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MATCH SUPPORT & SUPERVISION - MENTORING 
 
 

 
PURPOSE 

 
This policy will provide guidelines to: 
 

• ensure there are standard procedures to support the volunteer mentors, mentees and 
parent/guardians (where appropriate) 

• assist with building and sustaining match relationships and dynamics throughout the 
12-month program. 

 
 
 

 

 
POLICY STATEMENT 

 

GUIDING PRINCIPLES 
 
Sparkways is committed to: 
 
• ensuring regulations and quality measures are in place and upheld while allowing and 

encouraging all participants to have a voice in their match 
• monitoring matches to ensure that all participants promote and practise Child Safe 

practices at all times 
• ensuring all newly formed matches obtain additional support to assist with the building of the 

match relationship 
• providing regular supervision contact with mentors, mentees and parent/guardians (where 

appropriate) to discuss how individual involvement and participation is going 
• discussing issues and concerns identified, as they arise, with all participants and that there is 

an agreed understanding of the resolution 
• encouraging and supporting mentors to help their young person identify and work towards 

achieving their nominated goals 
• Providing support to all participants for the 12-month match including scheduled face to face 

reviews to evaluate how the young person and mentor are progressing within the program  
• Celebrating and recognising match successes and graduations at organised activities and 

events  

SCOPE 
 

This policy applies to Sparkways staff, volunteer mentors, young people and parent/guardians 
(where applicable) 
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RESPONSIBILITIES 

Sparkw
ays Staff 

Volunteer 
M

entors 

Young People 

Parents/ 
G

uardians 

Ensure the safety of the young person and mentor 
throughout the match and that all regulations and 
Child Safety measures are in place and upheld at all 
times 

X X X X 

Conduct regular supervision calls ( refer to the Match 
Supervision Schedule) to gain an understanding of 
child safety, by discussing: 

• The match and how their individual 
involvement and participation is travelling 

• What activities have been undertaken 
• Reflect on the progress of the relationship 

between the mentor and young person 
• Discuss any issues or concerns that may arise 

Further discussion may be required to 
identify/highlight issue or concern and explore 
possible solutions until an agreed 
understanding and solution is achieved 

X    

Allowing and encouraging all participants to have a 
voice in their match 

X X X X 

Maintaining contact with the Program Coordinator 
and mentor/mentee and being available for 
supervision calls 

X X X X 

Organise and undertake a face to face match review 
meeting, consisting of program coordinator, mentor 
and young person at the 3 , 6 and 9-month timeframe 
of the match 

X    

At the 3, 6 & 9-month match review: 
• Ensure all participants are feeling supported 
• assess the development of the match 

relationship between the mentee and mentor 
• establish or review the young person’s goals  
• reflect on the positive achievements made and 

acknowledge the strengths in the relationship 
• Discuss how all stakeholders can support the 

program to be a success for the young person 
• Discuss any identified issues or concerns 
• Ensure all Child Safety protocols are being 

adhered to 

X X X  

Document and record all supervision calls, review 
notes and young person goals on the relevant match 
and file as case notes or document uploads 

X    
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PROCEDURES 

 

Match Supervision 

During regular supervision, program staff may ask a series of questions to gain an understanding of 
child safety and how a match is progressing. Refer to attached Match Supervision guide for 
questions for volunteer mentors, mentees and parents/guardians. These questions are intended as 
a guide only. 

 

Match Supervision Schedule  

Note: This is a minimum expected supervision timeline. There may be variations to this dependant 
on the individual needs of a match. 

Timeframe Volunteer Young Person Parent 

Initial Contact 
Within 2 working days 
of first meeting or 
session 

Within 2 working days of 
first meeting or session 

Within 2 working days of 
first meeting or session 

First 1 month 
Weekly/after each 
catch up 

Fortnightly/after each 
catch up 

Fortnightly/after each 
catch up 

3-month review 
stage 

Organise a face to face meeting to discuss how the 
match is developing. Review, reflect and support 
strengths and challenges 

 

2-6 months Fortnightly Monthly Monthly 

6 Month review 
Organise a face to face meeting to discuss how the 
match is developing. Review, reflect and support 
strengths and challenges 

 

7-9 months 2-3 weeks Monthly Monthly 

9 Month review 
stage 

Organise a face to face meeting to reflect on how 
the match is progressing, and determine whether 
graduation can occur at 12 months 

 

9 months to  
graduation 

Monthly Monthly Monthly 

 

Goal setting 

The Program Coordinator will consider the initial referral in regards to desired outcomes for the 
young person. These goals will be identified during discussions with the young person at the initial 
intake interview, match meeting or review meetings and help guide match activities. As the match 
progresses the goals and outcomes will be reviewed and redeveloped to continue to support the 
young person.  Through regular supervision and at the match reviews, these goals may be 
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continued, updated or new goals identified to further support and develop the capacity of the 
young person. (see attached Mentee Goals) 

Match Review Meetings 

Reviews can be conducted in person at an agreed location or online if necessary, at the 3-month, 
6-month and 9-month timeframe of the match. 

