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FLORIDA DISABILITY MENTORING DAY

Commemorated Wednesday, October 20, 2010
Florida Disability Mentoring Day is a part of a national, broad-based effort to promote career development for students and job seekers with disabilities through hands-on career exploration, job shadowing and internship or employment opportunities. It is hosted nationally by the American Association of People with Disabilities (AAPD) and organized in Florida by a collaborative partnership of The Able Trust, Florida High School/High Tech, the Division of Vocational Rehabilitation, The Agency for Persons with Disabilities, and other statewide partners. This group is known as the Florida DMD Statewide Planning Committee. Disability Mentoring Day is observed every year on the third Wednesday of October, in conjunction with National Disability Employment Awareness Month.

Disability Mentoring Day helps students and job seekers with disabilities explore possible career paths, build confidence about their own employability, learn about firsthand job experiences from employers in their desired career field, develop lasting mentor relationships, understand the vital connection between school and work, and target career skills for improvement.

INSIDE THIS TOOLKIT

This toolkit is designed to assist you with planning your DMD activities. It includes helpful

how-to tips on:

• Creating a Timeline

• Organizing a Local DMD Planning Committee

• Developing a Budget

• Generating Sponsorships

• Recruiting Employer Mentors

• Matching Mentees & Mentors

Please be sure to visit our website at www.floridadmd.org, where you can download sample materials including:

• Mentee & Mentor Recruitment Letters

• Mentee & Mentor Applications

• Parental Release Forms

• Photo Release Forms

• Post-DMD Mentor & Mentee Evaluations

• Sample DMD Proclamation

• Employer Disability Hiring Toolkit

• DMD Save the Date & Brochure

• DMD Event Planning Guide

• Sample DMD Press Releases

DMD COMMUNITY LIAISONS

Community Liaisons facilitate matching experiences between mentees with disabilities and business mentors. These could include One-On-One Job Shadowing, which individually pairs a mentee with a workplace mentor to learn more about a typical day on the job and how to prepare for that particular career; Group Visits to Worksites, in which mentees tour a workplace or meet with various employees on the job and learn first hand about different types of jobs and related opportunities within that career field; Career Fairs or Workshops where employers visit your agency or set up at a common venue visited by students and jobseekers in order to present career and employment information on behalf of their organization.
REQUIREMENTS

The principal eligibility requirement for becoming a Community Liaison besides meeting the responsibilities set forth below, is being affiliated with a local organization that supports DMD. Individuals that do not represent an organization will not be confirmed by the Florida Committee nor AAPD based on experience that organizational backing makes a significant difference in enabling individuals to fulfill the responsibilities.

Community Liaisons should make good faith efforts to do the following:

• If you have not already done so, complete and return the Community Liaison participation form. Follow the toolkit and suggested timelines;
• Create a Local Organizing Committee suitable to the size and scope of event(s); try to work with your local Agency for Person’s with Disabilities Area Offices, Florida Business Leadership Network local chapters, High School/High Tech Programs, Centers for Independent Living, Vocational Rehabilitation Offices, Workforce Boards/Disability Navigators, etc.
• Participate in, or arrange for a substitute to participate in, Florida Committee sponsored, toll-free conference calls on April 15, June 17, August 19, and September 30.
• Develop a schedule for planning for DMD activities, including firm deadlines based on the recommendations in the toolkit;
• Notify the Florida Committee immediately if circumstances interfere with the ability to coordinate DMD event(s); and,

• Complete and return a final report form on the highlights of DMD event(s) by

November 30, 2010.
STATEWIDE SUPPORT FOR DMD

The Florida Statewide Planning Committee is organized to assist Community Liaisons with resources needed to implement successful mentoring experiences for students and job seekers with disabilities. In addition to the toolkit, Community Liaisons will have access to free resources and materials. All promotional materials will be made available on the Florida DMD website for liaisons to download for their local use.

Materials

• Promotional Brochure/Save the Date Card

• Mentee & Mentor Certificates of Recognition

• Mentee & Mentor Information Kits

Information Exchange

• Toll-free dial-up for Community Liaison Conference Calls

• Community Liaison Listserv

• Extensive Florida DMD website

Promotional Support

• DMD Exposure to Corporate Contacts including Business Leadership Network points of contact; guest speakers at DMD events; and introductions to sponsoring corporations who wish to be more involved.
• Statewide DMD Radio & TV Public Service Announcements (TBD)
• Media Relations

Recognition

• Listing on Florida DMD website; Certificates sign by the Governor of Florida; Annual Community Liaison Resort Get-a-Way Contest

CONTACT INFORMATION

FLORIDA STATEWIDE PLANNING COMMITTEE

C/O The Able Trust

3320 Thomasville Road, Suite 200
Tallahassee, FL 32308
Toll-free: 888.838.2253

Fax: 850.224.4496

Email: info@abletrust.org 
Internet: www.floridadmd.org

DMD SUGGESTED PLANNING TIMELINE
The following timeline is recommended for hosting Florida Disability Mentoring Day, which will be commemorated October 20, 2010. If you are hosting Disability Mentoring Day activities on another date (not October 20) you can adjust most of these dates to fit your specific planning needs.

