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Introduction  
 
Dear mentor,  
 
Welcome to the Youth Empowerment and Support Initiative Mentor Handbook and 
congratulations on joining YESI as a mentor. This handbook aims to provide an 
overview on how to approach your participation in the YESI Mentorship Programme. 
We recommend you review it before your first speaking engagement as a mentor and 
revisit it as often as you wish. We hope it can help you navigate the mentoring 
relationship in a structured and effective manner.  
 
At any point of the process, you can contact us at mentorship@yesinitiativemw.org  to 
ask for advice, voice a concern or simply tell us about your experience as a mentor with 
YESI.  
 
We thank you for being a part of the YESI Mentorship Programme and wish you a 
fulfilling experience.  
 
YESI Team.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:mentorship@yesinitiativemw.org
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MENTORING OVERVIEW  

Mentoring is a relationship between two people aimed at professional 

development. It is based on mutual respect, trust, and integrity. 

Why is mentoring important?  

Relationships drive growth, motivation, and inspiration in an 

organization. Mentoring relationships are proven to improve 

productivity, staff engagement and retention. 

And in addition, connecting with mentees and building these relationships 

can also be a fulfilling part of one’s career. Some benefits we hope you will 

gain from this programme include: 

Benefits of mentoring for Mentors: 

Being a mentor goes far beyond the rewarding feeling of 'giving back'. There are a 
number of personal development benefits that a mentor gains from the experience, 
including:  

 Gain new insights and perspectives  
 Increased self-confidence 
 Increased self-awareness 
 Leadership skill development 
 Strong communication skills 
 Develop management skills  
 Art of delivering feedback 
 Reflect on your accomplishments  
 Art of asking questions 
 Becoming a good listener 
 Exposure to new and different perspectives 
 Growing a personal network 
 Increased life satisfaction 
 Supporting another person 
 Learning from someone else  

Benefits of mentoring for Mentees: 
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Of course, mentees gain a lot from being mentored, but it is not just in academic or 
career development perspectives. Further benefits for mentees include:  

• Increased self-confidence 
• Increased self-awareness 
• Develop strong communication skills 
• Growing a personal network  
• Exposure to new and different perspectives 
• Learn to self-reflect 
• Improve goal setting 
• Learn from other's experiences 
• Learn to ask good questions 
• Being supported by someone 
• Being advocated for 
• Increased chance of making right choices  
• Increased life satisfaction  
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Get to know YESI  
 
Youth Empowerment and Support Initiative (YESI) was founded in 2017 by young 
volunteers to help address educational challenges that young people in Salima District 
face. The Initiative works to identify and address the structural and underlying causes 
of these challenges to empower the young people to take charge of their own lives and 
grow to transform their communities. Through interventions in education, youth 
empowerment and ICT for development, the organization’s main objective is to support 
and empower young people to become community builders through education.  
 
Observing the passive social roles that affect youths and hamper their growth and 
ability to achieve their potential, YES-Initiative envisages a world that has no scope for 
gender discrimination, where youths have equal access to opportunities and availability 
of resources for growth and can participate equally in social and community life.  
 

OUR VISION:  

We envision a society where young people are inspired, motivated, and helped to reach 
their full potential to become builders of their own communities. 

MISSION STATEMENT:  

In our pursuit to empower young people and influence their lives positively, we provide 
tuition support, entrepreneurial and life skills development, and mentorship for 
personal and academic growth.  

OUR VALUES:  

• Leadership through service  
• Act with integrity  
• Commitment to equality, efficiency, innovation, and respect  
• Promote continuous learning  
• Promote participation and collaboration   
• Transparent, authentic, and trustworthy  
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OUR APPROACH:  

YES-Initiative engages the youth in productive, formative, and fulfilling activities. Our 
programming bridges divides of age, socio-economic status, religion, gender, and 
culture to form a more empowered community. Our programs promote productivity 
and active participation of young people in community life to multiply the impact and 
sustainability of our efforts.  
 
We prioritize the acquisition of sustainable skills such as; creativity, communication, 
identity building, and problem solving, which will serve youths throughout their lives. 
Through this integrated approach, our targeted youths acquire tangible skills for life 
and work, while also becoming healthier, more self-confident about their potential to 
contribute to the development of their communities. 

AREAS OF INTERVENTION  

• Education  

• Skills and Livelihood Development  

• Media and information literacy/ ICT for Development  
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STRATEGIC OBJECTIVES  

 
I. Promote access to quality education among young people as a vehicle of 

improved livelihoods.  

II. Provide vocational, entrepreneurial and life-skills training to young people as a 
way of empowering them to be self-reliant.  

III. Equip young people with knowledge and skills in the use of traditional and 
digital media for participation in accessing education information.  

IV. Mentorship and guidance to secondary students to enable them to realize their 
dreams. 

V. Impart knowledge and skills to guide young people’s development as 
professionals, community leaders and parents  

VI. Increase capacity of YESI volunteers and staff in facilitation, presentation, 
communication, program design and implementation.  

VII. Promote interaction and networking amongst young people of diverse 
backgrounds to enable free sharing of ideas and innovations.  

VIII. Provide a platform for young people to be able to freely discuss problems 
affecting their day to day lives.  
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CODE OF ETHICS AND CONDUCT  
 

Background  

 
The purpose of this Code of Conduct is to outline Youth Empowerment and Support 
Initiative (hereafter referred to as YES Initiative) expectations about staff performance 
and behaviour by providing guidelines for ensuring that the best possible standards of 
service delivery and professional conduct are achieved. 

As an organisation, YES Initiative has the right to insist that all employees, students, 
and volunteers refrain from unacceptable behaviour and poor performance, and to take 
appropriate action when such behaviour and performance does occur.  

(Throughout this document, the term "employees" includes management, students, 
mentors, mentees, and volunteers.) Similarly, all employees have the right to a 
discrimination and harassment free workplace, and the responsibility to ensure that 
they do not discriminate against or harass other employees or clients. 

