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Welcome 
 

Congratulations on becoming a volunteer with the programs of the Little Collaborative!  We’re glad you’re 

here and want you to feel comfortable with your experiences. Your role as a Little Collaborative volunteer is 

an important asset to this community’s efforts to reduce poverty and improve the quality of life for all 

families.  

This Volunteer Information and Policy Manual is a reference tool for you.  If there are any questions about 

what you are reading, please be sure to ask!  

Benefits of Volunteering with the Little Collaborative 
 Direct and meaningful contact with program recipients 

 Specific, concrete roles are defined 

 Often meeting with program recipients where they naturally gather, such as at Community meals 

 Flexibility to move from one program volunteer role to another, as volunteer confidence grows and 

interests change 

 Ongoing regularly scheduled support and training meetings 

 On line newsletter communication, or print form for those who prefer 

 Book and/or video discussion group to increase understanding and skills in all matters encountered 

in the volunteer experience 
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“….these programs rally around 

helping people to help 

themselves.” 

- Jim Rowlett, founder of the Little 

Collaborative 

Program Descriptions 

The Little Collaborative 
Partnering to build a continuum of services for those in need while efficiently using common resources, the 

Little Collaborative is made up of three programs:  HELPLINK®, Family Partnership, and Agape Financial.  

Working together, these three programs complement each other as volunteers work to assist clients 

increase their potential for success and independence.  Working together provides a number of efficiencies:  

• Volunteer recruitment, training, support and recognition 

• Client progression from an urgent situation to longer term 

support and advocacy   

• Ease in communication between the three programs 

• Combined staffing, site and funding 

HELPLINK® 
Description 

The mission of HELPLINK® is Connecting People in Need to Resources in the Traverse Bay Region 

This is a free service that connects people who have family or personal needs to a range of options for 

assistance. Many people in crisis do not know the scope of available options or know how to make 

arrangements for assistance. Volunteers (called Navigators) are trained to guide those served (called 

neighbors) towards identifying needs, options, goals toward self-sufficiency, and expediting help.  

History 

Emerging from the Poverty Reduction Initiative (PRI), HELPLINK® was founded in October 2010. It is a place 

where people in crisis can meet with a Navigator who can provide assistance in: 

 Identifying needs and strengths 

 Formulating a plan 

 Expediting help 

 Provide support and encouragement 

This concept of no wrong door can connect people in poverty, in a single visit, to what they need through 

partnerships with area organizations, agencies and resources. Rather than sending Neighbors out on their 

own to navigate the waters, HELPLINK® Navigators listen, and then connect a Neighbor in crisis or 

experiencing a continuing problem, with the BEST community resource to resolve the situation. 
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Collaboration from many agencies and human service organizations contributed to the opening of 

HELPLINK®.   

Governance 

HELPLINK® is governed by a Steering Committee made up of a minimum of 7 leaders from community 

organizations actively working to alleviate poverty.  The Little Collaborative Director attends the monthly 

Steering Committee meetings reporting on the day to day operations HELPLINK® and proposing operational 

improvements to be discussed by the Steering Committee. 

Family Partnership 
Description 

The purpose of Family Partnership is the building of mentoring partnerships between the faith community 

and families/individuals struggling with issues of poverty. Family Partnership seeks to help partners help 

themselves to move forward and out of poverty. 

History 

Established in 2005, Family Partnership Grand Traverse (FP) is a non-profit organization and is part of the 

Traverse Bay Poverty Reduction Initiative. FP is designed to help families and individuals in our community 

who are struggling with low-resources and would like the additional support of a mentoring relationship. We 

refer to those receiving the help as Partners and those providing the 

help as Mentors. 

FP recognizes how difficult, challenging and isolating it can be to have 

little income and big issues and responsibilities. Mentors work with 

partners to manage their daily struggles through support, 

encouragement, advice, knowledge, a listening ear, goals setting, and 

role modeling for success.   

Governance 

Family Partnership, a 501(c)3 nonprofit corporation, is governed by a Board of Directors made up of 

between 7 and 15 members. This governing board sets strategies, makes policies, and oversees operations. 

Family Partnership board members may also serve as mentors in the program.  

AGAPE Financial 
Description 

AGAPE Financial is a faith-based, non-profit organization that provides short-term micro-loans and budget 

counseling to individuals at or near the poverty level to remove financial barriers to success. These barriers 

may include a situation regarding employment, business start-up funds, tools for job, education/training, or 

transportation to get to work.  Examples of acceptable loan criteria: 

 Business start-up funds 

“My mentor underestimates 

the effect he has in my 

life…the greatest blessing I 

have ever been given is his 

friendship.” 

 – Family Partner 
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 Needed tools purchases 

 Education expenses (pertaining to employment) 

 Transportation expenses 

History 

 AGAPE Financial was established in 2009 when a group of interested volunteers rallied around the 

realization that charity helps people survive for the short term, but it does not help people acquire the skills 

that enable them to move out of poverty permanently. In AGAPE Financial, a volunteer (referred to as a 

Budget Advisor) provides financial education and  mentoring as well as managing the no interest loan, paid 

back on an individually determined schedule, to the client (referred to here as a Mentee).  

Governance 

 AGAPE Financial was established in 2009 to assist individuals in making their way out of poverty. The AGAPE 

Financial of Northwest Michigan Board of Directors is comprised of eight to ten individuals that include 

those who are, or have been living in poverty. This unique structure empowers the Board to lead by 

assuming responsibility for guiding the organization and providing peer-to-peer relationships.    
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Volunteer Opportunities 

HELPLINK® 
Office Volunteers are those who take responsibility for a number of tasks that create and sustain a top 

quality service office environment where people in need are treated with respect and dignity from the 

moment they enter the office. Volunteers serving in this capacity have interactions with all three programs.  

