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Section 1: Rationale 
 

Issue Statement 
 

The population of the United States is aging. The population of older Americans is one of the 

fastest-growing demographic groups in the country (ACL, 2017). It is projected that by the year 

2030, one in five Americans will be at least 65 years old (Colby, Ortman 2014). It is unclear 

whether the current benefit systems for older adults, including Social Security and Medicare, 

will be able to match the potential burden placed on the healthcare system by an aging 

population (Goss, 2017). Thus, it is a major public health issue to develop strategies to help 

keep this large group of aging Americans as healthy as possible, for as long as possible. There is 

strong evidence that continued social inclusion and connectedness of older adults is important 

for preserving mental and physical health (Seppälä, 2012). 

At the same time, the younger generation of Americans have also undergone a paradigm 

shift. The current generation of children are growing up with different levels of social 

interaction and exposure to new hobbies and skills. There has been a dramatic increase in the 

amount of time a child spends playing video games and watching television (Pew, 2015). 

Increased screen time poses threats to physical health and limits the amount of time a child 

spends socializing with other children and adults (Luscombe, 2014). Children are spending more 

time alone and thus, miss out on opportunities learning social cues, empathy, and 

communication skills. Additionally, the current transition to a STEM (science, technology, 

engineering, mathematics) focused K-12 education system has forced schools to cut resources 

for music, arts, and other trades programs (NAA, 2016). It is not realistic that every child is able 

to participate in extracurricular programs due to financial and temporal constraints. 
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It is critical that we recognize the dichotomy of issues in America today. There is an impending 

issue of promoting healthy aging for a large population of older Americans. At the same time, it 

is important that we provide social support and opportunities for a well-balanced upbringing 

for youth in America. 

Needs Assessment 
 

The need to connect people has never been more imminent. In a recent study, over 25% of 

Americans reported having no valuable social connections (Seppälä, 2012). A 2016 assessment 

of needs in Alachua County, Florida calls for increased services for older adults, specifically 

those that will improve quality of life (Well Florida Council, 2016). Childcare and extracurricular 

programs outside of school are not accessible by everyone in the Alachua County community 

due to high associated cost (Well Florida Council, 2016). A recent national study assessing 

indicators of childhood well-being indicated that depression rates have increased in the past 10 

years have increased and rates of physical activity have decreased (Forum on Child and Family 

Statistics, 2017). Two vulnerable populations, children and older adults, are experiencing similar 

obstacles that hinder social and emotional growth and success. Yet, there remains a need for a 

public health initiative in Alachua County that involves the psychological well-being of both 

children and older adults. 

It is time to bridge the gap. Maintaining social connections, quality relationships, and lifelong 

learning have been shown to decrease anxiety and depression, increase self-esteem, preserve 

brain function, and increase life expectancy (Seppälä, 2012). With over 20% of adults in Florida 

are over the age of 65, the aging population represents an untapped societal resource (AoA, 

2016). Older adults have life experiences with potential to impart practical wisdom, new skills 
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and hobbies, and positive values on youth in need of social engagement. There are some 

nonprofit organizations and programs in Alachua County to address senior well-being and 

childhood well-being individually. There are currently no programs in the Alachua County 

community specifically focused on connecting older adults and help children to broaden their 

hobbies and interests in addition to providing a sense of purpose and a social outlet for older 

adults. Programs and services will include academic mentoring, skill and trade education, and 

group volunteering events. 

Additional Rationale 
 

There are nonprofits in Alachua County that only address care for older adults and nonprofits 

that only address childhood learning and development. There are no nonprofits that address 

the needs of both populations. The most prominent services for older adults in the community 

is ElderCare of Alachua County. This organization provides congregate meal services, fitness 

classes, and social activities for community members over age 60 (ElderCare, 2018). ElderCare 

also operates a senior recreation center for older adults to gather and socialize. ElderCare 

reports that there is a high level of participation in programs and that congregate meal times 

serve as an opportunity for older adults, who would otherwise be isolated, to socialize over a 

shared meal. Additionally, Boys & Girls Club of Alachua County and local Boy Scout and Girl 

Scout troops offer programs for youth engagement. Boys & Girls Club serves primarily as an 

afterschool program that offers arts & crafts, reading, and physical activity programs for ages K- 

12 (Boys and Girls Club, 2018). Boy Scouts and Girl Scouts programs involve youth in outdoor 

adventure programs, skill building, leadership development and volunteering projects (Boy 

Scouts of America, 2018, Girl Scouts, 2018). Participation Boy Scots and Girl Scouts comes with 
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an associated membership fee. Boys & Girls Club, Boy Scouts, and Girl Scouts do not publish 

information about the outcomes or success of their programs. 