Time/Date

Action to Take

Feb/Mar 
Submit Community Liaison Application in order to be 


included on email listserv and conference calls, and receive 


technical support.

April 15
First Community Liaison ‘Kickoff’ Conference Call at 3 p.m. EST
April/May
Assemble a Local Organizing Committee and begin reviewing options for DMD events; reach out to Business Leadership Network and other employer partners.

June 17
Community Liaison Conference Call #2 at 3 p.m. EST

June/July
Order and receive 2010 Promotional Literature and Materials.

July
Event pre-planning; develop budget.

August 
Finalize/Disseminate Mentor and Mentee recruitment letters with applications. Finalize/Disseminate local sponsor letter with budget (include DMD brochures).

August 7 
Final date to submit Community Liaison participation form (to be recognized by the Florida Committee, receive resources and support, and be included on www.floridadmd.org website.)

August 19
Community Liaison Conference Call #3 at 3 p.m. EST
September 
Finalize event logistics; arrange for accommodations for 


Mentees. Develop a media plan for promoting your DMD 


activities (See DMD 2009 Public Relations Toolkit).

September 4
Suggested deadline for Mentee/Mentor applications. 


Optional.(Ideally, you will be receiving applications much earlier. 


The deadline is important to ensure that you have ample time to 


notify employers for whom you will not be able to provide Mentees. 


This deadline should also provide you with the time necessary to 


recruit additional Employer Mentors where needed.)

September 30
Final Community Liaison Conference Call at 3 p.m. EST
September 30 
Deadline for submitting Mentor/Mentee Names to Florida

Committee for Mentee/Mentor recognition certificate printing.

October TBD
Attend Florida DMD Kickoff and 10th Anniversary Event!

October 19 
Disseminate press release for local events.

October 20 
Disability Mentoring Day 2010!

October
Present DMD recognition certificates during your activities

November 30 
By this date, submit DMD 2010 final report (online survey) to 


Florida Committee in order to 
be included in community liaison 


recruitment contest.

December 1
Community liaison contest winners announced!

March, 2011
DMD 2011 pre-planning begins.

CREATING LOCAL ORGANIZING COMMITTEES

DMD provides an excellent opportunity to rally various community stakeholders around a common goal: employment of people with disabilities. It is recommended that Community Liaisons establish a Local Organizing Committee suitable to the size and scope of your events to help share the work load. We understand that in some cases a formal Local Organizing Committee may not be appropriate – for example, in planning events for very few students. But, as a general rule, a Committee of some kind will help in mobilizing your community to participate in greater numbers and intensity in subsequent years.

WHO TO RECRUIT?

While it is up to Community Liaisons in determining who should be members of a Local Organizing Committee, here are some types of people that may be especially helpful:

• College Career Services Offices, Disability Support Services Coordinators, School Guidance Counselors and Special Education Coordinators – for recruiting students and understanding the dynamics of taking students out of the classroom for a day;

• Disability Organization Staff – for reaching greater diversity of people with disabilities and experts in disability-related specialties;

• Employers – for help in understanding how best to meet the needs of employers and for potential local sponsorship;

• Employer Associations – for reaching a broad range of employers (e.g. Business Leadership Network local chapter, Chamber of Commerce, Society for Human Resource Management);

• Government Officials (Federal, State, Local) – for assistance in gaining the participation of all levels of government, including elected officials and political appointees.

• Media and Public Relations Professionals – for developing a media strategy to publicize local events and promote coverage of events;

• Parents – for outreach, help with transportation, and for tending to any parental concerns about the safety of students, especially younger students;

• Public and Private Transportation Officials – for possible assistance in providing transportation during the day;

• Students and Job Seekers – for understanding how best to recruit students and job seekers and tailor mentoring day activities to students and job seekers’ interests;

• Vocational Counselors – for reaching job seekers.

