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Library Leadership Development Institute

Grow our Own Area Librarians (GOAL) Program

MENTOR TIME REPORTING GUIDELINES

The purpose of the Library Leadership Development Institute and the Grow our Own Area Librarians (GOAL) Program is to create a pool of future librarians and library workers for the El Paso-TransPecos region of far west Texas and Southern New Mexico.  
There are two programs in the grant, the Librarian in Training Program for those youth and adults who want to explore a career in libraries, and the College Bound Program for those who have already chosen the field of Library and Information Science (LIS) as a career and are currently taking college or university classes.

Mentor librarians and skilled paraprofessionals train GOAL Program participants and help them explore the field of Library and Information Science. Potential Mentors submit their application, which includes a report of salary, fringe, and number of contract days. 
When accepted to the Program, mentors are assigned a participant, register online, and submit a monthly time report. Time reported serves as a major portion of the in-kind match for the federal funds awarded to the Program through a grant from the Institute of Library and Museum Services, Laura Bush Librarians in the 21st Century Program.  Without these matching funds, the GOAL Program cannot continue.  
Participants may volunteer with more than one mentor and carry their timesheets from library to library. 
All staff members who assist participants on a regular basis, must register as a Mentor and submit monthly reports to the Grant Office based on these guidelines.  

Listed below are examples of time Mentors will report, and examples of time they should not report.

Mentors should report time spent working on the GOAL Program with or without the participant present including:
· Planning

· Preparing

· Attending GOAL Program related activities, meetings, training

· Reporting

· Evaluating

· Explaining the Program to other staff, supervisors, and the public

· Training other staff to assist with the Program

· Performing other Program related activities

Mentors should report time spent on the Program when working directly with the participant or if another staff member is assisting the participant at the time including:
· Counseling participants by phone, e-mail, instant messaging, or similar contact
· Counseling participants assigned to other Mentors

· Supervising

· Training

· Attending staff or other meetings and activities, shadowed by the participant, that help the participant learn more about the role of a librarian 

· Performing other GOAL Program related activities with the participant 

Mentors should not report time when:

· They are not available to the participant

· They are on leave of any kind

· They are attending meetings or other activities not related to the Program

· They are working on non Program activities

· A designated staff member assigned to assist the participant on a regular basis is reporting time, unless the Mentor is also involved during that time.

Mentors should report only the actual time spent on the Program.  Do not double or triple report time. For example:

· If the Mentor has 3 participants and holds a one hour meeting all 3 participants attend, the Mentor will report only 1 hour on the Mentor’s timesheet, not 1 hour per participant (3 hours).  

· If all 3 participants are volunteering in the library at the same time and the Mentor spends 2 hours that day working with the participants, the Mentor reports only 2 hours, not 2 hours per participant (6 hours).  
Mentors are asked to spend as much time as possible with their Program participant(s).  Accurate Mentor time reporting is crucial to the continuation and successful completion of the grant.

If you have questions regarding the reporting of Mentor time or these guidelines, Please call the GOAL Program office at (915) 532-5588.
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