Time commitment: one three-hour shift per week 

Supervision: The Little Collaborative Director provides overall supervision. ` 

 

HELPLINK® Navigators are volunteers who listen and then connect community residents (called 

“neighbors”) experiencing urgent difficulties with available resources. Navigators are well prepared with 

training including shadowing an experienced Navigator prior to working with neighbors. These services take 

place in a confidential setting at the HELPLINK® office.  Navigators have as tools for their service  

 Resources (agencies, service organizations, businesses, etc.) and how to access them 

 Role plays of intake interviews, documentation and follow up 

 Quarterly support training 

Time commitment: one 3hour shift per week 

Supervision: Navigator Advisors are available to Navigators at all times. The Little Collaborative Director 

provides overall supervision. ` 

Advanced HELPLINK® opportunities for experienced volunteers in this program: 

 Navigator Advisors act as a resource for and provide guidance & coaching to Navigators during the 

process of assisting neighbors. 

 Specialist Navigators are knowledgeable and experienced in a particular field (e.g. legal, medical, 

etc.) and act as a resource, and advocate for Navigators when providing assistance to neighbors. 

Family Partnership 
Family Partnership Mentors provide support, encouragement, advice, knowledge, a listening ear, and 

unconditional regard to the family or individual he or she serves. Practicing “developmental mentoring”, 

mentors foster a supportive and empowering relationship and encourages families to make choices that 

have the potential to improve the quality of their lives and provide higher levels of independence and 

security.  Mentors participate in an initial mentor exploration/orientation class before making a 

commitment. 

FP Mentors have as tools for their service  
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 Resources (agencies, service organizations, businesses, etc.) and how to access them 

 Role plays of intake interviews, documentation and follow up 

 Monthly mentor support meetings 

Time commitment: one hour per week 

Supervision: The Little Collaborative Director provides overall supervision. ` 

AGAPE Financial 
Agape Budget Coaches assist individuals who have received an Agape Financial job related loan in 

developing budgeting skills. Understanding that charity helps people survive, but does not help them 

acquire the skills that enable them to escape from poverty. Agape works to provide low-income people with 

the tools to help themselves climb out of poverty through financial education, mentoring and micro-loan 

resources. 

Budget Coaches have as tools for their service  

 Resources (agencies, service organizations, businesses, etc.) and how to access them 

 Role plays of intake interviews, documentation and follow up 

 Monthly mentor support meetings 

Time commitment: two hours per month 

Supervision: The Little Collaborative Director provides overall supervision. ` 
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Frequently Asked Questions 
 

 WHO DO YOU SERVE? 
HELPLINK®, Family Partnership, and AGAPE Financial serve those individuals who find themselves in the 
crisis of poverty for any reason and who are seeking assistance in moving through and out of that 
situation. 
 

 HOW ARE YOUR PROGRAMS DIFFERENT THAN LOVE INC, SALVATION ARMY AND FATHER FRED 
FOUNDATION? 
Our programs partner with individuals to provide support in a variety of ways. At HELPLINK®, navigators 
will listen and then connect neighbors with needed resources, which may include the programs listed 
above and others. In this way we strengthen the entire system of supports. Family Partnership matches 
volunteer mentors for a more long-term relationship assisting in strengths finding, goal setting, and 
network expanding. AGAPE Financial provides loans to remove barriers to moving forward and out of 
poverty. This process includes assigning a budget advisor/mentor who works with the individual to 
ensure they experience the confidence from a successful repayment.  
 

 ARE THESE PROGRAMS FREE? 
Yes, these programs are volunteer driven and grant/donation funded. 
 

 IS THERE A RELIGIOUS EXPECTATION WITH THESE PROGRAMS? 
While Family Partnership and Agape Financial have strong faith partners, there is no requirement on the 
part of the volunteer or the client to have any religious ties. 
 

 IF I VOLUNTEER FOR FAMILY PARNERSHIP OR AGAPE FINANCIAL, WHERE DO I MEET MY MENTEE OR 
PARTNER? 
The schedule and location of meeting with clients is determined by the volunteer and their client. For 
the safety of all involved it is required that you meet in a public location. Please see the policies for more 
information. 
 

 ARE THERE MATERIAL THINGS I CAN GIVE TO A NEIGHBOR VISITING HELPLINK®? 
Volunteers are advised against providing direct loans or gifts to clients. Please see the policies for more 
information 
 

 ARE THERE PAID STAFF? 
Little Collaborative Program Director – This position is the guiding leader, public face and day to day 
manager for the organization. She oversees the achievement of goals and objectives of each of the three 
separate programs. This position provides staff supervision, including for all volunteers. 
 
Operations Assistant (Americorps VISTA) – This position is responsible for assisting the Director with 
assigned projects and systems relating to the smooth running of day to day operations. These projects 
may include coordinating the volunteer schedules, providing background checks, maintaining the 
volunteer training calendar as well as assignments working with community resources.   
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Policies 

Code of Ethics  
As a volunteer, you represent the three programs of the Little Collaborative to the public, and are expected 

to demonstrate appropriate behaviors, both professionally and personally.  The continued success of the 

Little Collaborative is dependent upon the community’s trust and confidence.  To that end, volunteers must 

conduct themselves with integrity, modeling honest and legal behavior.  Respect for all, regardless of 

backgrounds and beliefs are also expected. A violation of these terms will result in the end of program with 

the program. 

Equal Opportunity 
HELPLINK®, FP and AF are equal opportunity volunteer organizations and will not discriminate on the basis 

of race, color, national origin, religion, age, gender, marital status, height, weight or disability. Please speak 

with the Little Collaborative Director if you believe this policy has been violated.  

All volunteers are required to have a background check completed by Department of Human Services (DHS) 

prior to service. 

Americans with Disability Act (ADA) 
The Americans with Disabilities Act (ADA) requires employers to reasonably accommodate qualified 

individuals with disabilities.  It is our policy  to comply with all federal and state laws concerning the 

employment of persons with disabilities as well as volunteers.  We do not discriminate against qualified 

individuals with disabilities in regard to any aspect of the volunteer selection, orientation, or training 

process.  

Volunteers are required to comply with appropriate safety standards while volunteering with the Little 

Collaborative.  If you become disabled during the time when you are volunteering, it is your responsibility to 

notify the Director about the disability.  An effort will be made to provide reasonable accommodations.   

Harassment 
The Little Collaborative strives to maintain an environment free from intimidation, insult, or unwelcomed 

advances.  We expect all employees and volunteers to conduct themselves with dignity and respect for 

others. Harassment based on age, gender, race, national origin, or any other statutorily protected reason 

will not be tolerated.  