This Code of Conduct is informed and guided by the following principles and 
standards: 

• YES Initiative Philosophy 
• Discrimination and Harassment Free Work Environment 
• Treating Others with Respect and Courtesy 
•  Confidentiality 
• Professional Integrity 
• Lawfulness 
• Participation 
• Fit, Willing and Able to Work 

 
The Code of Conduct applies to all who work at YES-Initiative and is to be signed by all 
employees. Failure to abide by the code of conduct may lead to dismissal from YES-
Initiative.  
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Discrimination and Harassment 

YES-Initiative is an equal opportunity employer and will not tolerate discrimination 
and harassment in the work place on the following grounds: 

 
• Sex or gender 
• Sexual preference or gender identity 
• Marital status 
• Pregnancy or potential pregnancy 
• Disability 
• Medical record* 
• Age, compulsory retirement 
• Religion 
• Political beliefs and activities 
• Criminal record** 
• Race, colour, nationality, ethnic or ethno-religious background 
• Family responsibilities 
• Racial vilification 
• HIV/AIDS vilification 
• Homophobic vilification 
• Discrimination because of an attribute of a relative or an associate. 

 
* YES-Initiative employees are expected to be able to perform their duties and meet 
the requirements of the position. 

 

1. Integrity  

All directors, officers, employees, and volunteers of YES-Initiative shall act with 
honesty, integrity, and openness in all of their dealings as representatives of YES-
Imitative. The initiative maintains a working environment that values integrity, fairness, 
and respect.  
 

2.Professional Integrity 

Employees/volunteers  accept that professional responsibility must take precedence 
over personal aims, needs and views. 
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 Dual relationships 
• Employees must avoid entering into therapeutic (mentorship) 

relationships with people with whom they already have a personal 
relationship. 

• Employees must avoid entering into personal relationships with people 
with whom they already have a therapeutic relationship. 

• Employees/volunteers are expected to declare any conflict of 
interest that may impair professional judgment so that is does not 
result in any unfair advantage or disadvantage to themselves, 
clients, other employees, committee members, organizations, or 
businesses. 

• Employees/volunteers must not have their partners accompany them while 
undertaking support/mentorship work with young people. In exceptional 
circumstances, approval must be obtained from the Mentorship Coordinator 
or Executive Director. 

 
 Contact with young people after work hours 

The relationship between employees and young people is a professional 
relationship. Employees/volunteers should not initiate or maintain contact 
with any young person outside working hours without the approval and full 
knowledge of the Mentorship Coordinator or Executive Director/ Team 
Leader. 

 

 Physical contact 
Physical contact with a young person should be guided by the nature of the 
professional relationship between the worker and the young person, with due 
regard to permission and respect for personal space. Consideration should be 
given to the possible impact of the contact on the young person and how the 
young person may construe the contact both at the time and in the future. 

 
 Sexual contact 

• Sexual relationships of any kind between an employee and a young person 
are totally unacceptable. This includes activities that are initiated by the 
young person as well as any activity of a sexual nature engaged in by a 
young person for the benefit of an employee. 
 
 Relationships with ex-clients 
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The standards of conduct outlined in this document apply to any contact with 
a young person who has been a beneficiary in the past. Due consideration 
must be given to factors such as: 
• the type of relationship; 
• potential harmful effects on the client; and 
• The length of time elapsed between the cessation of the professional 

relationship and the commencement of any non-professional 
relationship. 

Where there is potential for a relationship with an ex-mentor or mentee, this should 
be discussed with the Coordinator to ensure it is appropriate and in line with 
organizational policy 

 
3. Governance  

The Board of Directors is responsible for setting the mission and the strategic direction 
of Youth Empowerment and Support Initiative   and for exercising oversight of its 
finances and policies. In addition, the Board of Directors is responsible for the hiring 
and regular performance review of the Executive Director 
The Board of Directors shall ensure that:  

1. Board members who are recruited and admitted onto the Board possess the 
requisite skills and experience to carry out their duties  

2. All Directors understand and fulfil their governance duties, acting for the benefit 
of Youth Empowerment and Support Initiative and its public purpose 

3. Youth Empowerment and Support Initiative has implemented a Conflict-of-
Interest Policy  

4. The compensation of the Executive Director is reasonable and appropriate 

5. The Executive Director and staff provide the Board of Directors with timely and 
comprehensive information so that the Board of Directors can effectively carry 
out its duties 

6. Youth Empowerment and Support Initiative conducts all transactions and 
dealings with integrity and honesty  

7. Youth Empowerment and Support Initiative promotes working relationships 
with Board members, management team, staff, and volunteers based on mutual 
respect, fairness, and openness 

8. Youth Empowerment and Support Initiative is fair and inclusive in its hiring and 
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promotion policies and practices for all Board, management team, staff, and 
volunteer positions 

9. Key policies of Youth Empowerment and Support Initiative are in writing, clearly 
articulated, and adopted 

10. The resources of Youth Empowerment and Support Initiative are responsibly 
and prudently managed 

11. Youth Empowerment and Support Initiative has the capacity to carry out its 
programs effectively 

 
4. Law and Ethics  

Youth Empowerment and Support Initiative shall comply with all republic and local 
laws and regulations and shall seek the advice of counsel when necessary or 
appropriate. Compliance with the law, however, is the minimum standard of expected 
behavior. Youth Empowerment and Support Initiative shall also adhere to the highest 
ethical standards. All resolutions and other legal actions by the Board of Directors shall 
satisfy two requirements: (1) they shall be legally permissible, and (2) they shall also 
reflect the highest ethical standards as determined by the Board of Directors in the 
exercise of its sole discretion.  

 
5. Stewardship  

In managing its funds responsibly and prudently, the Board of Directors and the 
Executive Director shall:  

• Devote a reasonable percentage of its annual budget to programs in pursuance of its 
mission 

• Incur administrative costs adequate to ensure effective accounting and legal 
compliance systems, internal controls, competent staff, and other expenditures 
critical to professional management 

• Pay compensation, in return for services, that is reasonable but not excessive 
• Avoid accumulating Youth Empowerment and Support Initiative funds excessively 
• Draw prudently from restricted funds in a manner consistent with the restrictions 
• Follow spending practices and policies that are fair, reasonable, and appropriate to 

fulfil the mission of Youth Empowerment and Support Initiative.  
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6. Diversity  

Youth Empowerment and Support Initiative shall promote diversity and inclusiveness 
in its Board of Directors, management team, staff, and volunteers.  