DEVELOPING A BUDGET

Although the principal “cost” associated with DMD is your time and the time of other volunteers you recruit, there are principally five potential direct costs, which are listed below. In each case, the costs can potentially be offset by in-kind contributions or funds from local sponsors. Local sponsors can be private companies, public agencies, nonprofit organizations, or individuals. They could contribute a specified amount to your organization for all DMD activities or earmark contributions for specific components. Here are some specific ideas that you might pursue.

Transportation

All DMD events will, at some level, involve transporting Mentees. You and your organization can plan this centrally, providing transportation for all Mentees throughout the day. Alternate ideas include:

• Have Mentees provide their own transportation
• Ask participating employers to shuttle Mentees

• Recruit an in-kind sponsor from city buses, transportation companies or organizations with their own vehicles, or colleges and universities
Statewide Resources from the Commission for the Transportation Disadvantaged

TD Helpline 800-983-2435 
Area Provider Listing by county: http://www.dot.state.fl.us/ctd/contacts/ctcsbycounty.htm 
Sign Language Interpreters

If deaf students and job seekers participate in your DMD event you will need to arrange for sign language interpreters.

• Request the Workplace Mentor’s business/agency cover this as a learning experience to become familiar with hiring interpreters.

• Contact your local sign language interpreting agencies to see if they will sponsor costs 
• Check with your local community college, university or disability agency to see who has a program and is willing/able to provide interpreters at no cost
Food & Beverage for DMD Events

You may choose to integrate a breakfast, lunch, and/or reception into your DMD events, either as a kickoff event or as part of the Mentee’s day. You might raise money from sponsors to cover these costs as part of your overall budget or you might pursue in-kind contributions.

• Seek a sponsor for the space and/or the refreshments
• Ask the Workplace Mentor(s) to provide lunch for their Mentee(s)

• Consider approaching local civic groups to provide staffing services at events, such as helping with guest check in, passing out refreshments, etc.

Printing and Photocopying

In addition to the promotional materials provided by the Florida Committee, you may choose to publicize your events through a local press kit. You may also choose to print and reproduce an application for prospective Mentees. Consider choosing a sponsor to underwrite these costs.

Administrative Expenses

You can raise money to offset staff time as well as direct expenses. Be careful, however, not to have staff time be too large a portion of the overall budget. Sponsors will be more favorable to a budget that emphasizes direct costs. You can always use surplus donations to offset staff time.

STEPS TO RECRUITING LOCAL SPONSORS

Sponsors can help underwrite the costs of DMD kickoff events, local promotional materials or specific DMD needs such as transportation or accommodations. Here are some tips to recruiting sponsors in your community.

• Identify the Scope of Needs Begin by developing a plan for your DMD event(s) – the number of students/job seekers you expect to involve and what types of activities you want to include, and what you will need for them.

• Develop a Budget Strategize with your organization and your Local Organizing Committee about what components might be offered in-kind (such as food for a kickoff event) and what components you might include in an overall budget.

• Determine a Fundraising Goal Consider ways you could divide the total budget into potential in-kind contributions and cash contributions. If the budget is relatively small, you might seek one single sponsor, but you will generally have greater success raising small amounts from multiple sources than a large sponsorship from a single source.

• Identify Sponsorship Benefits Think about benefits that match the contribution level and number of sponsors. The most important benefit is publicity.

• Develop List of Potential Sponsors Start with who you know personally and who participated in DMD in previous years.

• Prepare a Written Invitation to be a Sponsor Prepare a letter that clearly and concisely describes the contribution level and sponsorship benefits. Two crucial points about your letter:
 
1) Keep your letter short (you can enclose additional background material);

2) Put the reason for contacting a potential sponsor at the beginning of the letter (do not make them read a lot to find it).

• Contact Potential Sponsors It may be helpful to speak informally with potential sponsors before sending them a formal sponsorship invitation. If you can get them to buy into the general DMD concept first, especially if they agree to host Mentees, asking for money will be easier. Once you’ve sent a formal sponsorship invitation, wait about a week and follow up by phone.

• Thank Yous! Remember to thank your sponsors as often as you can, through recognition on materials, verbally at events and in writing after DMD. You can personalize your ‘thank yous’ with photos of mentees, copies of the materials with their name listed, etc.

RECRUITING EMPLOYERS

As a general rule, it will be easiest to recruit participating employers if you have specific information about your Mentees (i.e., you have applications in hand). At the same time, it is worthwhile to get early buy-in from public and private employers. You might, for example, ask several employers to commit to hosting at least one Mentee, specifying that you will get back to them later when you have a completed application. By including employers on your Local Organizing Committee, you can have them involved from the beginning in planning the scope of your activities and designing an employer recruitment strategy.

