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Grow our Own Area Librarians (GOAL) Program

Librarian in Training 
Procedures for Participants and Mentors 

Timesheets AND THE Learning Plan Progress Form

1. Participants will complete and sign a timesheet each week. 
2. Mentors will sign the form and fax it to the grant office by Tuesday of the following week. Failure to submit regular timesheets may result in the loss of the Librarian in Training Scholarship monies. 
3. Participants may carry timesheets from one location to another if they are volunteering at more than one site. 
4. The GOAL Program Project Director must be informed before the participant may volunteer at more than one location so the proper paperwork may be completed. 

5. Mentors will submit their hours online each month. Information about this process will be received at Orientation.  

6. The completed Learning Plan Progress Form must be resubmitted to the Grant Office before the Participant receives the final scholarship payment. 

Putting Volunteer Hours on hold
There have been a few situations where Participants have needed to put their volunteer hours on hold. The following requirements have been established to address this issue and enable the Institute to provide as many scholarships as possible.

1. Participants must work to complete their volunteer hours in a continuous manner. Time must be volunteered each week and hours reported to the grant office.
2. Participants may put their volunteer time (scholarship) on hold in the event of an emergency or hardship for 30 days with prior approval from the EPAL Director.

3. An additional 30 days may be granted on a case by case basis. Participants must notify both their mentor and library advisor when they need to place their scholarship on hold and prior to restarting. 

4. Participants who do not resume their volunteer hours within the sixty (60) days will forfeit any hours they may have completed and must reapply if they wish to continue participating in the program.

Training Requirements

Participants must complete the following requirements to receive scholarship funds.

1. Online Training Articles – Participants must read and discuss two Training articles with their Mentor. Participants will not receive payment until the corresponding articles have been finished. 
· There are two options for article selection.

a) The GOAL Program Staff has created an online database of articles that may be found on the EPAL website at: http://www.your-epal.org/IMLSgrant.html under the IMLS Articles tab.
· Participants will read the article, answer and submit the questions on STEP B.
·  Mentors will discuss the article with the participant, complete and submit STEP C.

b)  Articles may also be selected by the mentor. 
· If choosing an article that is not on the GOAL program website, please send a copy of the link to the office 
· Read and discuss the article
· Email a response answering your thoughts on the article. 
· Time spent reading and discussing the literature will be counted towards participant and mentor hours. 

2. Career Skills training classes – Participants will attend 2 training sessions. One session during the first 50 hours of volunteering and other during the last 50 hours. Verification of attendance will be provided by the training instructor. Participants will not receive payment until the corresponding training classes have been attended. 
· There are two options for training class selection.

a) People Skills Incorporated provides monthly training sessions for the GOAL Grant. Advisors also find alternate training opportunities.
b) Mentors may select additional training opportunities they become aware of and believe will be useful to the Participant’s program. 

· Participants and Mentors will be notified in the monthly Grant Newsletter of upcoming career skills classes and alternate training opportunities. Times and locations of classes may also be viewed on the Grant web site at: http://www.your-epal.org/IMLSgrant.html.  Classes will be offered at various locations and times. 
· A separate evaluation form must be submitted after the participant attends one of the alternate training opportunities or one selected by the mentor. 
· Mentors and Participants will count travel and attendance hours for each training session on their time sheets and monthly reports.

Mentor Hours
Mentors agree to devote as many hours as possible to the program, regardless of the number of Participants.  These hours are part of their regular day-to-day activities and should not require additional time.  
1. The Mentor monthly time reports will not match the Participant’s.  
a) For example, a Participant may be volunteering in the library while the Mentor is attending a staff meeting. The Participant would include this time on their time sheet but the Mentor would not unless the staff meeting was grant related.  
b) Another example might be if a Mentor had two Participants and they both attended the same one-hour meeting with the Mentor. Each Participant would report one hour on their time sheet.  The Mentor would also report one hour for the meeting on their time sheet plus time spent planning the meeting and following -up.  
2. Mentors will count hours spent reviewing documents or grant requirements, planning the Learning Plan Progress Form, consulting with grant staff, supervising Participants, providing career counseling, filling out time sheets or other records, talking to someone about the program or performing other duties connected to the grant whether the Participant is present or not. 
3. Please see the Mentor Time Reporting Guidelines document for complete instructions. 
Re-applying 


All interested current and former Participants who are in good standing with the program are encouraged to re-apply.   
In order to reapply you must:

1. Send a new application and letters of interest and recommendation to the Grant office before the deadline. All documents must be new. We do not accept copies of old letters of interest and recommendation.
2. Complete your current 100 hours, and fax all paperwork to the grant office.
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