 
7. Evaluation  

Youth Empowerment and Support Initiative is committed to improve, continually, its 
public programs and its organizational quality. Youth Homes shall periodically review 
its program and incorporate lessons learned into future programs. Youth 
Empowerment and Support Initiative shall be responsive to new developments in its 
field of activity and shall be responsive to the interests of its audiences and other 
constituencies.  

Youth Empowerment and Support Initiative shall develop and implement an evaluation 
procedure whereby the performance of the Board of Directors is evaluated periodically.  

8. Fundraising  

Youth Empowerment and Support Initiative shall comply with acceptable fundraising 
requirements for Non-Profit entities. Youth Empowerment and Support Initiative shall 
respect the privacy concerns of individual donors and shall follow donor intent in 
making expenditures. Youth Empowerment and Support Initiative shall disclose 
important and relevant information to potential donors. In raising funds from the 
public, Youth Empowerment and Support Initiative shall:  

• Inform donors of the mission of Youth Empowerment and Support Initiative and 
how resources will be used 

• Inform donors of the identity of those serving on Youth Empowerment and Support 
Initiative’ Board 
• Disclose Youth Empowerment and Support Initiative’ most recent financial reports 
• Represent those contributions will be used for the purposes for which they were given 
• Provide appropriate acknowledgement and recognition of contributions 
• Treat information about donations with respect and with confidentiality to the extent 

provided by law 
 • Encourage donors to ask questions when making a donation, and provide prompt, 

truthful, and forthright answers.  
 

9. Transparency  
Youth Empowerment and Support Initiative shall provide comprehensive and timely 
information to the public, the media, and all stakeholders and shall be responsive in a 
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timely manner to reasonable requests for information that may appropriately be 
released to the public.  

All information about Youth Empowerment and Support Initiative shall fully and 
honestly reflect the policies and practices of Youth Empowerment and Support 
Initiative. All solicitation materials shall accurately represent YES Initiative policies and 
practices. All financial and program reports shall be complete and accurate in all 
material aspects.  

 
10. Confidentiality  

All directors, officers, employees, and volunteers have a duty to safeguard information 
that is proprietary to YES Initiative . Information about YES Initiative that is confidential 
or proprietary and obtained by a director, officer, employee, or volunteer as a 
consequence of such person’s association with YES Initiative may not be disclosed to 
third parties unless expressly authorized by YES Initiative.   

 
11. Complaints  

Any person, whether or not connected with YES-Initiative, may lodge a complaint of 
unethical conduct against a director, officer, employee, or volunteer of the initiative by 
filing such complaint, written or oral, with any management team member, Executive 
Director or Board member.  

 
12. Remedies  

Any director who fails to comply with this Code of Ethics may, in the discretion of the 
Board of Directors, be removed from the Board. If any employee or volunteer fails to 
comply with this Code of Ethics, that person may be put on notice or terminated, in the 
discretion of the Executive Director or the Board of Directors.  

 
13. Annual Affirmation Statement  

Youth Empowerment and Support Initiative shall provide a copy of this Code of Ethics 
to every director, officer, employee, and volunteer. Each year the Annual Affirmation 
Statement, attached, shall be signed by each director, officer, and employee, affirming 
that such person has received a copy of this Code of Ethics, has read, and understands 
it, and agrees to comply with it. Volunteers are not required to sign and submit such a 
Statement.  

All Annual Affirmation Statements shall be submitted to the Executive Director and 
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then filed with the minutes of the first meeting of the Board of Directors held each year 
after January 31.  
 

14. Review 
 
As with all YES-Initiative policies, this Code of Conduct is subject to review. 
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GOAL SETTING   

WHAT IS A GOAL?  

A goal, simply defined, is an aim or a purpose, or the mark set as a limit to a race. 
Your goal in life is, therefore, what you aim at, what you want to do or achieve 
within a certain specific time. Everybody is heading towards some sort of 
destination but not everybody likes their destination when they get there. 
 
Some have a clear destination in mind but board a bus, so to speak, which is going 
to a different destination from what they have in mind. So, your goals must always 
be reinforced by choices in line with your stated goals. You can’t have a goal to be 
dentist and go to college to major in graphic design. In the same way, you can’t 
have a goal to own your own business and be lazy and dependent at the same 
time! 
 

This handbook provides an introduction to SMART Goals and instructions for 
writing them.  As you read, you may want to pause to allow yourself time to write. 
Examples included at the end of the presentation  may or may not apply to your role 
specifically but will still help  you to better understand how to create a SMART Goal. 

 

The handbook serves as an introduction to SMART Goal writing, explains what 
SMART Goals are, why they are used, and finally allows time to practice writing 
SMART Goals. 

 
Creating SMART goals 

 

Specific 

Measurable 

Attainable 

Realistic 

Timely (and  Tangible) 
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Creating SPECIFIC goals 

A specific goal has a much greater chance of being accomplished than a general goal. 

A general goal would be, “Implement common core state standards.“  But a specific goal 
would say, “Implement one standard every six weeks, and have two formative and one 
summative assessment with it."  

To set a specific goal you must answer the six "W" questions:  

Who:      Who is involved?  
What:     What do I want to accomplish?  
Where:    Identify a location.  (Science Lab) 
When:     Establish a time frame. (For second semester) 
Which:    Identify requirements and constraints.  
Why:      Specific reasons, purpose or benefits  accomplishing the goal. (To help our 
students become prepared for the common core state standards, help them become 
college and career ready, and prepare them for state and national testing.) 

 

Creating MEASURABLE Goals 

Establish concrete criteria for measuring progress toward the attainment of each goal 
you set. 

When you measure your progress, you stay on track, reach your target dates, and 
experience the exhilaration of achievement that spurs you on to continued effort 
required to reach your goal.  

