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Disclaimer Statement

This publication is designed to provide information only in regard to the subject matter
coveredlt is distributed with the understanding that thentoring prograns not engageah
rendering legal, accounting, or other professional services
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Jet Ahead

Mission Statement
Jet Ahead-women mentoring womeis designed to help women A&P students to
successfully move into éhaviation field. It is the hope of this program that by introduci
them to professional women mechanics, they will have a better understanding of the
industry as a whole and what skills they need to perfect, to succeed in their chosdn fi
is alsoa goal of this program to help the mentees improve in their networking skills, b
encouraging their participation iWWomen in Aviation (WIA) and the Association for
Women in Aviation Maintenance (AWAM#s well as local aviation industry activities.
This program is designed to be fluid in that it can be adjusted to meet the needs of th
schools, industry and students.
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Jet Ahead

Recruitment Policy

It is the policy ofthis mentoring prograrthat therewill be omoing recruitment activities
for new mentorsTheserecruitmentactivities will coincide with aviation activities acros
the country as well as alumni frooar participating aviation school$his planwill be
kept current with any @oing adjustments.

Therecruitment plan will be disesed and adjusted through the Committee members

Jet Ahead

Inquiry Policy

Board Approval Date:
Revision Date:

It is the policy ofJet Aheadhat all inquiries regarding participation in the mentoring
program be responded to hiih two weeks This includes both mentors and mentee
inquiries.

Confidentiality for all potential participants will be upheld from this initial point of
contact forward.
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Eligibility Policy

It is the policy ofthe Jet Aheadhat each pdicipant must meet the defined eligibility
criteria.Mentoring staff should be knowledgeableand understand adlligibility
criteriarequired for mentor and mentee participation in the program

Mentor Eligibility Requirements

Be & least 21 years @ge

Have their Airframe and/or Powerplant Certificate

Have NOT had their A&P certificate revoked

Be willing to adhere to all policies ampdoceduregor the Women A&P
Mentoring Program

Agree to a ongrear commitment to the program

Commit toe-mailing yourmentee aninimum oftwice a month
Contact your meerewithin 72 hours of your introduction mentee assignmen
Complete the screening procedure

Be willing to share youfact sheetvith mentee

Be willing to communicate regularly with the program coordinaocommittee
chair on your participation

Have a clean criminal history

Not be a user aflicit drugs

Not have falsified information during the course of the screening process
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Mentee Eligibility Requirements

Must be actively enrolled in ah&P school

Must be a female

Your school must be a willing participant in the program

Be 18 years or older

Younger than 18 may qualify with the permission of their parent or legal
guardian and their A&P school.

Demonstrate a desire to participate in thegpam and be willing to abide by al
policies and procedures

Agree to a ongrear commitment to the program

Commit to emailing your mentor a minimum of twice a month

Agree to email your mentor within 72 hours of your first contact

Complete screening prodere

Be willing to share youfact sheetvith mentor

Be willing to communicate regularly with the program coordinatd€ommittee
Chairand discusgour participation in the program
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Jet Ahead

Screening Policy

Board Approval Date:
Revispbn Date:

It is the policy ofthis mentoring ppgramthat each mentor and mentggplicant
completea screening procedutiat includes a bio fornThis form will be shared with
the mentor/mentee.

Mentor Screening Procedures
¥ Complete a writtempplication
¥ Completefact sheetorm
¥ Provide three personal references
¥ Completean onphoneinterview

Mentee Screening Procedures

Show proof of your enrollment in an A&P school

Complete a written application

Complete youfact sheet

Obtain parenguardian consenias well as your schools permissibiyou are
under 18
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The decision to accept an applicant into the program will be based upon a final
assessment done bye committee chaamt the completionf the mentor or mentee
screening procedurgheWomen A&P Mentoring Program Committeell review
any rejected applicants and hdirel approval for an applicantOs acceptartoethe
program. No reason will be provided to mentor applicagjected from participation
in the program.

All mentorsare eypected to meehe elgibility criteria. However, extenuating
circumstancemay be reviewed at the discretion of deenmittee chairThese
instances are expected to be rare.

Documentation of the screening process must be maintained foagalatant ad
placed inconfidential files.
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Matching Policy

It is the policy ofJet Aheadhat theCommittee Chaiwill follow these guidelines
outlined in the match procedure prior to creating a mentor/mentee niishhe hope
of this progranto match all of the guidelines, but it must be understood that it may
be possible.