• Start with Who You Know

• Contact Businesses with Good Records of Employing People with Disabilities

• State and National Sponsors

If one of the state or national sponsors has a local office in your area, inform them that the company headquarters is already getting involved at the national level, and ask whether they would be willing to have the office in your community participate by hosting Mentees. For a list of these sponsors, visit www.floridadmd.org.

• Large or Leading Employers in Your Community

• Ask Employers Who Have Committed to DMD for Recommendations of Other     

  Potential Mentors

• Businesses That Have Been a Source of Conflict

Companies that have been sued or protested by disability advocates will likely welcome positive publicity. You can present DMD as an opportunity to work together constructively. Hosting students and job seekers with disabilities may be a way for these businesses to understand disability issues better, thereby developing a foundation for ongoing collaboration.

• Contact Your Local Chamber of Commerce, Society for Human Resource 

  Management, Business Leadership Organizations or Service Clubs

• Approach Specific Companies Desired by Mentees

You may choose to find out whether participating students and job seekers want to work with specific employers. Employers might be most inclined to host Mentees who specifically request them.

• Local Dignitaries, Local Celebrities

Reach out to local dignitaries, news anchors, radio DJs, etc. It helps with overall awareness of the DMD program.

MATCHMAKING

Matchmaking is perhaps the most important element of making DMD a success and helping all participants come away with a positive impression. Matching interests and meeting expectations for both Mentors and Mentees is key to the success of DMD.

KEY POINTS TO REMEMBER

• Be cognizant of expectations about refinement of career interest and job readiness in addition to subject/career area

• Set an early and firm deadline for receiving applications so you have adequate time to make matches and coordinate logistics

• Be creative with making matches! Sometimes the subject areas may not be the most important criteria – the priority could be matching according to the level of responsibility and leadership

• Do the best you can to include as many people as possible and make good matches, but remember DMD is not an exact science, and it is okay to limit the scope of your participation

MANAGING MENTOR EXPECTATIONS

It is important to remember that Mentors may bring certain assumptions and expectations to DMD based on past experiences with similar types of activities. One of the strengths of DMD is that it provides Community Liaisons with the flexibility so as to suit the needs of individual communities, including working with Mentees of diverse ages, maturity levels, education levels, and levels of job readiness. It is imperative that Community Liaisons understand the Mentor’s interest and approach to DMD and be clear with Mentors about what to expect from their Mentees.

There are at least three scenarios that Mentors may be expecting:

• Job-ready individuals interested in specific career paths at their companies/agencies

• Individuals interested in career paths that in the future might make them suitable for the employer’s industry (e.g. information technology, public service)

• People with disabilities generally exploring the workplace, who may or may not at some point be interested in the employer’s companies/agencies

MANAGING MENTEE EXPECTATIONS

As with the employer scenarios, students and job seekers may have their own set of expectations with participating in DMD. It is important to communicate with your mentees before matching them with an employer to ensure they are prepared for the expectations and outcomes of the day.

There are at least three possible scenarios that Mentees may be expecting:

• Employers actively looking for interns or employees

• Employers who can provide insight into what a career path is like and offer targeted career advice to help in refining career goals

• Employers that can demonstrate what the workplace is like in general and offer guidance about how best to prepare for a job

LEAVING TIME TO MAKE THE BEST MATCHES

The more time you have to match Mentees and Workplace Mentors the better. If you’ve collected good information from applications far enough in advance, you will have an ability to make the best matches among your pool of participants. It also gives you the opportunity to recruit additional Mentees or Workplace Mentors to meet very specific requests that carry some of the higher levels of expectation. For events on October 20, we suggest setting a deadline of no later than September 4 for student/job seeker applications, and completing all matches by October 1.

COMPONENTS OF GOOD MATCHMAKING

People with all types of disabilities and wide ranges of education and employment experience can benefit greatly from DMD. Here are a few things to consider when making matches for the day.

• Understand the expectation of all participants involved.

• Determine the best type of setting for Mentees

Be mindful of Mentees’ confidence levels and communication skills when setting them up for one-on-one mentoring. If Mentees do not have clear ideas of what careers they want to pursue, being paired up or visiting an employer in a group setting may be more effective. On the other hand, an ambitious student who wants to talk specifically about his or her interests may be bored by being part of a large group.

• Areas of Interest
If students and job seekers do not have a good grasp of what career path they want to choose, try to find out generally what subjects or activities they enjoy. The “Career Clusters Worksheet” in the sample Mentee application may be helpful in this regard (download a copy at www.floridadmd.org).