Harassment includes:  

 Creating an intimidating, hostile, or offensive volunteer work environment 
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 Making, submitting to unwelcome sexual advances, submitting to requests for sexual favors, or 

submitting to other verbal or physical conduct of a sexual nature. 

 Making submitting to or rejection of such conduct the basis for volunteer decisions affecting any 

person.  

You should speak with the Little Collaborative Director immediately if you feel you have been subjected to 

harassment.  If your harassment complaint is with the Little Collaborative Director, contact the HELPLINK® 

Steering Committee chair or Board President of FP or AF immediately.  Complaints of harassment will be 

investigated promptly and thoroughly.  Appropriate action will be taken to eliminate harassment from the 

Volunteer’s experience..  All reports and investigations will be handled as discreetly as possible. 

Safety Boundaries 
A set of safety boundaries have been established to provide a safe environment for  volunteers, staff and 

program recipients: 

 Volunteers meet with Neighbors within the Little Collaborative offices or at an approved site. 

 The Little Collaborative offices are set up in a way that enables Neighbors and Navigator to easily 

exit if the need arises.   

 During navigation with a Neighbor, office doors are not to be closed unless approved by a Navigator 

Advisor or the LC Director.   

 Navigators are not allowed to give/lend money or personal telephone number to Neighbors. 

 All Little Collaborative offices will have the evacuation route clearly displayed on the wall near the 

room’s exit.  In the case of an emergency evacuation, all Little Collaborative Personnel and 

Neighbors are to meet in the parking lot, next to the white brick wall, just North/East of our 

building.  

 (CHANGE ALL OF THE ABOVE TO INCLUDE THE FP AND AF SETTINGS, LABELS). 

Smoking/Alcohol 
In keeping with the policy of Faith Reformed Church ( Landlord for the property), smoking of any kind 

(including vaporizing) and drinking alcohol while on property is prohibited. 

Drug Free Workplace  
The Little Collaborative does not allow its volunteers to use or traffic illegal drugs, or abuse prescription 

drugs or alcohol.  It is a violation of the Little Collaborative position on drugs and alcohol for a volunteer to: 

1. Be in possession of illegal drugs while at the Little Collaborative or on duty 

2. Sell or distribute drugs on or off the job  

3. Work while under the influence of drugs or alcohol or with illegal drugs in one’s system 

Our volunteers are expected to report for their shift on time and in appropriate mental and physical 

condition for work. The Director reserves the right to dismiss volunteers based on reasonable suspicion that 

the volunteer is impaired. 
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Conflict of Interest 
The Little Collaborative sets a high standard of behavior for its volunteers in avoiding conflicts of interest.  

This includes avoiding potential and actual conflicts of interest of a personal, professional, or business 

nature.  An actual or potential conflict of interest occurs when a volunteer is in a position to influence a 

decision that may result in a personal gain for that volunteer or for a relative of a volunteer.  A “relative” is 

any person who is related by blood or marriage or whose relationship with the Little Collaborative personnel 

is similar to that of a person who is related by blood marriage.   

If a volunteer has any influence over transactions involving purchases, contracts or leases; it is, however, 

required that they disclose such to the Volunteer Coordinator or Director so safeguards can be established 

to protect all parties. The purpose of these policies is to protect the integrity of the Little Collaborative 

decision making process, and to protect the integrity and reputations of our volunteers.  

Disclosure of News or Information 
The Director of the Little Collaborative serves as the principal contact with the news media and 

spokespersons for the program.  Volunteers will not participate in public interviews or release information 

related to the program without the permission of the Director.  In the absence of the Director, or as part of a 

planned strategy, the Steering Committee Chair may serve as the principal contact and spokesperson with 

the media. 

Confidentiality of Client Information 
The Little Collaborative deals with sensitive and confidential information for both Neighbor and donor alike.  

For that reason, all interactions with Neighbors and donors are held in the strictest of confidence.  In order 

to protect our Neighbor’s confidential information, navigation with our neighbors over the phone is 

prohibited.  If there are any questions, please see the Director for clarification. 

All information, including financial and data reports, and all other non-public documents and materials, are 

the property of the Little Collaborative. Upon separation from the Little Collaborative any information, not 

independently obtained or otherwise available to the volunteer from public sources shall be treated as 

confidential and shall not be used or disclosed for a period of eighteen (18) months from the date the 

volunteer leaves the program of the Little Collaborative. 

Computer, Electronics and other Property 
Electronic communication is to be used for the Little Collaborative business only and should not be used for 

personal email, social media (Facebook, Twitter, Instagram), shopping, games, commercial ventures, 

political cause, outside activities or other non the Little Collaborative activities.  The Little Collaborative 

reserves the right to disclose volunteer electronic communication or internet improprieties to law 

enforcement without notification to, or permission from volunteers sending or receiving communication.  

This policy also encompasses any upgrades to current or future communication system acquisitions.  

Volunteers should have no expectation of privacy while utilizing the Little Collaborative resources. 
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Copy and Fax Machines 
Copy and fax machines are the property of the Little Collaborative and may be used for business purposes 

only. Personal use of these resources is prohibited unless authorized by the Director. 

Hours and Holidays 
Office hours are: 

Tuesdays and Thursdays from 10:00 AM – 3:00 PM 

Holidays – If the following holidays fall on a Tuesday or Thursday the office will be closed in observance. 

 New Year’s Eve 

 New Year’s Day 

 Independence Day 

 Thanksgiving Day 

 Christmas Eve 

 Christmas Day  

Inclement Weather 
In case of snow of other potentially hazardous weather, a decision may be made to close or delay the 

opening of the Little Collaborative Office.  This decision will be consistent with Northwestern Michigan 

College’s weather closings.  The Little Collaborative will be open according to our regular schedule unless 

otherwise announced. As soon as a decision is made to close; the phone tree calling system is activated, the 

main phone line will be updated with a message to reflect the closing or delay status.  

Punctuality and Absences 
The Little Collaborative is a volunteer-powered organization. Each role is important and the program 

depends on volunteers to be on time in order to receive direction, training, and meet that day’s challenges. 

In case of illness or an emergency, please contact the Director as soon as you know you are unable to come 

in for your shift. The phone number to call is 231-946-6278 and/or the email address is 

littlecollabdir@gmail.com. 

