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Sample Closure/Termination Procedure 
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Revision Date: __________ 

 

<< School/District Name >> Mentoring Program staff will follow the closure procedures as closely as 
possible and will vary based on the reasons for the match ending: 

 
1.  At the point it is decided that a match is closing, the mentoring program staff will fill out a Match 

Closure Summary form and supervise and instruct all participants through the closure process. A 
copy of the Match Closure Summary will be placed in both the mentor and mentee files. 

2. All closures must be classified as to the reason for the match ending. The major classifications are 
as follows and the circumstances will dictate the procedure to be followed: 

 
Planned 
A planned closure is one that has been known about for a period of time such as three months or 
more. Common reasons for planning a match closure may include the match is reaching the end of 
the one-year commitment, the youth ages out of the program, and/or the goals of the match have 
been achieved. 
Extenuating   
Extenuating circumstances for match closure are usually more sudden in nature, and beyond the 
control of the program and/or its participants, i.e., relocation or moving away, or an unexpected 
personal crisis.  
Difficult  
A difficult match closure is due to relationship or behavioral difficulties, i.e., lack of cooperation or 
contact, parental disapproval, irreconcilable issues, lack of compatibility, and/or violations of 
program policies. 

3. In all cases, attempts will be made to have a closure meeting to include program staff, the mentor, 
and mentee. The parent/guardian may attend if he/she desires. The meeting agenda should cover 
the following, depending on the circumstances of closure: 
 Open discussion about the relationship ending 
 Complete the closure Exit Surveys 
 Discuss New Insights’ policies around future contact (see Closure Policy) 
 Distribute participant Closure Letters 

4. In the absence of a meeting, program staff will attempt to contact all parties by phone to inform 
them the match is closing and how best to proceed in closing the match. Closure Letters and Exit 
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Surveys will be mailed out to the mentor, mentee, and parent/guardian and will include self-
addressed, stamped envelopes.   

5. In all circumstances, the mentor, mentee, and parent/guardian should all receive a Closure Letter 
stipulating the match has formally ended and any future contact is beyond the scope and 
responsibility of << School/District Name >>.  

6. Program staff must coordinate closure proceedings with evaluation requirements and assist in any 
way necessary to gather evaluation data during this process.  

7. Copies of the Closure Letters and all completed Exit Surveys should be placed in the respective 
mentor or mentee files. 

8. Depending on planned future participation in the program, the files of mentors and/or mentees 
exiting the program should be kept active or placed in the program archives. 
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