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CHAPTER 6 

CALIFORNIA HIGHWAY PATROL YOUTH MENTOR PROGRAM 

1. PURPOSE.  This chapter establishes policies and procedures for the California 
Highway Patrol (CHP) Youth Mentor Program and provides the reporting forms and 
requirements developed to monitor ongoing mentor activity by members of this 
Department.  The Department is committed to developing programs designed to make a 
difference in the lives of California’s youth.  To this end, the CHP Youth Mentor Program 
reaffirms the Department’s community outreach commitment by developing a support 
system for at-risk groups.  Employees and the community will benefit from this 
strengthened partnership. 

2. BACKGROUND.  In 1994, Governor Wilson issued Executive Order W-77-94, 
which created the California State Commission (CSC).  The CSC was created in 
response to President Clinton’s National and Community Service Trust Act of 1993, 
which required the governor of each state to create and appoint a commission to 
administer the AmeriCorps program.  The purpose of the CSC was to serve as 
California’s lead agency for community service and volunteerism, informing the public of 
the value of, and need for, greater community service and volunteerism in California, 
calling upon all Californians to become involved, and challenging public and private 
institutions to create and support community service and volunteer opportunities.  In 
December 2006, Governor Schwarzenegger signed Executive Order S-24-06, renaming 
the organization California Volunteers.  Additionally, to increase public awareness of the 
need for volunteer mentors and offer recognition and gratitude to the countless 
individuals who donate their time as mentors throughout California, in 2004, January 
was designated as “California Mentoring Month.” 

3. POLICY.  The Department shall continue its efforts to make a difference in the 
future of California’s youth, providing departmental employees opportunities to volunteer 
with a quality assurance mentoring organization.  The CHP Youth Mentor Program was 
established in response to Governor Wilson’s 1996 California Mentor Initiative (CMI), 
which was created to expand the number of adult mentors who provide guidance and 
support to at-risk youth within the state.  The CMI defines mentoring as a “relationship” 
between two or more people where older, wiser, more experienced individuals provide 
support and guidance to a minor whose environment increases their chances of 
exposure to teen pregnancy, academic failure, gangs and violence, use of alcohol and 
drugs, and other at-risk behaviors.  The California Department of Human Resources 
defines approved mentoring activities as "focused on the needs of at-risk children or 
youths, organized through a bona fide mentoring organization.  A bona fide mentoring 
organization is generally defined as an organization whose function includes mentoring 
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services for children and youth."  If employees need assistance finding a qualified youth 
mentor program, a directory of organizations that meet the quality assurance standards 
can be found at https://www.mentoring.org/take-action/become-a-mentor/. 

4. YOUTH MENTORING PROGRAM ROLES AND RESPONSIBILITIES.  The 
responsibility for the safety of juveniles and California’s youth is a shared responsibility 
among all members of this Department.  The following are specific roles and 
responsibilities for the Youth Mentor Program: 

a. Program Administrator.  The Community Outreach and Marketing Section 
(COMS) commander serves as the Department’s designated program 
administrator, is responsible for the effectiveness of the Youth Mentor Program 
within the Department, and is responsible for any reporting requirements to the 
Office of the Commissioner. 

b. Program Coordinator.  The COMS program coordinator provides overall 
coordination of this program.  The COMS program coordinator implements the 
Department’s Youth Mentor Program activities, attends all state mentoring 
coordinator meetings, creates reporting formats, gathers statistical data, and the 
necessary reports submitted by Division mentor coordinators, and is responsible for 
any reporting requirements to the Governor’s office.  The COMS program 
coordinator provides staff services to the Commissioners and Division and Area 
commanders for Youth Mentor Program activities. 

c. Division Commanders.  The Division commander is responsible for program 
implementation and reporting at the Division level.  The Division commander shall 
select a Youth Mentor Program coordinator. 

d. Division Coordinators.  The Division coordinator is responsible for promoting 
and coordinating the Youth Mentor Program at the Division level.  The Division 
coordinator is also responsible for consolidating information from Area quarterly 
reports for the Division quarterly report.  Division quarterly reports shall be sent to 
the COMS program coordinator no later than 30 days after each quarterly reporting 
period ends. 

e. Area Commanders.  The Area commander appoints an Area mentor 
coordinator and promotes the Youth Mentor Program within the command 
and community. 

f. Area Mentor Coordinators.  The Area Youth Mentor Program coordinator 
organizes and oversees the Youth Mentor Program at the Area level.  This includes 
recruiting volunteers, distributing and collecting Youth Mentor Program reporting 
forms and logs, and overseeing, assessing, and tracking mentor activities and 
hours to ensure commitments are being met.   

https://www.mentoring.org/take-action/become-a-mentor/
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(1) Area mentor coordinators are also responsible for consolidating Area 
quarterly reports for Division quarterly reports.  Area quarterly reports are to be 
sent to the Division coordinator no later than 15 days after the end of each 
reporting period.   