There are four, three-hour shift options available for our volunteers: 

   
Early Shift 9:30 AM – 12:30 PM Tuesday or Thursday 
Late Shift 12:00 PM – 3:00 PM Tuesday or Thursday 

Removing Items 
Once an item has been purchased for or donated to the program, it becomes property of the Little 

Collaborative.  As a result, please do not take any items out of the office.  In certain cases, exceptions may 

be made to this policy but any exception needs to be discussed with the Director. 
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Personal Items 
The Little Collaborative is not responsible for any lost, stolen, or damaged personal items brought to the 

Little Collaborative.  Each volunteer is responsible for the safety of items brought here.  The Little 

Collaborative will not reimburse for damages. 

Problem Solving Procedure 
The Little Collaborative wants all volunteers to feel comfortable in discussing any problems, questions or 

concerns that you may have about your volunteer experience.  . Should a problem arise,, it can usually be 

resolved by following these steps:  

1. Any concern should first be discussed at the lowest level possible, and then with the Director, 

who is often able to handle your problems satisfactorily. 

2. In the instance your problem relates directly with the Director, you may contact the HELPLINK® 

Steering Committee Chair, the Family Partnership or the Agape Financial Board President. 
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Please understand that the contents in this manual are presented only as a matter of information. The manual will be 

reviewed annually for accuracy and validity.  The Little Collaborative reserves the rights to modify, revoke, suspend, 

terminate, or change any or all such plans, policies, or procedures, in whole or in part at any time, with or without 

notice.   
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Overview 
 

Forms and Procedures 
This section contains forms and procedures for three programs of the Little Collaborative. Programs for 

which the forms and procedures should be used are identified by their specific logo at the top. 

 

 

 

 

Some forms may be used across programs. In this case you will find the logos for which the form or 

procedure applies on either the top or bottom of the form. 

 

 

 

 

 

Tools and Techniques 
This section contains tools for use in both supporting your own learning as well as working with Neighbors, 

Partners, and Mentees. These items are interchangeable across the three programs. If you have questions 

about their use, please don’t hesitate to ask! 
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Volunteer Forms 
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Volunteer Application 

Name: (First) ______________________ (Middle) _______________ (Last) __________________________ 

Street Address: __________________________________________City, State, Zip____________________ 

Email Address: ______________________________________________Birthday (mm/dd) ______/______ 

Phone Numbers (please indicate preferred phone):  

 Home: _____________________ (Preferred) ____ 

 Office: _____________________ (Preferred) ____ 

 Cell: _______________________ (Preferred) ____ 

In case of emergency contact: ______________________________________Relationship_______________ 

Phone Number: _________________________________ 

Please indicate program preferences: 

HELPLINK®: please indicate shift preferences  

Tuesday – 9:30 AM to 12:30 PM ________  Tuesday – 12:00 PM to 3:00 PM __________ 

Thursday – 2:00 PM to 5:00 PM ________ Thursdays – 4:00 PM to 7:00 PM __________ 

  Mentoring ______________     Budget Coach _______________ 

Please check areas of expertise you are willing to share with us: 

______ Medical  

______ Employment and Training  

______ Education (Elementary)  

______ Education (Secondary and vocational)  

______ Housing  

______ Legal  

______ Counseling please mark all that apply: drug___ alcohol___ marriage___ general___ 

______ Financial (Budgeting, etc.) 

______ Human Services Agencies: please list ________________________________________   

______ Administration  

______ Other: _____________________________________ 

Remember: Anyone can be a Navigator and Mentor; your best expertise is caring, listening, a willingness to help people. 

Return form to: The Little Collaborative Program Director, 1105 E. Front St. Traverse City, MI 49686. For 

more information, call: 231.946.6278. Note: All Volunteer positions require a background check.  
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Navigator Commitment 
 

Thank you for volunteering to serve as a Navigator to assist in providing authentic opportunities for people 

to make it out of poverty. As in any human relationship, things may develop that are completely unforeseen 

at the time that the relationship begins. You are responsible for monitoring the health and strength of your 

relationship with the person/family with whom you choose to work.  

HELPLINK® has not conducted any type of psychological testing, criminal background checks or other 

screening of the individuals it seeks to assist. It is not a testing or approval agency. Our responsibility is in 

opening the door – whether and how you choose to walk through it is up to you and the person with whom 

you are connected.  

 

By Signing below, you represent and agree:  

1. To conduct yourself at all times in accordance with the principals outlined in the Navigator 

Responsibilities, using your own best judgment and common sense.  

2. To terminate the relationship if you believe it is no longer in the best interest of your or your 

Neighbor.  

3. There is no problem or condition (legal, moral, ethical, mental, or emotional) that impairs your 

ability to serve as a Navigator.  

4. To release HELPLINK®, its officers, directors, agents, and employees from all claims, demands, 

damages, and attorney fees that you may hereafter acquire arising from or in any way 

connected to your acts or omissions as a volunteer Navigator. 

 

 

 

 

Signature:                                          Date: ________________ 

Please Print Name:     _______  
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Family Partnership Mentoring Agreement 
 All persons whose signatures appear below agree: 

1. To act in a manner consistent with the FPGT core principles  

2. To meet weekly (or as regularly as is agreed to by all parties as acceptable) to cooperatively identify 

choices that potentially can improve quality of life and lead to increased financial security for the 

partner family 

3. To regularly attend social and educational events provided by the FPP  

4. That this agreement can be voided at any time for any reason by stating this intent in a letter to the 

Family Partnership director.  

 The Mentee(s) whose signature(s) appear below agree: 

1. To reveal family information to the Mentor(s) that is necessary for setting/meeting goals  

2. To work diligently to resolve misunderstandings with their Mentor(s) and to appeal to the FPGT 

director in writing if these efforts fail 

3. That they alone are responsible for deciding what choices they will make from those suggested by a 

Mentor and understand they can appeal to the FPGT director when they think they are receiving 

bad advice  

4. To help FPGT promote the value of its program to the public  

5. To focus cooperatively on specific goals identified by either party as necessary for the partnership to 

be effective – to be identified here and/or on the goal sheet. 