Thecommittee chaiwill determine the suitability based on the following criteria:
Preferences of the mentor, mentaed/or parent/guardian

Similar career goals

Conmon interests

Geographic proximity

Similar personalities
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Match Support and Supervision Policy

It is the policy of Jet Aheadhatthe Committee Chair will stay in contact with all
parties. The committee member#l stay in contact wit each other and assess the
success of the mentoring prograrm the case of match difficulties, discord, or
concerns, appropriate discussion and intervention must be undertaken to improve

rectify problem areas.

Jet Ahead

Recognition Policy

It is the policy ofJet Aheadhatall participant8l includingmentors, mentees, ad&P
school®N be recognized as important to the success of the mentoring proBeaticular
emphasis will be placed upon recognizing the program volunteers or mentors.

It is the responsibility of the program coordinator to, at minimum, plan and implem¢

the following recognition activities:

¥ Feature a mentor, mentee, parent/guardian, or general match success story i
annualnewsletter

¥ Establish anentor recognition awd system fotength of service

¥ Ultilize outstanding mentors to help deliver orientation and training sessions fq

recruitment and matching of new mentors
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Record-Keeping Policy

It is the policyof Jet Aheadhat each step of the mentgy application and match
process be documented by creating a case file for each potential mentor andAtier,
forms formanagingmentor and mentee case files are inatbaéhin the procedures
sectionof this manual.

All records are to be kept codéntial and are to be covered by the conditions outlin
in the confidentiality policyArchival records or those records of past applicants an(
participants will be maintained and kept confidential for a periddrekyearsafter the
close of their partipation in the programAfter threeyears, the records will be
shredded and discarded with approval from the executive director and destroyed
approved individuals.

The Committee Chaimust keep stringent records of all program activities zutdi
approved formsAll files should be regularly maintained and updated wignin
electronic database and/or hard copy filing system.
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Confidentiality Policy

It is the policy ofJet Aheado protect the confidentiality of its participgnwith the
exception of the limitations listed beloprogram staff will only shargformation about
mentors, mentees, and their familash otherprofessional staff anthe committee
membersFurther, all pospective mentofientees should be inforish@f the scope and
limitations of confidentiality by program stafAdditionally, mentors are required to kee
information about their mentee confidential.

In order forJet Aheado provide a responsible and professional service to particjpiists
necessaryo ask mentors, mentees, parents/guardems other outside sourcesdivulge
extensive personal information abolé prospective participandd their families
including
¥ Information gained from mentors and mentees, written or otherwiget ab
themselves andr their families in application to and during program participatior|
¥ ParticipantOs names and imaggised fronparticipants themselves any external
events
¥ Information gained about participants from outside sources including catiden
referencesschool staff, employers

Records are, therefqreonsideredhe property of the agenayot the agency workers, an
are not available for review by mentors, menteesutside parties

Limits of Confidentiality
Information frommentorandmenteerecords may be shared witidividuals or
organizationgasspecified belownder the following conditions:
¥ Informationmay begathered about program participaatelshared withother
participantsjndividuals or organiations only upomeceip of signed OreleaseO for
from mentorfmentees
¥ Identifying information (includinghamesphotographs, videos, etaj program
participantamay be used in agency publications or promotional matendyupon
written consent of thenentofmentee
¥ Members of theCommitteehave access foarticipantfiles and must follow the
confidentiality agreement
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Unacceptable Behavior Policy

¥ Itis the polcy of Jet Aheadhatunacceptable behaviwsill not be tolerated on the
part of mentors or nméees while participating in the program.

Jet Ahead

Closure Policy

It is the policy ofJet Aheadhat allmentors and mentees must participate in closure
procedures when their match en@@osure is defined as the ending of a formal matg
relationship regardless of the circumstances of the match ending or whether they
to have future contact informally beyond the match duration.

Closure can occur for any number of reasons incluthiegontracted match duration
has endedone or both padipantsdo not wanto continue the matckhere arechanges
in life circumstances in one or baththematch partnerOs lives,an individualno
longer meeg the equirements for program participatidtence the match may end at
the discretion of thenentor, mentee, parent/guardian, and/or program coordittator.
left to the discretion of th€Eommittee Chaiwhetheranindividual will be reassigned tc
another matcin the future based upon past participapenformance and curregbals
andneeds bthe program

Future contact will be at the mutual and informal agreement of the naerdtre
menteelf future contact is agreed updet Aheadvill not beresponsible for
monitoring and supporting the match after the match has efde@ommitteeChair
will in writing inform all partiel the mento, and menteehtat the formal match has
ended
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