To determine if your goal is measurable, ask questions such as: 

•  How much? 

•  How many? 

•  How will I know when it is accomplished? 
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Creating ATTAINABLE Goals 

• When you identify goals that are most important to you, you begin to figure out 
ways you can make them come true.  

• You develop the attitudes, abilities, skills, and financial capacity to reach them. 
You begin seeing previously overlooked opportunities to bring yourself closer to 
the achievement of your goals.  

• You can attain most any goal you set when you plan your steps wisely and 
establish a time frame that allows you to carry out those steps.  

• Goals that may have seemed far away and out of reach eventually move closer 
and become attainable, not because your goals shrink, but because you grow and 
expand to match them.  

Creating REALISTIC Goals 

• To be realistic, a goal must represent an objective toward which you are both 
willing and able to work.  

• A high goal is frequently easier to reach than a low one because a low goal exerts 
low motivational force. Some of the hardest jobs you ever accomplished actually 
seem easy simply because they were a labor of love.  

• To determine if your goal is realistic,  
• ask questions such as: 
•  Do I truly believe that it can be accomplished? 
•  Have I accomplished anything similar in the past? 
•  Can I identify the conditions that would have to exist to accomplish this goal? 

 

Creating TIMELY Goals 

• A goal should be grounded within a time frame.  With no time frame tied to it, 
there is no sense of urgency.  

• When do you want to accomplish your goal?  “Someday” won't work.  But if you 
anchor it within a timeframe (“by May 1st”), then you have already set your 
unconscious mind into motion to begin working on the goal.  
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T can also stand for TANGIBLE 

• A goal is tangible when you can experience it with one of the senses, that is, taste, 
touch, smell, sight, or hearing.   

• When your goal is tangible you have a better chance of making it specific and 
measurable and thus attainable.  

Creating SMART goals 

Specific 

Measurable 

Attainable 

Realistic 

Timely (and  Tangible) 
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STEPS TO ACADEMIC EXCELLENCE   

Secondary school years should be filled with learning and growth. Increasingly, 
students are finding that secondary school is also a time of stress and anxiety. It seems 
that students are feeling more pressure than ever before when it comes to performing 
well. 

There are some things you can do to make sure your secondary school experience is 
enjoyable and successful. 

1. Embrace a Healthy Life Balance 

Don't stress about your grades so much that you forget to have fun. This is supposed to 
be an exciting time in your life. On the other hand, don't let too much fun get in the way 
of your study time. Establish a healthy balance, and don't let yourself go overboard 
either way. 

2. Understand What Time Management Really Means 

Sometimes, students assume there's some magical trick or shortcut to time management. 
Time management means being aware and taking action Be aware of the things that 
waste time and reduce them. You don't have to stop them, just reduce them. Take action 
to replace timewasters with active and responsible study habits. 

3. Eliminate Those Timewasters 

There's a fine line between helpful unwinding between periods of intensive studying 
and wasting precious hours and attention in ways that are not recharging your batteries. 
Pay attention to how much time you're spending on social media, on video games, 
bingeing on shows, or whatever your guilty pleasures might be. Staying connected to 
friends is vital but make it quality time that leaves you clear-headed and rested. One 
helpful tactic is to set aside specific times of day to check your phone and adhering 
strictly to that schedule when studying. 

4. Find Tools That Work for You 

There are many time management tools and tactics, but you'll find that you are more 
likely to stick with a few. Different people find different methods that work for them. 
Use a big wall calendar, use color-coded supplies, use a planner, or find your own 
methods of managing your time. 
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5. Choose Extracurricular Activities Wisely 

You may feel pressured to select several extracurricular activities that might look good 
on a college application. This can cause you to overextend yourself and get swamped in 
commitments that you don't enjoy. Instead, select clubs and activities that match your 
passions and your personality. 

6. Appreciate the Importance of Sleep 

We all joke around a lot about the poor sleep habits of teens. But the reality is that you 
have to find a way to get enough sleep. Lack of sleep leads to poor concentration, and 
poor concentration leads to bad grades. You're the one who pays the price if you don't 
sleep enough. Force yourself to turn off the gadgets and go to bed early enough to get a 
good night's sleep. 

7. Do Things for Yourself 

Are you the child of a helicopter parent? If so, your parent is not doing you any favours 
by protecting you from failures. Helicopter parents are those who monitor every bit of 
a child's life, from waking them in the morning to monitoring homework and test days, 
to hiring professionals to help with college preparations. Such parents are setting 
students up for failure in college. Learn to do things for yourself and ask your parents 
to give you space to succeed or fail on your own. 

8. Communicate With Your Teachers 

You don't have to be best friends with your teacher, but you should ask questions, 
accept feedback, and give feedback when your teacher asks for it. Teachers appreciate 
it when they see that students try. 

 

 

 

9. Practice Active Study Methods 

Studies show that you learn more when you study the same material two or three 
ways with a time delay between study methods. Rewrite your notes, test yourself and 
your friends, write practice essay answers: Be creative and be active when you study! 

https://www.thoughtco.com/is-distance-learning-right-for-you-1098087
https://www.thoughtco.com/study-for-exam-in-two-days-3212055
https://www.thoughtco.com/study-for-exam-in-two-days-3212055
https://www.thoughtco.com/how-to-study-for-a-test-or-final-1857446
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10. Give Yourself Plenty of Time to Do Assignments 

There are so many reasons you should get an early start on assignments. Too many 
things can go wrong if you procrastinate. You could come down with a bad cold on the 
night before your due date; you might find out too late that you're missing some needed 
research or supplies—there are dozens of possibilities. 

11. Use Smart Test Prep 

Studies show that the best way to prepare for a test is to create and use practice tests. 
For best results, use a study group to create test questions and practice quizzing each 
other. 

12. Eat Well to Feel Better 

Nutrition makes a world of difference when it comes to brain function. If you feel 
groggy, tired, or sleepy because of the way you eat, your ability to retain and recall 
information will be impaired. 