The Mentor(s) whose signature(s) appear below agree to: 

1. Make every effort to mentor the family in ways consistent with FPGT training,  

2. Help the Mentee family set goals, evaluate progress toward meeting these goals at least quarterly, 

and report this information to FPGT by provided forms  

3. Protect their Mentee family’s privacy consistent with the FPGT privacy statement  

4. Regularly attend the monthly Mentor Support Meetings.  

  

Signature(s) of adult Mentee(s): 
  
__________________________________________ ________________________ 
       Date 
__________________________________________ ________________________ 
       Date 
         
Signature(s) of Mentor(s): 
  
__________________________________________ ________________________ 
       Date 
__________________________________________ ________________________ 
       Date 
 

Please sign and return to: Family Partnership Grand Traverse 

    1105 East Front St.     

    Traverse City, MI 49684  
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Promissory Note 
 

Agape Financial of Northwest Michigan 

701 Westminster 

Traverse City, Michigan 49686 

 

Amount $________________      Date________________, 20____ 

FOR VALUE RECEIVED, the undersigned promise(s) to pay to Agape Financial of Northwest Michigan the 

principal sum of ________________________________________ DOLLARS ($____________) and no 

interest on the balance of principal remaining from time to time unpaid, such principal sum to be payable in 

installments as follows: ____________________________________ DOLLARS ($__________) on the ____ 

day of ___________________ 20____, and ____________________________________DOLLARS 

($____________) on the day of each and every month thereafter until this Note is fully paid, except that the 

final payment of principal, if not sooner paid, shall be due on the ____ day of _________________, 20____ 

and amount to____________________________________ DOLLARS ($____________).  

Payments are to be mailed to or made in person at the Agape Financial of Northwest Michigan, 1105 East 

Front Street, Traverse City, Michigan 49686, or at such place as the legal holder of this Note may from time 

to time in writing appoint. 

In the event of default, the borrower(s) agree to pay all costs and expenses incurred by the Lender, including 

all reasonable attorney fees (including both hourly and contingent attorney fees as permitted by law) for the 

collection of this Note upon default, and including reasonable collection fees (including, where consistent 

with industry practices, a collection charge set as a percentage of the outstanding balance of this Note) 

should collection be referred to a collection agency. 

At the option of the legal holder hereof and without notice, the principal sum remaining unpaid hereon, 

shall become at once due and payable at the place of payment aforesaid in case default shall occur in the 

payment, when due, of any installment in accordance with the terms hereof. 

All parties hereto severally waive presentment for payment, notice of dishonor, protest and notice of 

protest. 

       
 __________________________________________ 

        Signature 
 __________________________________________ 

        Signature 
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Volunteer Release Form 
 

 

I, __________________________________________, (“Volunteer”), hereby agree to release, hold harmless 

and indemnify the three programs of the Little Collaborative:  HELPLINK®, Family Partnership, and/or AGAPE 

Financial and all of its officers, directors, employees, agents, and volunteers including their agencies and/or 

their organizations from liability for any harm or injury caused to me in connection with my service as a 

volunteer for the above named programs, including but not limited to actual damages, consequential 

damages, loss of early capacity or death. I understand and agree that as a volunteer, I am not covered by 

Workers Compensation. By my signature below; I certify that I have read this release, understand it, and 

freely and voluntarily agree to its terms.  

     

 

 

 

 

 

 

 

 

 

 

 

Signature:                 Date: ______________  

Please Print Name:        
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Volunteer Confidentiality Agreement 
 

• I understand that all client information obtained through my volunteer position at Family 

Partnership will be considered private and must be kept confidential.  

• I understand my obligation as a Family Partnership Mentor is to maintain the confidentiality of 

the client except when information is used to obtain needed services through the various 

organizations that HELPLINK® partners with.  

• Confidential information is defined as any client’s personal or financial information obtained 

through the course of their mentoring partnership. 

 

By signing below, I agree to the obligations set forth in the above statements. 

 

 

 

 

 

 

 

 

 

 

 

Signature:                                Date: ______________________ 

Please Print Name:        
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Procedures 
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Progress Reporting: Condition/Action/Plan (CAP) 
This progress reporting technique can be used with Neighbors and Mentees. It is simple to follow and 

provides clear and concise documentation of progress activities. Please follow this format whenever 

updating Neighbor files (returning Clients) and tracking Mentor meetings. Remember if it’s not documented, 

the assumption is it was not done.  

 

Condition – Briefly outline the condition (problem, barrier, challenge) the Neighbor/Mentor is experiencing.  

Action – Record the actions taken to resolve or “untangle” the situation. 

Plan – Describe the resulting plan that has been developed. 

Sign/Date – Be sure to date the report!  

 

Examples: 

Condition: Client states he has a job interview coming up but no nice clothes for the interview. He has been 

out of work for some time so he is short on food and needs help with transportation. 

Action: Two- $20 vouchers provided for Goodwill, two BATA bus passes, and referred to Father Fred for 

food, and given a list of church locations for hot meals.  

Plan: Client will let us know if he needs further assistance and if he gets the job.  

 

Condition: Client states that her electric will be shut off soon and provides the shut off notice showing 

$88.95 due. No means to pay this bill.  

Action: I contacted Central United Methodist Church who agreed to pay the bill. Then contacted Cherryland 

Electric and spoke to Susie Smith who agreed to not shut off the electric and await check coming from 

Central United.  

Plan: Encouraged client to go to DHS to apply for assistance since she is concerned she may not be able to 

pay rent next month and food is becoming a problem.  
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Little Collaborative Mentor/Loan referral procedure 
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1105 East Front Street   Traverse City, MI  49684   PHONE:  231.946.6278    FAX:   231.946.6402 

 

Neighbor Release of Information 
 

In order to request the information that can enable HELPLINK® find the resources to assist our Neighbors, 

we need your permission to contact agencies, organizations, service providers, and/or community members 

on their behalf. 

 

I, ____________________________________, give HELPLINK® permission to get information from any 

agency, organization, service provider, or community member in order to assist me. 

 

HELPLINK® may leave a message for me if need be. (Initials) ________ 

 

I understand the information about me is confidential and protected by state and federal law. 