• Make sure the workplace is suitably accessible for the Mentee

WHEN MATCHES ARE HARD

It won’t, of course, be possible to find the perfect match for every Mentee and Workplace Mentor. You may have more Workplace Mentors than Mentees, or vice versa. Here are some things to keep in mind:

• Do the best you can. Be open with both Mentees and Participating Employers about trying to find the best possible match, but not being able to find the perfect match. 

• Some participants who had very specific expectations may be willing and even excited about being matched with someone with different career interests.

• You might be able to double-up Mentees with a single Workplace Mentor or match a single Mentee with two Workplace Mentors (spending a portion of the time with each).

• Consider working with Mentees and Workplace Mentors to find matches later in the year. Be prepared to turn some people away. It may not be possible to find a mentee for everyone who wants to be a Workplace Mentor. Encourage them to get involved next year if that is the case.

FOLLOW UP AND EVALUATION

DMD 2010 is already shaping up to be a tremendous success! Community Liaisons are beginning the planning process much earlier. DMD began to take root overseas in 2002, and AAPD is moving forward with expanding DMD to even more international partners abroad. Florida’s participation has led us to be named the national kickoff site in multiple years (2005 & 2007), and the DMD Statewide Committee wants Florida to continue to be just as successful!
While everyone will deserve a rest after October 20, the work will not be quite done. There are some important steps to be taken after DMD to maximize this year’s success and lay the foundation for next year.

INTERNSHIP POSSIBILITIES
Internships are part-time paid or unpaid work experiences typically held four to six weeks during the summer. Research indicates that when youth with disabilities participate in work-based learning experiences, they are more likely to achieve positive school and post-school outcomes. If employers have a good job shadowing or mentoring experience during DMD, they might be interested in hosting a summer internship experience.

Through summer internships, students are able to learn about their career interests and workplace culture and expectations. Internship opportunities also encourage students to be self-advocates regarding their on-the-job support and accommodation needs.   
Not only do students benefit from internships by gaining real world experience, but employers benefit from the experience too. By participating in summer internships, employers can display positive corporate citizenship and tap into this vast pool of prospective new employees and consumers. Internships also give employers a chance to extend their comfort level, experience and resources to support new employees and customers with disabilities.
While this is not a requirement for DMD participants, it is another great addition that can be a spin off from the mentoring experience. Positive employer relationships have already been established. If the mentee would like to spend more time with his or her mentor, this would be a perfect opportunity for both the student and employer to devote more than just a day to mentoring.  
Here are some internship examples of students who participate in Florida High School/High Tech, a transition program for high school students with disabilities to explore jobs or post-secondary education leading to technology-related careers. Internships have included students who: 

· Have created marketing strategies for companies via online social networking sites (e.g. Facebook and MySpace)
· Co-facilitated Summer Arts programs

· Filmed and edited videos at Florida State University

· Provided laboratory assistance to engineers at NASA’s Kennedy Space Center

· Assisted nursing staff at Madison County Hospital

· Created draft designs with Plant City’s planning department staff

· Provided logistical support to customer service representatives and technicians at Comcast
· Recorded Videos and PSA’s for DMD and other mentoring programs

MENTEE THANK YOU LETTERS

Be sure to ask every Mentee to write a thank you letter to his or her workplace mentor or, in the case of group events, to the Participating Employer.

FINAL REPORT

The Able Trust will be preparing a year-end report to summarize DMD 2010. An accurate description of this year’s activities will help in encouraging other communities to get involved, attracting national and local sponsors, and getting media coverage. Please respond to the Final Report survey (online questionnaire) by Tuesday, November 30, 2010. We will compile a statewide report and submit it to the American Association of People with Disabilities (AAPD) on your behalf. Make sure you notify us of any media coverage, kickoff events and local sponsors you had so this can be acknowledged in the report.
PICTURES AND TESTIMONIALS

It is important to capture this year’s events to help promote future growth. Please send pictures (electronically is preferable) so that we can consider them for inclusion on the website and in future promotional materials. Make sure you have permission to share pictures. Testimonials from Mentees, Workplace Mentors and Local Coordinators are another great way to promote DMD. Photos and testimonies assist us in recognizing dedicated employers and keeping promotional literature (brochures, etc.) appealing and up to date. Consider asking select participants to write a short paragraph or letter about their experience.
EVALUATION

AAPD and The Florida DMD Statewide Planning Committee are committed to growing DMD and making it the best it can be! Please be thinking about what works well this year, what doesn’t, and how DMD can be improved.