13. Improve Reading Habits 

In order to remember what you read; you will need to practice active reading 
techniques. Stop every few pages to attempt to summarize what you've read. Mark and 
research any words that you can't define. Read all critical texts at least twice. 

14. Reward Yourself 

Be sure to find ways to reward yourself for every good result. Make time to watch a 
marathon of your favourite shows on the weekends or take time to have fun with friends 
and let off a little steam. 

 

15. Make Smart College Planning Choices 

The goal of most high school students is to gain acceptance into a college of choice. One 
common mistake is to "follow the pack" and select colleges for the wrong reasons. Big 
football colleges and Ivy League schools might be great choices for you, but then again, 
you might be better off at a small private college or a middle-sized state college. Think 
about how the college you pursue really matches your personality and your goals. 

https://www.thoughtco.com/active-reading-strategies-1857325
https://www.thoughtco.com/active-reading-strategies-1857325
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16. Write Down Your Goals 

There's no magical power to writing down your goals, except that it helps you identify 
and prioritize the things you want to accomplish. Turn your ambitions from vague 
thoughts to specific goals by making a list. 

17. Don't Let Friends Bring You Down 

Are your friends seeking the same goals as you? Are you picking up any bad habits 
from your friends? You don't have to change your friends because of your ambitions, 
but you should be aware of the influences that might affect you. Be sure to make choices 
based on your own ambitions and goals. Don't make choices just to make your friends 
happy. 

18. Choose Your Challenges Wisely 

You may be tempted to take honors classes or AP courses because they'll make you look 
good. Be aware that taking too many challenging courses can backfire. Determine your 
strengths and be selective about them. Excelling in a few challenging courses is much 
better than performing poorly in several. 

19. Take Advantage of Tutoring 

If you have the opportunity to receive free help, be sure to take advantage. The extra 
time you take to review lessons, solve problems, and talk over the information from 
class lectures, will pay off in your report cards. 

 

 

20. Learn to Accept Criticism 

It can be disheartening to find lots of red teacher's marks and comments on a paper you 
spent hours crafting. Take the time to read the comments carefully and consider what 
the teacher has to say. It's sometimes painful to read about your weaknesses and 
mistakes, but this is the only way to really avoid repeating the same mistakes over and 
over. Also, notice any patterns when it comes to grammar mistakes or wrong word 
choices. 
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ACTIVE READING HABITS FOR STUDENTS  

Active reading techniques can help you stay focused and retain more information, but 
it is a skill that takes time and effort to develop. Here are some strategies to help you get 
started right away. 

1. Identify New Words 

Most of us develop a bad habit of glossing over words that are vaguely familiar to us, 
often not even realizing we are doing so. When you read a difficult passage or book for 
an assignment, take a few moments to really observe challenging words. 

You will likely find that there are many words that you think you know—but that you 
can’t really define. Practice by underlining every noun or verb that you cannot replace 
with a synonym. 

Once you have a list of words, write the words and definitions in a logbook. Revisit this 
log several times and quiz yourself on the words. 

 

2. Find the Main Idea or Thesis 

As your reading level increases, the complexity of your material will likely increase as 
well. The thesis or main idea may no longer be provided in the first sentence; it may 
instead be located in the second paragraph or even the second page. 

Finding the thesis is crucial to comprehension. You’ll need to practice finding the thesis 
of the text or article each time you're reading. 

3. Create a Preliminary Outline 

Before you dive into reading the text of a difficult book or chapter, take some time to 
scan the pages for subtitles and other indications of the structure. If you don’t see 
subtitles or chapters, look for transition words between paragraphs. 

Using this information, you can craft a preliminary outline of the text. Think of this as 
the reverse of creating an outline for your essays and research papers. Going backward 
in this way helps you absorb the information you are reading. Your mind will, therefore, 
be better able to “plug” the information into the mental framework. 
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4. Read with a Pencil 

Highlighters can be overrated. Some students commit highlighter overkill and end up 
with a sloppy multi-coloured mess. 

Sometimes it’s more effective to use a pencil and sticky notes when you write. Use the 
pencil to underline, circle, and define words in the margins, or (if you’re using a library 
book) use sticky notes to mark a page and a pencil to write specific notes to yourself. 

5. Draw and Sketch 

No matter what type of information you’re reading, visual learners can always create a 
mind map, a Venn diagram, a sketch, or a timeline to represent the information. 

Start by taking a clean sheet of paper and creating a visual representation of the book or 
chapter you’re reading. You'll be amazed by the difference this will make for retaining 
information and remembering details. 

6. Make a Shrinking Outline 

A shrinking outline is another useful tool for reinforcing the information that you read 
in a text or in your class notes. To make a shrinking outline, you need to re-write material 
you see in your text (or in your notes). 

While it is a time-consuming exercise to write out your notes, it is also a very effective 
one. Writing is a necessary part of active reading. 

Once you have written out a few paragraphs of material, read it over and think of one 
keyword that represents an entire paragraph’s message. Write that keyword in the 
margin. 

Once you have written several keywords for a long text, go down the line of keywords 
and see if each word will prompt you to remember the full concept of the paragraph it 
represents. If not, re-read the paragraph and choose a more accurate keyword. 

Once every paragraph can be recalled by a keyword, you can begin to create clumps of 
keywords. If necessary (e.g., if you have a lot of material to memorize) you can reduce 
the material again so that one word or acronym helps you remember the clumps of 
keywords. 

7. Read Again and Again 

https://www.thoughtco.com/how-to-take-notes-3211494
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Science tells us that we all retain more when we repeat a reading. It’s good practice to 
read once for a basic understanding of the material and read at least one more time to 
grasp the information more thoroughly. 
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CAREER GUIDANCE   
 

The word “guidance” originated back in the 1530s and is defined as the process of 
directing conduct. Career guidance can be defined as a comprehensive, developmental 
program designed to assist individuals in making and implementing informed 
educational and occupational choices. In simple words, it is a journey on which people 
develop to make mature and informed decisions. It is the act of guiding or showing the 
way; it is the act of seeking advice. 