(2) An Explorer Post Advisor may also function as the Area’s Youth Mentor 
Program Coordinator.  Area Youth Mentor Program coordinators are strongly 
encouraged to contact local quality assurance mentoring organizations to 
match interested employees with mentor programs.  Coordinators can also 
network with the appropriate local organizations not listed in the online mentor 
directory to establish new partnerships if they follow the guidelines in 
paragraph 6.d. of this manual. 

5. PROCEDURES.   

a. Mentor Leave Eligibility.  To be eligible for mentor leave, an employee must: 

(1) Have a permanent appointment (Bargaining Unit [BU] 7 employees, in 
addition to being permanent, must have a full-time appointment). 

(2) Have completed their initial probationary period. 

(3) Have committed to mentoring a child or youth through a mentoring 
organization that meets the quality assurance standards for at least one school 
year.  (Most programs align with the child’s regular school year.  Department 
management may make exceptions to the school's one-year commitment 
based on the mentor program that was selected.) 

(4) Any appeals and/or disputes regarding this section shall be managed in 
accordance with the complaint procedure specified in the BU 5 Memorandum 
of Understanding (MOU) and BU 7 MOU.  Other eligible employees’ appeals 
and/or disputes regarding this section shall be handled in accordance with the 
complaint procedure specified in their BU’s MOU. 

(5) Permanent part-time and permanent intermittent employees may receive a 
prorated amount of mentoring leave based on the employee’s time base.  For 
example, half-time employees are eligible for 20 hours of mentoring leave per 
calendar year.  In contrast, an intermittent employee must work a qualifying 
monthly pay period (equivalent to 160 hours) to earn 3.3 hours of mentoring 
leave.  Any appeals and/or disputes regarding this section shall be handled in 
accordance with the complaint procedure specified in Article 6 of BU 1 MOU. 

b. Mentoring Leave.  Per each BU MOU, eligible employees may qualify for 
mentoring leave. 
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(1) Eligible employees may receive up to 40 hours of mentoring leave per 
calendar year to participate in mentoring activities. Employees must first 
accrue 40 hours of youth mentor time by utilizing personal leave banks or on a 
regular day off, which shall be verified at the command level.  A supervisor will 
verify the time with a completed CHP 177A, Daily Mentoring Activity Log.  A 
memorandum and a copy of the CHP 177A will be routed through channels to 
the Human Resources Section (HRS).  The HRS will then update the leave 
section of the Activity Tracking System (ATS) CHP 415, Daily Field Record, to 
reflect 40 hours of youth mentor time for uniformed employees.  Mentoring 
leave is paid leave time, which may only be used by an employee to mentor.  
This leave does not count as time worked for overtime purposes.  Mentoring 
leave may not be used for travel to and from the mentoring location. 

(2) An employee must use 40 verified hours of their personal time (annual 
leave, vacation, personal leave, personal holiday, or compensated time off 
[CTO] credits during the workday and/or personal time during nonworking 
hours) before requesting mentoring leave.   

(a) For example, if an employee requests two hours of mentoring leave, 
they must have already used 40 verified youth mentor hours of their own 
personal time before receiving approval for the mentoring leave.   

(b) Mentoring leave does not have to be requested in the same week or 
month as the personal time is used.  However, it needs to be requested 
and used before the end of the calendar year. 

(3) Before requesting mentoring leave and in accordance with departmental 
policy, an employee shall provide their supervisor with verification of personal 
time spent mentoring from the mentoring organization.  These are verified 
using the CHP 177A (refer to Annex B) and CHP 177B, Employee Quarterly 
Mentor Activities (refer to Annex C). 

(4) Requests for approval of vacation, CTO, and/or annual leave for 
mentoring activities are subject to approval requirements in the applicable BU 
MOU and departmental policy. 

c. Reporting and Timekeeping.  Any mentoring performed by employees, 
excluded or represented, during work hours or while off-duty, compensated or not, 
including activities related to the Explorer Program, should be recorded on the 
activity forms and quarterly reports.  All forms in this chapter, except the ATS 
CHP 415, are available under Forms on the CHP Intranet site. 

(1) All employees are required to submit all mentoring activities and hours on 
a CHP 177A and CHP 177B.  Commanders shall ensure all employees submit 
CHP 177A and CHP 177B every quarter and track the time utilized for 
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mentoring.  This will ensure employees do not use more than the maximum 
40 hours available for mentoring leave.   