 

Neighbor Signature: ____________________________  Date: _______________ 

 

Navigator Signature: ___________________________   Date: _______________ 
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Tools and Techniques 
  



Revised: June 8, 2015 Page 35 

  



Revised: June 8, 2015 Page 36 

Culture of Poverty 

Understanding Poverty 

Some key points to remember 

1. Poverty is relative: If everyone around you has similar circumstances, the notion of poverty and 

wealth is vague.  Poverty or wealth only exists in relationship to known quantities or expectations. 

 

2. Generational poverty and situational poverty are different: Generational poverty is defined as being 

in poverty for two or more generations.  Situational poverty is a shorter time and is caused by 

circumstances (death, loss of employment, divorce, illness) 

 

3. An Individual brings with him or her hidden rules of the class in which he or she was raised.  Even 

though the income of the individual may rise significantly, many of the patterns of thought, social 

interaction, cognitive strategies, etc., may remain unchanged. 

 

4. Schools and businesses operate from middle class norms and use the hidden rules of middle class: 

These rules and norms are not directly taught in schools or businesses, but they are used. 

 

5. For our family partners to be successful, we must understand their hidden rules and teach them the 

rules that will make them successful at school and at work. 

 

6. We can neither excuse our partners nor scold them for not knowing; as mentors we must teach them 

and provide support, insistence, and expectations. 

 

7. Two things that help one move out of poverty are education and relationships. These are not 

exclusive, but they are important.  We strive to provide both to our family partners. 

 

8. Three reasons one leaves poverty are: A vision or goal, a key relationship, or a special talent or skill.  

It is our job to help them identify and develop one or more of these areas. 

 

Poverty is defined by Ruby Payne as the extent to which an individual does without resources! 

Typically, poverty is thought of in terms of financial resources only. However, the reality is that financial 

resources, while extremely important, do not explain the differences in the success with which individuals 

leave poverty nor the reasons that many stay in poverty. The ability to leave poverty is more dependent 

upon other resources than it is upon financial resources. Each of these resources plays a vital role in the 

success of an individual. 
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Resources 

 

FINANCIAL: Having the money to purchase goods and services. 

 

EMOTIONAL: Being able to choose and control emotional responses, particularly to negative situations, 

without engaging in self-destructive behavior. This is an internal resource and shows itself through stamina, 

perseverance, and choices. 

 

MENTAL: Having the mental abilities and acquired skills (reading, writing, computing) to deal with daily life. 

 

SPIRITUAL: Believing in divine purpose and guidance. 

 

PHYSICAL: Having physical health and mobility. 

 

SUPPORT SYSTEMS: Having friends, family, and backup resources available to access in times of need. These 

are external resources. 

 

RELATIONSHIPS/ROLE MODELS: Having frequent access to adult(s) who are appropriate, who are nurturing 

to the child, and who do not engage in self-destructive behavior. 

 

KNOWLEDGE OF HIDDEN RULES: Knowing the unspoken cues and habits of a group. 

 

 

People in Poverty… 

• Are busy trying to solve immediate concrete problems 

• Believe that FATE above all determines the future 

• May not  have a “future story” 

• Value relationships more than achievement or connections 

• Find when something bad happens, everything tends to pile up…  
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Hidden Rules Among Classes 

 
POVERTY MIDDLE CLASS WEALTH 

POSSESSIONS  People.  Things.  One-of -a-kind objects, legacies, 
pedigrees.  

MONEY To be used, spent.  To be managed.  To be conserved, invested. 

PERSONALITY Is for entertainment. Sense of 
humor is highly valued.  

Is for acquisition and 
stability. Achievement is 
highly valued.  

Is for connections. Financial, 
political, social connections are 
highly valued. 

SOCIAL EMPHASIS  Social inclusion of people 
he/she likes.  

Emphasis is on self-
governance and self-
sufficiency.  

Emphasis is on social exclusion. 

FOOD  Key question: Did you have 
enough? Quantity important.  

Key question: Did you like it? 

Quality Important.  

Key question: Was it presented 
well? Presentation important.  

CLOTHING  Clothing valued for individual 
style and expression of 
personality.  

Clothing valued for its 
quality and acceptance into 
norm of middle class. Label 
important. 

Clothing valued for its artistic 
sense and expression. Designer 
important.  

TIME  Present most important. 
Decisions made for moment 
based on feelings or survival.  

Future most important. 
Decisions made against 
future ramifications; 

Traditions and history, most 
important. Decisions mode 
partially on basis of tradition and 
decorum. 

EDUCATION  Valued and revered as abstract 
but not as reality.  

Crucial for climbing success 
ladder and making money. 

Necessary tradition for making 
and maintaining connections.  

DESTINY  Believes in fate. Cannot do 
much to mitigate chance.  

Believes in choice. Can 
change future with good 
choices now. 

Noblesse oblige.  

LANGUAGE  Casual register. Language is 
about survival.  

Formal register. Language is 
about negotiation. 

Formal register. Language is 
about networking.  

FAMILY STRUCTURE  Tends to be matriarchal.  Tends to be patriarchal. Depends on who has money.  

WORLD VIEW Sees world in terms of local 
setting  

Sees world in terms of 
notional setting. 

Sees world in terms of 
international view.  

LOVE  Love and acceptance 
conditional based upon 
whether individual is liked.  

Love and acceptance 
conditional and based 
largely upon achievement.  

Love and acceptance conditional 
and related to social standing and 
connections.  

DRIVING FORCES  Survival, relationships, 
entertainment 

Work, achievement.  Financial, political, social 
connections.  

HUMOR About people and sex. About situations. About social faux pas. 
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Volunteer Guidelines and Boundaries 

What is a boundary? 

A boundary can be thought of as a protective barrier that helps to keep us safe. For boundaries to 

be effective they need to be applied on a consistent and ongoing basis. Boundaries help us 

maintain healthy relationships. 

 

Who needs boundaries? 

All of us can benefit from having healthy boundaries in our relationships. Exercising your ability to 

set and maintain those boundaries throughout your mentoring relationship will provide you with 

an opportunity to challenge your own personal growth. Although everyone needs boundaries, they 

are particularly important for individuals who: 

1. Come from chaotic and unpredictable environments 

2. Have been the victims of abuse 

3. Have a difficult time getting their needs met 

 

Are there any signs that can tell me if my personal boundaries have been crossed?  