Career guidance is the guidance given to individuals to help them acquire the 
knowledge, information, skills, and experience necessary to identify career options, and 
narrow them down to make one career decision. This career decision then results in their 
social, financial, and emotional well-being throughout. 

Why Career Guidance?  
 

• To provide a glimpse of a bridge between school and work; 
• To identify a profession and study area that will allow one to make a good 

living out of the talent and passion that one has; 
• To assist students in choosing an appropriate career; 

The overall purpose is to acquire necessary tools that can help make decisions, 
understand who you are, who you can be and who you want to be. 

Important Things To Note When Pursuing A Career 
 
Things do change, new jobs are being created with old ones being eliminated, there is 
need to be on top of the game to sail through. 

a) Know yourself (who am I? Likes and dislikes). 
 

b) Explore your options (where am I heading to? What are my goals, what are the 
kind of jobs available that match my skills)? 

c) Take a right step/action (how do I get there? Set targeted goals, find out more 
about the job and courses to develop skills) 

Know Yourself and Your Interests 



 28 
YESI Mentor Handbook 

A number of factors come into play when it comes to choosing career. These include: 
 

- Values (personal traits) are what define you.  

- Personalities (understand yourself better and this helps on how you relate with 
others. Whether one is an extrovert or an introvert [energy flow], sensors or 
intuitive [information-detail/idea], thinkers or feelers [decision-making based 
on fact & figures vs circumstances], judgers or perceivers [structured vs 
unstructured free-flowing environment] 

- Background and circumstances also matter in choosing a career. 
 

What Career Can I Pursue? Exploration 

 
Depending on the above information one can determine an area to pursue. The RIASEC 
assessment may also give a guide in choosing a career. 

Realistic (mechanical careers) 
Investigative (technical/science) 
Artistic (creative/artistic careers) 
Social (people oriented/social services) Enterprising (business and sales oriented) 
Conventional (office based-financial) 

These are not exhaustive but encompass the majority of careers on offer. 
 

 Realistic (mechanical careers) 
 
You like working with mechanical things or using tools (Engineer, architect, 
military officer, and pilot) 

 
 Investigative (technical/science) 

 
Curious and science-oriented liking to investigate, research or study natural science 
(Chemist, Economist, Doctor, Engineer, Researcher) 
 

 Artistic (creative/artistic careers) 
 
Like designing, literature acting, singing, writing. Public relations, journalism, 
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music, writer) 
 

 Social (people oriented/social services) 
 
Like teaching, helping, and counselling. Teacher, Nurse, social services 
 

 Enterprising (business and sales oriented) 
 
Influencing, supervising, and managing business. Broker, sales person, market 
analyst. 
 
 

 Conventional (office based-financial) 
 
Designing and maintaining systematic procedures. 

 

Skills Needed in Career  

 
What you do now will have an impact on what you do in future 

 
It is important to go to college after secondary school because more opportunities are 
available after college than after secondary. 

We therefore look at the reputable possible course available that can be pursued to give 
a good career. 

University Of Malawi Courses 

Requirements – Acquiring 6 credits in MSCE including English over a period of three 
(3) consecutive years. 

Chancellor College – 4 years 

 
- Bachelor of Science 
- Bachelor of Education (Science) 
- Bachelor of Education (Language) 
- Bachelor of Education (Social Studies) 
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- Bachelor of Social Science 
- Bachelor of Arts (Public Administration) 
- Bachelor of Arts (Political Science) 
- Bachelor of Arts (Humanities) 
- Bachelor of Arts (Theology) 
- Law 
- Human Resources Management 

College Of Medicine 

- Premedical Programme (Bachelor of Medicine and Bachelor of Surgery) 
- Premedical Programme (Bachelor of Science in Pharmacy) 
- Premedical Programme (Bachelor of Science in Physiotherapy) 
- Bachelor of Science in Medical Laboratory Technology 
- (Malawi College of Health Science) 

 

Malawi University Of Business And Applied Sciences (MUBAS) -4 years (excepts) 

 
- Bachelor of Commerce (Business Administration/Accounting) 
- Bachelor of Science in Civil Engineering – 5 years 
- Bachelor of Science in Electrical Engineering – 5 years 
- Bachelor of Science in Mechanical Engineering – 5 years 
- Bachelor of Science in Land Surveying – 5 years 
- Bachelor of Science in Quantity Surveying – 5 years 
- Bachelor of Science in Land Economy – 5 years 
- Bachelor of Science in Physical Planning – 5 years 
- Bachelor of Science in Environmental Health 
- Bachelor of Science in Environmental Science and Technology 
- Bachelor of Science in Business Information Systems 
- Bachelor of Science in Information Technology 
- Bachelor of Science in Mathematical Science Education 
- Bachelor of Education (Technical) 
- Bachelor of Education (Business Studies) 
- Bachelor of Arts in Journalism 
- Bachelor of Business Communication  
- (Malawi Institute of Journalism, Skyways Institute of Management, Various 

Technical Colleges) 
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Kamuzu University of Health Sciences  

Bachelor of Science in Nursing and Midwifery 

- Bachelor of Science in Adult Health Nursing 

- Bachelor of Science in Child Health Nursing 

- Bachelor of Science in Community Health Nursing 

- Bachelor of Science in Mental Health and Psychiatric Nursing 

- Bachelor of Science in Midwifery. 