(2) The CHP 177As and CHP 177Bs are due no later than ten days after the 
end of each quarter to the Area Youth Mentor Program coordinator.  Area 
Youth Mentor Program coordinators shall, in turn, consolidate all data onto the 
CHP 177, CHP Mentor Program Quarterly Report (refer to Annex A) and 
forward it to the Division coordinator.  The Division coordinator shall 
consolidate all of the information on the Area Youth Mentor Program and 
forward it to the COMS program coordinator within 30 days after the end of 
each quarter.  Negative reports (reports without mentoring time) are required. 

(3) The CHP 177A and CHP 177B were developed to assist coordinators and 
employees in recording, tracking, and reporting mentor hours and activities.  A 
CHP 177A shall be completed by employees who are mentoring during work 
hours as well as off-duty. 

(a) The CHP 177A tracks all hours of mentoring, including any time spent 
on Explorer Program activities or functions.  In addition, the CHP 177A 
allows eligible employees to record all mentoring leave hours.   

(b) Area Youth Mentor Program coordinators shall maintain a file with all 
Area employees’ mentoring activities, including the CHP 177A. 

(4) Eligible employees shall document all reimbursable mentor leave 
hours used on the ATS 415 in the Daily Field Record section, 
Leave/Detail/Type/ Mentoring Leave, on a day-by-day basis.  The mentor time 
accrued will be tracked by HRS and reflected in the Leave Time drop-down 
menu.  Details of mentoring activities shall be accurately documented in the 
Officer Comments/Community Engagement sections of the ATS 415.  Area 
Youth Mentor Program coordinators shall maintain a file with all employees’ 
mentoring activities, including any ATS 415s with mentoring information.   

(5) Eligible employees who utilize the CHP 71, Attendance Report, to record 
attendance should indicate mentor leave in the “MISC. OFF” column with 
“Mentor” noted in the “REMARKS” column (refer to Annex E). 

(6) Although employees in Work Week Group (WWG) E and SE 
classifications are not required to maintain an hourly accounting of their time, 
to track mentoring leave hours, WWG E and SE employees should record their 
use of mentoring leave, even if the leave utilized is less than 8-hour 
increments.  The purpose of this additional documentation is to record the 
hours used under the mentoring leave provisions provided for in CMI. 
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6. QUALITY ASSURANCE PROGRAMS.  The Department currently has a CHP 
Explorer Program, an affiliate of Learning for Life.  The Explorer Program was 
implemented in 1991 to provide positive role models, guidance, and counseling for 
young men and women.  For purposes of CMI, this program falls under the Quality 
Assurance Standards and has been accepted as a quality-assured mentoring function. 

a. The use of mentoring leave eligibility is restricted to one advisor per Explorer 
Post.  This restriction is outlined in Highway Patrol Manual 70.5, Explorer 
Program Manual. 

b. Approving mentoring programs can be time-consuming for Division and Area 
Youth Mentor Program coordinators.  Therefore, coordinators are encouraged to 
align with their local mentor coalitions and compile a pre-approved list of locally 
qualified youth mentor programs.   

c. Examples of other mentoring programs are Big Brothers/Big Sisters 
Organizations, School Buddy, Civil Air Patrol, Adopt a Friend, and School 
Partnership Programs.   

d. For purposes of CMI, quality mentoring volunteer programs should fall under, 
but are not limited to, the following guidelines: 

(1) A statement of purpose and a long-range plan.  

(2) A recruitment plan for both mentors and mentees. 

(3) An orientation for mentors and mentees. 

(4) Eligibility screening for mentors and mentees, which includes an 
application process and review. 

(5) A readiness and training curriculum for all mentors and mentees. 

(6) A strategy to match mentors and mentees. 

(7) A process to monitor the development of the relationship. 

(8) Steps for closure of the mentor/mentee relationship. 

(9) An evaluation process that includes an outcome analysis of the program 
and relationship. 

e. It is CHP’s continued commitment to expand its community outreach efforts by 
strengthening its mentor involvement and, therefore, continuing to make a 
difference in the communities it serves.  The Department encourages all employees 
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to become mentors.  Interest, time, and experience can make a difference in a 
child’s life. 
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ANNEX A 

CHP 177, CHP MENTOR PROGRAM QUARTERLY REPORT 
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ANNEX B 

CHP 177A, DAILY MENTORING ACTIVITY LOG 
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ANNEX C 

CHP 177B, EMPLOYEE QUARTERLY MENTOR ACTIVITIES 
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ANNEX D 

CHP 415, DAILY FIELD RECORD 

 



ANNEX D 

CHP 415, DAILY FIELD RECORD (continued) 
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REIMBURSED MENTOR LEAVE 
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ANNEX E 

CHP 71, ATTENDANCE REPORT 
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CHP 71, ATTENDANCE REPORT (continued) 
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