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1. Purpose 

Make it Mentoring CIC provides mentoring support to children, young people and adults with a 
range of needs and circumstances. 

Referrals may be received from social care, education and EHCP teams, schools, health 
services, other professionals and organisations, parents or carers, individuals and self-funders. 

The purpose of this policy is to ensure that referrals are considered consistently, safely, fairly 
and proportionately, and that Make it Mentoring CIC only accepts referrals where it is satisfied 
that it can provide appropriate mentoring support. 

The referral and assessment process enables Make it Mentoring CIC to understand the 
individual, their needs and circumstances, consider relevant safeguarding and risk information, 
and determine whether mentoring is suitable. 

Mentor matching forms part of this assessment process because the suitability of the mentor is 
an important factor in determining whether Make it Mentoring CIC can safely and effectively 
meet the individual's needs. 

 

2. Scope 

This policy applies to all referrals for mentoring support received by Make it Mentoring CIC in 
England. 

It applies to: 

 children and young people under 18; and  

 adults, including adults who may be vulnerable or have additional support needs.  

The policy applies to referrals for face-to-face, online, telephone or other mentoring 
arrangements where these are appropriate to the individual's needs. 



This policy should be read alongside Make it Mentoring CIC's relevant safeguarding, data 
protection, equality, health and safety, online safety and other operational policies. 

Where a safeguarding concern is identified, the relevant Make it Mentoring CIC safeguarding 
policy must be followed. 

 

3. Principles 

Make it Mentoring CIC will: 

 put the individual at the centre of the referral and assessment process;  

 consider their wishes, views, strengths and goals;  

 assess whether mentoring is appropriate to their needs;  

 consider safeguarding and risk throughout the process;  

 collect only information that is relevant and necessary;  

 consider equality, accessibility and reasonable adjustments;  

 consider whether an appropriate mentor can be identified;  

 make decisions proportionately and without unlawful discrimination; and  

 work appropriately with referrers, families and relevant professionals.  

A referral does not automatically mean that mentoring will be offered. 

 

4. Receiving a Referral 

Referrals should provide sufficient information for Make it Mentoring CIC to understand the 
reason for the referral and consider whether the service may be appropriate. 

Information may include: 

 personal and contact details;  

 age and date of birth;  

 referral source;  

 reason for referral;  

 identified needs;  

 strengths, interests and goals;  

 relevant education, health or social information;  

 communication or accessibility requirements;  

 existing support;  

 relevant safeguarding information; and  



 known risks that may affect the mentoring arrangement.  

The information required will depend on the circumstances of the individual and the source of 
the referral. 

Make it Mentoring CIC will not routinely collect information that is unnecessary for assessing, 
safeguarding or providing the service. 

Information will be collected and handled in accordance with Make it Mentoring CIC's Data 
Protection Policy and applicable data protection legislation. 

 

5. Initial Referral Review 

On receipt of a referral, Make it Mentoring CIC will consider: 

 the reason for the referral;  

 what the individual would like from mentoring;  

 their identified needs and circumstances;  

 any known safeguarding concerns or risks;  

 whether mentoring appears to be an appropriate form of support;  

 whether Make it Mentoring CIC is able to meet the identified need;  

 whether further information is required; and  

 whether an appropriate mentor may be available.  

Where necessary, further information may be requested from the referrer, individual, 
parent/carer or another relevant professional. 

 

6. Assessment 

Where a referral appears potentially suitable, Make it Mentoring CIC will normally complete its 
own assessment with the individual before making a final decision. 

The assessment provides an opportunity to understand the individual beyond the information 
contained in the referral. 

The assessment will consider, where relevant: 

 the individual's views, wishes and expectations;  

 their strengths, interests and goals;  

 communication needs;  

 education, employment or other relevant circumstances;  

 relevant health or support needs;  

 social or family circumstances;  



 vulnerabilities;  

 safeguarding concerns;  

 known risks;  

 preferred mentoring arrangements; and  

 the type of mentor who may be appropriate.  

The assessment undertaken by Make it Mentoring CIC does not replace a statutory or specialist 
assessment undertaken by social care, education, health or another professional service. 

 

7. Safeguarding and Risk 

Safeguarding is considered throughout the referral and assessment process. 

Make it Mentoring CIC works with children, young people and adults who may have 
vulnerabilities or additional needs. Referral and assessment information may therefore identify 
concerns relating to abuse, neglect, exploitation, self-harm, mental health, relationships, 
online safety or other risks. 

Where a safeguarding concern is identified, staff must follow the appropriate Make it Mentoring 
CIC safeguarding policy and seek advice from the DSL, DDSL or an appropriate manager. 

For adults, Make it Mentoring CIC will consider whether circumstances meet the criteria for 
adult safeguarding under the Care Act 2014, as well as considering other risks to the person's 
safety and wellbeing. Not every vulnerable adult will necessarily meet the statutory definition of 
an adult requiring a safeguarding response. 

The existence of a safeguarding concern does not automatically mean that a referral will be 
declined. Make it Mentoring CIC will consider whether the risk can be appropriately managed 
within the mentoring service and whether additional safeguards or professional involvement are 
required. 

Where risks or needs cannot be safely or appropriately managed within the mentoring service, 
the referral may not be accepted. 

 

8. Mentor Matching 

Mentor matching is part of the referral and assessment process. 