 

Malawi University of Science and Technology (MUST)  

- Bachelor of Engineering Biomedical Engineering (Honours)  
- Bachelor of Engineering Chemical Engineering (Honours)  
- Bachelor of Engineering Metallurgy and Materials Engineering (Honours) 
- Bachelor of Science in Computer Systems and Security  
- Bachelor of Science in Business Information Technology  
- Bachelor of Engineering Manufacturing Engineering (Honours) 
- Bachelor of Engineering Textile Engineering (Honours)  
- Bachelor Science in Food Science and Technology  
- Bachelor Science in Mathematical Sciences  
- Bachelor of Science Education  
- Bachelor of Science in Earth Sciences (Geology) 
- Bachelor of Science in Geo-Information and Earth Observation Science 
- Bachelor of Science in Meteorology and Climate Science 
- Bachelor of Science in Disaster Risk Management  
- Bachelor of Science in Water Quality and Management  
- Bachelor of Science in Sustainable Energy Systems 
- Bachelor of Science in Petroleum Resources (Oil and Gas)  
- Bachelor of Science in Sports Sciences  
- Bachelor of Science in Medical Microbiology  
- Bachelor of Science in Medical Imaging  
- Bachelor of Science in Immunology  
- Bachelor of Arts in Indigenous Knowledge Systems and Practices   
- Bachelor of Arts in African Musicology  
- Bachelor of Arts Language, Communication and Culture  
- Bachelor of Arts in Cultural Economy 
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Lilongwe University of Agriculture and Natural Resources (LUANAR) 
Faculty of Agriculture 

- Bachelor of Science in Agricultural Engineering 
- Bachelor of Science in Irrigation Engineering 
- Bachelor of Science in Animal Science 
- Bachelor of Science in Agronomy 
- Bachelor of Science in Agriculture 
- Bachelor of Science in Soil Science 
- Bachelor of Science in Seed Systems 
- Bachelor of Science in Biotechnology 
- Bachelor of Science in Horticulture 

Faculty of Development Studies 

- Bachelor of Science in Agricultural Economics 
- Bachelor of Science in Development Economics 
- Bachelor of Science in Agribusiness Management 
- Bachelor of Science in Agricultural Enterprise Development and Microfinance 
- Bachelor of Science in Agricultural Extension 
- Bachelor of Science in Agricultural Education 
- Bachelor of Science in Agricultural Development Communication 

Faculty of Natural Resources 

- Bachelor of Science in Aquaculture and Fisheries Science 
- Bachelor of Science in Forestry 
- Bachelor of Science in Environmental Sciences 
- Bachelor of Science in Natural Resources Management (Land and Water) 
- Bachelor of Science in Natural Resources Management (Wildlife and Ecotourism) 

Faculty of Food and Human Science 

- BSc Food Science and Technology 
- BSc Nutrition and Food Science 
- BSc Gender and Development 
- BSc Human Science and Community Services 
- Diploma in Youth and Development 2.5 years 
- Diploma in Gender and Development 2.5 year
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Mzuzu University 

- Bachelor of Education (Arts) 
- Bachelor of Education (French) 
- Bachelor of Education (Languages) 
- Bachelor of Education (Sciences) 
- Bachelor of Arts (Theology and Religious Studies) 
- Bachelor of Education (Information and Communication Technology) 
- Bachelor of Arts (Communication Studies) 
- Bachelor of Library and Information Science 
- Bachelor of Science (Forestry) 
- Bachelor of Science (Fisheries and Aquatic Sciences) 
- Bachelor of Science (Renewable Energy Technologies) 
- Bachelor of Science Land Management (Estate Management) 
- Bachelor of Science Land Management (Physical Planning) 
- Bachelor of Science Land Management (Land Surveying) 
- Bachelor of Science (Water Resources Management and Development) 
- Bachelor of Science (Value Chain Agriculture) 
- Bachelor of Science (Transformative Community Development) 
- Bachelor of Science (Information and Communication Technology) 
- Bachelor of Science (Biodiversity and Conservation Management) Honors 
- Bachelor of Science (Parasitology and Disease Vector Control) Honors 
- Bachelor of Science (Nursing and Midwifery) 
- Bachelor of Science (Biomedical Sciences) 
- Bachelor of Science (Optometry) Honours 
- Bachelor of Science (Tourism) 
- Bachelor of Science (Hospitality Management) 
- Bachelor of Arts (Culture Heritage Tourism) 
- Bachelor of Culinary Arts 
- Bachelor of Arts in Security Studies 
- Diploma in Security Studies 
- Certificate in Security Studies 
- University Certificate in Education 
- Diploma in Library and Information Science 
- Diploma in Information and Communication Technology 

There are other universities and colleges that offers skills in various areas. But when choosing a 
college to pursue a career, they must be reputable as well as registered with NCHE and 
TEVETA.  
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TIME MANAGEMENT    

“One thing you can’t recycle is wasted time” Anonymous 

‘Time’ is a precious resource. Each student has 24 hours in a day. As studying often involves 
meeting deadlines, how you use these hours is essential to achieving success at university. To 
meet the demands of your studies, work out what needs to be done and when. Work out how 
to use time as efficiently as possible as managing time is a skill that can be learned and 
developed in order to promote balance in student life. 

This brochure presents some ideas that may assist you to better manage your time. Experiment 
with these time management ideas in order to discover a style that works best for you. 

 
HOW TO GET THE MOST TIME OUT OF TIME 

 Develop a schedule that allows you sufficient time to study. 

 Minimize distractions and interruptions. Allocate time to make phone calls and 
set time limits to conversations. 

 When studying, select the times of day your brain is at its peak performance. 

 Keep a time log – know how much time you have. Use a year planner to chart 
your studies and to give you an indication of when your busier periods are and 
when you can take time out to reflect, relax and reorganise. Some of the practical 
things to note on a year-planner include: 
 Due dates for assignments/projects and preparation for projects or 

assignments. 

 Exam and test dates and also the preparation time for exams and tests. 

 Personal events that may necessitate that you are unable to attend to your 
studies. 

 
BE AWARE of Time Thieves that steal your time. 
Some common time thieves are: 

• Procrastination 
•  Lack of planning 
• Interruptions 
•  Lack of delegation 
• Social media and networking sites, the mobile phone, email, and internet 
• Not being able to say ‘No’ 
• Lack of organization and untidiness 
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• Bad attitude 
• Negative people 
•  Unnecessary meetings 

 
Assess how your time is stolen and define the action you’re going to take to eliminate the time 
thieves. 

 

Time Management for Right Brain Thinkers, that is, students who prefer less structure! 