Feeling angry, used, violated, drained, or that you need to walk away from the relationship may be 

signs that you are in a situation where your boundaries are being violated.  If you find yourself 

saying, “I’ll do it just this once,” it is likely that you are treading on a boundary. 

 

How do I prevent my boundaries from being violated? 

You should decide what boundaries are important to you before the match begins and certainly 

before being confronted with a difficult situation. Planning in advance will help prevent being 

caught off guard and it will also help you plan and rehearse your desired response. Some specific 

areas where boundaries are important include: 

 Money: How will I respond if my family partner asks me for money? 

 Behavior: What would I do if my mentee uses foul language, mistreats others, steals, or is 

disrespectful of me during one of our meetings? 

 Self-disclosure: How would I respond if my mentee asks me about my previous experience 

with sex, drug use, past relationships, or other personal issues? 

 Personal Property: What will I do if my mentor asks to borrow something of mine (cell 

phone, lawn mower, and car)? 

 Time: How much time do I feel comfortable spending with my mentee on a weekly basis? 

Am I comfortable receiving phone calls at work? How late is too late to receive a phone call 

(or too early)? What would I do if my mentee does not show up for a meeting?  

 

Remember that if you are not sure how to respond to a situation, you have every right to 

request time to think about it. It is best to set boundaries from the start. However, you can and 

should make adjustments to your relationship as necessary. It is better to adjust a boundary 



Revised: June 8, 2015 Page 40 

than to walk away from a relationship. Finally, and most important, remember that you do not 

have to do this alone. If you are unsure about a situation, need help figuring out how to 

proceed, or need an intervention, you can go to program staff for support. 

 

Are there any guidelines I can use that can help guide my actions when confronted with 

situations that challenge healthy boundaries? 

 

Here is a three-step approach you can apply when trying to decide how to handles a difficult 

scenario:  

1. In mentoring, the relationship is the formula, the strategy, and the intervention. How can 

you respond to this situation in a way that protects the well-being of the mentoring 

relationship?  

2. The implications of your response are as important as the response itself. What are the 

short-term and long-term consequences of the way you choose to handle the situation? 

3. Communicate from a place of personal honesty. How can you effectively communicate with 

your mentee the importance of the boundary in question in a way that honors your needs 

without blaming or shaming your mentee? 

 

ABOVE ALL, BE HONEST AND RESPECTFUL! 

 

Practicing good self-care is part of establishing and maintaining boundaries. 

 

What is self-care?  

Self-care is the activities that we do to provide for a physical and mental well-being.  They may be 

activities that bring us pleasure, help us cope, help us release stress, keep us healthy, and/or bring 

about a general feeling of wellbeing. 

 

Why is self-care important? 

 Maintain our own personal health and wellbeing 

 Prevent burnout 

 Help us be the best that we can be 

 Role model healthy behaviors to those we serve 

 Establishes and maintains good boundaries 

 

Implement a good self-care plan for mentoring: 

1. Attend monthly mentor support meetings 

2. Attend workshops/training opportunities 

3. Spend time with your family and friends where you don’t think or talk about your work 

as a mentor 

4. Take up a hobby or get back into a well-loved hobby  
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5. Go on vacation, go to the movies, or take a walk 

6. Socialize 

7. Exercise 

8. Don’t overextend yourself 

9. Provide for your spiritual needs  

10. Ask for help if you need it 

11. Eat a well-balanced diet 

12. Get a good night’s rest 
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The Role of the Mentor 
 

A Friend.  Listen carefully to what your family has to say and remember the details.  Ask open ended 

questions about the things they share with you.  Look for common denominators between your life and 

theirs (like the same sports, kids the same age, hobbies, etc…). Mentoring is about relationships and they 

take time to build.  Be an encourager. 

Identify Family Needs and Set Goals.  After a relationship has been established and trust has been built, the 

mentor and partner family should begin identifying goals.  These goals should be realistic, concrete, and 

achievable.  Your partner family may not know how to proceed after setting a goal, so be sure to discuss a 

plan for how to reach the goal.  Don’t forget to include a timeframe and then review progress throughout. 

Serve as a Role Model.  How you present yourself during your time with your partner family is important.  

You should be well groomed, but not over-dressed.  You should use good grammar but not words that they 

would not understand.  You should project a positive attitude about life.  Share your knowledge, advice, and 

experiences with your partner family, but do not give them directions or ultimatums.  Feel free to share the 

impact that your faith has had on your life, but avoid proselytizing or preaching.   

Other Activities.  May include assisting your partner family with budgeting, household management, job 

coaching, resume writing, job interviewing skills, educational goals, accessing resources, finding information, 

etc… 

A successful mentor does not:  Dominate, demand, over direct, believe they are the answer, believe they 

have all the answers, need to see immediate results, see himself/herself as better, act as a therapist, behave 

inconsistently (preach patience but become angry when family partner does not achieve a goal), set goals 

for their partner family. 

Realistic and Unrealistic Expectations 

Good mentoring begins by developing a supportive, caring, non-directive attitude.  At the beginning, it is 

helpful to look at your preconceptions for the match.  Unrealistic expectations can leave everyone feeling 

frustrated and disillusioned.  Realistic expectations reduce stress and help the relationship develop. 

Unrealistic – My partner family’s success and happiness is dependent upon the mentoring process 

Realistic – Even though I will work hard and do my best to assist my partner family, their success is 

dependent upon their own choices and behaviors. 

Unrealistic – If I don’t see quick and frequent success and changes in behaviors, that is proof that nothing is 

happening and our relationship is a failure. 
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Realistic – Change is difficult and takes time.  My partner family may not appear to be benefiting from our 

relationship, but that does not mean that they are not getting something good out of it.  As a mentor I must 

recognize that the process of mentoring is like “planting seeds.”   Those seeds need time to take hold and 

bloom. 

Unrealistic – I must be a “perfect” role model.  I can’t make any mistakes. 

Realistic – It is okay to make mistakes.  How I handle my mistakes is what is important.  My partner family 

can learn a lot from how I handle myself. 

 

A few more tips:  

 Talk less and listen more 

 Give positive feedback 

 Believe in your partner family  

 Show them that you believe in them 

 Ask questions 

 Show empathy 

 Don’t judge 

 React to ideas, not the person 

 Listen for what is left unsaid 

 Share your ideas and advice, but remember that they are yours and may not be right for your 

partner family. 

