across programs. 
 

GPA Percentile Letter Grade 

4.0 100 A+ 

4.0 99 A+ 

4.0 98 A+ 

4.0 97 A+ 

3.9 96 A 

3.9 95 A 

3.8 94 A 

3.8 93 A 

3.7 92 A- 

3.6 91 A- 

3.5 90 A- 

3.4 89 B+ 

3.3 88 B+ 

3.2 87 B+ 

3.1 86 B 

3.0 85 B 

2.9 84 B 

2.8 83 B 

2.7 82 B- 

2.6 81 B- 

2.5 80 B- 

2.4 79 C+ 

2.3 78 C+ 

2.2 77 C+ 

2.1 76 C 

2.0 75 C 

1.9 74 C 

1.8 73 C 

1.7 72 C- 

1.6 71 C- 

1.5 70 C- 

1.4 69 D+ 

1.3 68 D+ 

1.2 67 D+ 

1.1 66 D 

1.0 65 D 

1.0 64 F 

0.9 63 F 

0.8 62 F 

0.8 61 F 

0.7 60 F 
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