Using diaries, lists and year planners certainly assists most students manage time. However, 
most ‘right brained’ students tend to think in less structured or linear ways. A different 
approach to time 

management and the accomplishment of tasks is, therefore, needed. Consider the following 
options if this is you: 

 
 Handle it Now: If you are not likely to work from a list, you will probably do best by 

dealing with items as soon as possible, preferably immediately. Always ask yourself 
“Can it be done now?” and, if yes, do it! 
By developing a strong “Handle it now” attitude you will reduce the accumulation 
of “To do’s” and will find that you are better able to prioritise important activities. 

 To-Do Cards: Alternatively, you can write your tasks (“To-Do’s) on cards, one per 
card, in any order. The idea is to give you a starting point from which to tackle your 
tasks. This is especially useful in giving you a sense of accomplishing your tasks one at 
a time.  As with all tasks, if you happen to come face to face with one that you would 
prefer to leave at the bottom of the pile, it is a sign that this is probably the task that 
needs to be tackled first! 

 Do Less: Scan through the hoard of tasks you have to do and decide what you do 
not want to do and should not do. This helps to reduce the clutter and narrow the 
focus to those that are most important. 

 Mind Maps: Create a mind map to help you track your tasks. Try to use images that 
you would usually associate with tasks that require attention. 

 

Time Management for Left Brain Thinkers, that is, students who prefer structure! 

It is very likely that in scanning through the tasks that you need to perform, some will come 
up as both urgent and important. These are tasks that should be prioritised. A useful way of 
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High Urgency Low 

Low 

deciding which item should enjoy greater priority is to look at the diagram below and decide 
which block the task belongs in. 

 

 
 
 
 
 1. 

Important 
And 
Urgent 
Do it 
Now! 

2. 
Importan

t but 
not 
Urgent 

Decide when to 
do it! 

4. 3. 
Urgent Not Important 
But not And not 

Urgent 
Important Dump it! 
Delegate 
it! 
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• Important & Urgent tasks should ideally be prioritised above other 
tasks. As a student this includes attendance of lectures, tutorials and labs 
and your need to prepare for an upcoming tests, exams, or assignments. 

• Important but not Urgent: Tasks that fall into this quadrant are often 
necessary but do not need to be done immediately. An example could 
be the need to visit the dentist for a regular check-up. This pertains to 
your health and is important but can be scheduled at another more 
convenient time. 

• Not Important and Not Urgent: This is simple. Keeping this activity on 
your to-do list or on your mind is fruitless. You need to discard this from 
your list of activities and come to terms with the idea that at this point in 
your life, this task is not essential. 

• Urgent but Not Important: Activities that fall into this category need 
attention, often immediately. Ideally, if it competes with other 
important activities, you should try to delegate it to someone who could 
assist, alternatively deal with it as soon and quickly as possible. 

 

Effective Time Management Strategies  
o Plan each week 

o Set goals (day/week/month/year) with time limits 

o Set one important objective each day and achieve it 

o Keep a study time log of how you study and evaluate how you utilised 
your time 

o Track what you do and eliminate the unnecessary 

o Schedule your day but factor in time for the unexpected 

o Ensure that the first hour of your study day is productive 

o Aim to do it correctly the first time so as to avoid repeating 

o Set aside a quiet hour per day for ‘me time’ 

o Develop a habit to complete a task before starting a new one 
 

Managing your time successfully implies accomplishing what is most important 
for you. This includes scheduling time for socialising, watching a movie, visiting 
family members, etc. thus contributing to achieving balance in your life which is 
beneficial to effective study. Life is more than study and work. Give yourself time 
to explore all dimensions of you and reflect on the amazing journey that is your 
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life.  Keep the big picture in mind – value yourself and what you are wanting to 
achieve in your life. 

The bad news is time flies...the good news is you’re the pilot” Michael Akahuler 
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How To Handle Peer Pressure  

What is peer pressure? 

Everyone has peers. Peers can be your friends who are about your age and have 
similar interests and experiences. Peers can also be other kids who are about your age 
and are involved in the same activities with you or are part of a community or group 
you belong to. You may not consider all of your peers to be friends, but they can all 
influence you. 

Peer pressure can be positive or negative. When peer pressure is positive, it pushes 
you to be your best.  Negative peer pressure is when someone who is a friend or part 
of a group you belong to makes you feel that you have to do something to be accepted. 
It’s the negative peer pressure that we usually think of when the phrase peer pressure 
is used. When you give in to negative peer pressure, you often feel guilty or 
disappointed with yourself for acting in a way that goes against your beliefs or values. 

 Some examples of negative peer pressure are: 

• Needing to dress or act a certain way. 

• Cheating or copying someone else’s work or letting others copy your work. 

• Not including certain people in social activities. 

• Taking dangerous risks when driving. 

• Using drugs or alcohol. 

• Shoplifting or stealing. 

• Engaging in sexual activity. 

• Engaging in bullying or cyberbullying. 

• Projecting a misleading/false image on social media. 
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What strategies can help handle negative peer pressure? 

• Pay attention to how you feel.  If something doesn’t feel right about a situation, 
it probably isn’t.  Even if your friends seem ok with what is going on, the 
situation may not be right for you. 

• Plan ahead. Think about how you will respond in different situations.  Plan 
what you can say or what you can do. 

• Talk to the person who is pressuring, let him or her know how it makes you 
feel and tell the person stop. 

• Have a secret code to communicate with parents. Something you can say or text 
to your parent(s) that lets them know you need out of a situation. Parents can 
either call or text to say that you need to come home, or that they need to pick 
you up. 

• Give an excuse. It should be ok to say “no” without needing to apologize or 
give an explanation.  But it may make it easier to say no if you have a ready 
reason. Perhaps saying you have a medical reason such as asthma or allergies 
that makes it dangerous for you to take anything. Or even stating that your 
parents need you to come home, if you feel it would be best to leave the 
situation all together. 

• Have friends with similar values and beliefs.  It is easier to say “no” if someone 
else is also saying it.  Saying “no” together makes it easier for the both of you. 

• Get support from a trusted adult such as a parent, teacher, or school 
counsellor.  A trusted adult can listen to you and help you with strategies that 
might work in your situation. 
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