This will provide the opportunity for participants to reflect, celebrate achievements, track goals or 
set new goals and address any areas of concern. 

The 9-month review will also reflect on how the match is progressing, and determine whether 
graduation can occur at twelve months or if support will be extended for a further period as agreed 

Review documents are completed as part of the review discussions, copies given to all participants 
and recorded on the match record. (see attached Review documents) 

Problem Resolution 

If the Program Coordinator during a supervision call or review meeting, assesses that there is a 
potential problem with the match, the Coordinator will attempt to clarify the potential problem and 
work with the mentor, mentee, and/or parent/guardian to resolve the issue early 

The general process for resolving problems will follow the IDEAL model that includes: 

• Identify the problem and have a clear shared understanding of the problem between the 
mentor, mentee, and parent/guardian. 

• Develop alternative solutions that could address the problem. 

• Evaluate the strengths and weaknesses of each solution. 

• Act on the most constructive solution 

• Learn from how the solution worked and repeat the IDEAL process if necessary. 

When the match problem involves a lack of contact on the part of the mentor or mentee, the 
program staff must investigate the reasons for lack of contact, and make efforts to ensure the match 
participants are still meeting according to the Match Agreement. 

If the problem cannot be resolved, after addressing the problem and proposing potential solutions, 
formally closing the match may be necessary. At that time, it would be determined if either or both 
parties are suitable for re-matching and continuing with the program. 

Refer: Match Closure and Graduation Policy  

Other Supports 

Beyond monitoring the match relationship and activities, program coordinators must undertake 
other efforts that support participants such as communication with other support workers involved 
with the young person or family. 

Other supports can include but are not limited to: 

• Discussions with and referrals to other support services as needs are identified for the young 
person 

• Provision of quarterly group activities for matches,  
• Where possible the attainment of admission to community events/activities for match 

participants.  
• Facilitated training workshops on relevant topics for mentors, at least twice per year. 
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BACKGROUND AND LEGISLATION 

 

LEGISLATION AND STANDARDS 

Relevant legislation and standards include but are not limited to: 
 
• Privacy Act 1988(Cth)  
• Information Privacy Act 2000(Vic)  
• Victorian Child Safe Standards   
• Victorian Human Services Standards 
 

The most current amendments to listed legislation can be found at: 

Victorian Legislation – Victorian Law Today: www.legislation.vic.gov.au 
Commonwealth Legislation – Federal Register of Legislation: www.legislation.gov.au 

 
 

 
SOURCES AND RELATED POLICIES 

 

RELATED POLICIES 

• Young Person Safety Policy 
• Code of Conduct Policy 
• Complaints Policy 
• Matching Policy 
• Match Closure & Graduation Policy 
 

 

 

EVALUATION 

 

In order to assess whether the values and purposes of the policy have been achieved, Sparkways 
will: 

 
• seek feedback from people affected by the policy regarding its effectiveness 
• monitor the implementation, compliance, complaints and incidents in relation to this policy 
• keep the policy up to date with current legislation, research, policy and best practice 
• revise the policy and procedures as part of the service’s policy review cycle, or as required 
 
 
  

http://www.legislation.vic.gov.au/
https://tryaustralia.sharepoint.com/sites/sprk_qc/QC%20Framework/1.%20POLICY%20REFRESH%20PROJECT/www.legislation.gov.au
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ATTACHMENTS 

 

• Attachment 1: Match Supervision Guide 
• Attachment 2: Mentee Goals Sheet 
• Attachment 3: Review 3 Months 
• Attachment 4: Review 6 Months 
• Attachment 5: Review 9 Months 

 

 

 
AUTHORISATION 

 

This policy was endorsed by Sparkways on 06/05/2024 

REVIEW DUE:  May 2025 
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ATTACHMENT 1 

MATCH SUPERVISION GUIDE 

(Image only; Access from program resources)  
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ATTACHMENT 2 

MENTEE GOALS SHEET 

(Image only; Access from program resources) 
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ATTACHMENT 3 

REVIEW 3 MONTHS 

(Image only; Access from program resources)  
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ATTACHMENT 4 

REVIEW 6 MONTHS 

(Image only; Access from program resources)  
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ATTACHMENT 5 

REVIEW 9 MONTHS 

(Image only; Access from program resources) 
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