 Be encouraging 

 Treat your partner family as your equal 
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Helpful Communication Techniques 
The following four communication skills are very helpful for mentors to develop and practice. These skills 

are particularly useful when your goal is to open up communication with a young person. They are also 

useful skills that you can help your mentee develop: 

 

Active Listening 

Active listening is an attempt to truly understand the content and emotion of what the other person is 

saying by paying attention to verbal and non-verbal messages. The task is to focus, hear, respect and 

communicate your desire to understand. This is not the time to be planning a response or conveying how 

you feel. 

Active listening is not nagging, cajoling, reminding, threatening, criticizing, questioning, advising, evaluating, 

probing, judging or ridiculing. 

Skills to Use: 

 Eye contact; 

 Body language: open and relaxed posture, forward lean, appropriate facial expressions, positive use 

of gestures; and 

 Verbal cues such as “um-hmmm,” “sure,” “ah” and “yes.” 

Results of Active Listening: 

 Encourages honesty — helps people free themselves of troublesome feelings by expressing them 

openly; 

 Reduces fear — helps people become less afraid of negative feelings; 

 Builds respect and affection; 

 Increases acceptance — promotes a feeling of understanding; and 

When you actively listen, you cooperate in solving the problem — and in preventing future problems.  

 

 “I” Messages 

These messages give the opportunity to keep the focus on you and explain your feelings in response to 

someone else’s behavior. Because “I” messages don’t accuse, point fingers at the other person or place 

blame, they avoid judgments and help keep communication open. At the same time, “I” messages continue 

to advance the situation to a problem-solving stage. 

For example: “I was really sad when you didn’t show up for our meeting last week. I look forward to our 

meetings and was disappointed not to see you. In the future, I would appreciate it if you could call me and 

let me know if you will not be able to make it.” 

Avoid: “You didn’t show up, and I waited for an hour. You could have at least called me and let me know 

that you wouldn’t be there. You are irresponsible.” 
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Take care that the following actions and behaviors are congruent with an honest, open heart: 

 Body language: slouching, turning away, pointing a finger; 

 Timing: speaking too fast or too slow; 

 Facial expression: smiling, squirming, raising eyebrows, gritting teeth; 

 Tone of voice: shouting, whispering, sneering, whining; and 

 Choice of words: biting, accusative, pretentious, emotionally laden. 

Results: 

“I” messages present only one perspective. Allowing the other person to actually have a point of view and 

hearing it doesn’t mean that he or she is right. “I” messages communicate both information and respect for 

each position. Again, this skill moves both parties along to the problem-solving stage.  

Paraphrasing 

Paraphrasing focuses on listening first and then reflecting the two parts of the speaker’s message — fact and 

feeling — back to the speaker. Often, the fact is clearly stated, but a good listener is “listening between the 

lines” for the “feeling” part of the communication. Using this skill is a way to check out what you heard for 

accuracy — did you interpret what your mentee said correctly? This is particularly helpful with youth, as 

youth culture/language change constantly. Often words that meant one thing when mentors were young 

could have an entirely different meaning for youth today. 

Examples for fact: 

 “So you’re saying that . . .” 

 “You believe that . . .” 

 “The problem is . . .” 

Examples for feeling: 

 “You feel that . . .” 

 “Your reaction is . . .” 

 “And that made you feel . . .” 

Paraphrases are not an opportunity to respond by evaluating, sympathizing, giving an opinion, offering 

advice, analyzing or questioning. 

Results: 

Using active listening skills will enable you to gather the information and then be able to simply report back 

what you heard in the message — the facts and the attitudes/feelings that were expressed. Doing so will let 

the other person know that you hear, understand and care about his or her thoughts and feelings.  

 

Open-Ended Questions 

Open-ended questions are intended to collect information by exploring feelings, attitudes and how the 

other person views a situation. Open-ended questions are extremely helpful when dealing with young 

people. Youth, teenagers especially, tend to answer questions with as few words as possible. To maintain an 
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active dialogue without interrogating, try to ask a few questions that cannot be answered with a “yes,” “no,” 

“I don’t know,” or a grunt. 

Examples: 

 “How do you see this situation?” 

 “What are your reasons for . . . ?” 

 “Can you give me an example?” 

 “How does this affect you?” 

 “How did you decide that?” 

 “What would you like to do about it?” 

 “What part did you play?” 

Note: Using the question “Why did you do that?” may sometimes yield a defensive response rather than a 

clarifying response. 

Results: 

Because open-ended questions require a bit more time to answer than close-ended questions (questions 

that can be answered by “yes,” “no,” or a brief phrase), they give the person a chance to explain. Open-

ended questions yield significant information that can in turn be used to problem solve. 

Positive Feedback 

Let your family partner know how much you appreciate their efforts.  Don’t assume that they know.  Just 

like you, they need to hear how well they are doing.  Show appreciation for the small steps and do so 

regularly. 

 Focus on specific behaviors.  Avoid vague and meaningless statements like “You did a good job.”  Be 
specific.  “Your kitchen is looking good.  I like the way your organized your counter space.” 

 Keep feedback relevant and related to the topic at hand. 

 Make sure your feedback is timely.  Your words of affirmation will be more meaningful if they are 
offered immediately. 

 Ensure understanding.  Make sure your family partner understands what you have said.  Ask them 
to restate it, if necessary. 

Additional tips for good communication 

 Be quiet.  Let your family partner speak. 

 Get rid of distractions (TV, cell phones) 

 Control your emotions 

 Be aware of your prejudices 

 Put your family partner at ease 

 Show him/her that you are interested in what they have to say 

 Be patient 

 Be curious and ask questions 

 Be empathetic 
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“The heart of a fool is in his 

mouth, but the mouth of a wise 

man is in his heart.” 

-Ben Franklin 

 Get the main points 

 React to ideas, not to the person 

 Don’t argue mentally 

 Listen to what is not said. Pay attention to the nonverbal 

messages. 

 Avoid jumping to conclusions 

 Avoid agreeing with your family partner 
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Goal Setting Tools 

Road Map 

 

 