Make it Mentoring CIC will consider whether a suitable mentor can be identified based on the 
individual's circumstances and needs. 

Factors may include: 

 the individual's needs and goals;  

 interests and personality;  

 communication style;  

 age and developmental stage;  



 relevant preferences;  

 accessibility requirements;  

 the mentor's skills and experience;  

 safeguarding considerations;  

 practical requirements;  

 the proposed method of mentoring; and  

 mentor availability.  

Availability alone will not determine a suitable match. 

Where Make it Mentoring CIC cannot identify an appropriate mentor who can safely and 
effectively meet the individual's needs, the referral may be declined. 

 

9. Referral Decision 

Following the referral and assessment process, Make it Mentoring CIC will determine whether 
the referral can be accepted. 

The possible outcomes are: 

Accepted 
Make it Mentoring CIC considers that mentoring is appropriate, the individual's needs can be 
safely supported and an appropriate mentor can be identified. 

Further information required 
More information or clarification is needed before a decision can be made. 

Deferred 
The referral may be suitable, but mentoring cannot currently begin because an appropriate 
mentor or other necessary arrangement is not currently available. 

Declined 
Make it Mentoring CIC considers that it cannot safely or appropriately meet the individual's 
needs or cannot identify an appropriate mentor. 

Where a referral is declined, Make it Mentoring CIC will provide an appropriate explanation to 
the referrer and/or individual where appropriate. 

Where possible, Make it Mentoring CIC may provide general information or guidance about 
possible next steps. Make it Mentoring CIC does not guarantee that it will identify or arrange an 
alternative service. 

 

10. Referral Decision-Making 

Referral decisions are considered by Make it Mentoring CIC's management and Director. 

The decision will take account of the referral information, assessment, identified needs and 
risks, the suitability of mentoring and whether an appropriate mentor can be identified. 



Where there is uncertainty about safeguarding or risk, the appropriate safeguarding procedure 
will be followed and advice sought before a decision is made. 

Decisions should be proportionate, evidence-informed and recorded. 

 

11. Consent and Participation 

Before mentoring begins, appropriate arrangements must be in place for the individual to 
participate. 

For children and young people, Make it Mentoring CIC will consider the child's age and 
understanding, parental responsibility, the child's views and any requirements of the referring 
organisation. 

For adults, Make it Mentoring CIC will involve the individual in decisions about their mentoring 
and consider any relevant capacity or communication needs. 

Individuals should understand, in an appropriate way: 

 what mentoring involves;  

 what they can expect from their mentor;  

 the boundaries of the mentoring relationship; and  

 the limits of confidentiality, including circumstances where information may need to be 
shared to protect someone from harm.  

Consent to mentoring does not prevent Make it Mentoring CIC from taking appropriate 
safeguarding action where necessary. 

 

12. Information Sharing and Data Protection 

Make it Mentoring CIC will handle referral and assessment information in accordance with its 
Data Protection Policy and applicable data protection legislation. 

Information will only be collected, accessed or shared where there is a lawful and appropriate 
reason to do so. 

Information sharing will be: 

 relevant;  

 necessary;  

 proportionate; and  

 limited to those who have a legitimate need to receive it.  

Where information needs to be shared for safeguarding purposes, staff must follow the relevant 
safeguarding and information-sharing procedures. 

The best interests of a child will be an important consideration when handling or sharing their 
information.  



 

13. Records 

Make it Mentoring CIC will maintain appropriate records of the referral and assessment 
process. 

Records should include, where applicable: 

 referral information;  

 assessment information;  

 identified needs;  

 relevant risks and safeguarding considerations;  

 mentor matching considerations;  

 the decision made; and  

 significant communications or decisions relating to the referral.  

Records must be factual, accurate, proportionate and securely maintained in accordance with 
the Data Protection Policy. 

 

14. Changes Before or During Mentoring 

An individual's circumstances may change after a referral has been accepted. 

Where new information indicates a change in needs, circumstances or risk, Make it Mentoring 
CIC will review whether the mentoring arrangement remains appropriate. 

This may include: 

 obtaining further information;  

 reviewing the risk assessment;  

 speaking with the individual;  

 consulting with parents, carers or relevant professionals where appropriate;  

 changing the mentoring arrangements;  

 introducing additional safeguards; or  

 pausing or ending mentoring where it is no longer safe or appropriate.  

Any safeguarding concern must be dealt with under the relevant safeguarding policy. 

 

15. When Mentoring Cannot Be Provided 

Make it Mentoring CIC may decline, pause or end support where: 

 mentoring is not an appropriate form of support;  



 the individual's needs are outside the scope of the service;  

 identified risks cannot be safely managed;  

 an appropriate mentor cannot be identified;  

 required information cannot reasonably be obtained;  

 the individual does not wish to participate; or  

 circumstances have changed and mentoring is no longer appropriate.  

A decision will be made on the individual's circumstances and will not be based on 
assumptions or discriminatory factors. 

 

16. Urgent Concerns 

Make it Mentoring CIC is not an emergency or crisis service. 

Where a referral identifies an immediate risk of serious harm, staff must follow the relevant 
safeguarding or emergency procedure rather than waiting for the normal referral process. 

The DSL, DDSL or an appropriate manager should be consulted where required. 

 

17. Review 

This policy will be reviewed at least annually, or sooner where there are significant changes to 
legislation, statutory guidance, safeguarding arrangements or Make it Mentoring CIC's services. 
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