At the national level, there are a few models of successful mentoring programs. Across Ages is 

a nonprofit organization with 50 sites in Philadelphia, Pennsylvania (Across Ages, 2018). Older 

mentors are paired with at-risk middle-school aged youth. Topics of mentorship include 

abstinence from drug use, working on homework, going to sporting events, or working on 

community service projects together. Evaluation of the Across Ages program showed that 

students who participated in regular mentorship activities had a greater rate of abstinence 

from drugs and increased school attendance. 

Bridge the GAP will fulfill the need for an intergenerational mentorship program in the 

community by: 

• Connecting youth in the community with suitable and compatible older adult mentors 
 

• Engaging mentors and mentees in programs to increase academic success 
 

• Hosting community service projects for all mentor-mentee groups to participate 
 

• Providing new skill and hobby development programs taught by older adults 
 

• Organizing monthly family events for youth, family and their mentors 
 

There are many positive outcomes as a result of intergenerational mentoring programs 

(University of Wisconsin, 2016). The framework of Bridge the GAP programs has the potential 

to increase an older adult mentors’ sense of self-esteem and accomplishment while reducing 

social isolation (University of Wisconsin, 2016). Children who engage in an intergenerational 

mentorship program have been shown to have a respectful attitude towards older adults, 

higher academic achievement, reduced delinquent behavior and improved social skills 
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(University of Wisconsin, 2016). Bridge the GAP will preserve an oral history through 

storytelling and interacting in shared experiences. Bridge the GAP wants future generations to 

learn valuable, practical skills from older adults. Activities such as cooking, playing a musical 

instrument, arts & crafts, and sewing are not always taught in schools. We will connect 

knowledgeable older adults with children to ensure these valuable skills are passed along. 

If Bridge the GAP does not exist, older adults and children will not be connected in a 

meaningful mentor-mentee relationship. The health and quality of life for older adults in 

Alachua County will be jeopardized and may decline more rapidly, thus placing burden on the 

community healthcare system. Children will miss out on opportunities for social growth and 

learning valuable skills and hobbies. Bridge the GAP represents an efficient method to meet the 

needs of children and older adults in the community. It is in the best interest of the community 

to preserve societal wisdom through intergenerational mentorship. 
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Section 2: Organizational Concept 
 

Mission Statement 
 

The mission of Bridge the GAP is to empower youth and elderly adults through mutually 

beneficial experiences focused on practical skill building, academic improvement, and 

socialization. Bridge the GAP believes that individuals of all ages are valuable members of 

society. 

 
 

Vision Statement 
 

Bridge the GAP has a vision to create a society that prioritizes meaningful intergenerational 

partnerships so that everyone feels they have a place and purpose in life. 

 
 

Core Values Statement 
 

Bridge the GAP holds core values to support the organizational mission to promote a mutually 

beneficial intergenerational mentorship program. We believe it is important to: 

• Respect others at all times and the different circumstances we may have experienced in 

life. 

• Celebrate our individually unique talents, personalities, and attributes. 
 

• Pursue growth and learning at all stages in life. 
 

• Include all members of the community. 
 

• Build honest and successful relationships through open-communication. 
 

• Discover a new passion- it is never too late to grow! 
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• Connections are important. We want to bring talented individuals together for the 

improvement of our community. 

 
 

Five Year Prospective Organizational Goals 
 

• Identify and recruit older adults in the participate as mentors. 
 

• Identify and recruit children and youth in the community to participate as mentees. 
 

• Secure sites throughout the community to host mentor/mentee meetings and 

workshops. 

• Connect youth with suitable and compatible older adult mentors. 
 

• Create a framework dialogue for mentors in to use when counseling youth for academic 

success. 

• Host monthly community service projects for all mentor-mentee groups to participate. 
 

• Provide opportunities and workshops for youth to learn new skill and hobby 

development programs taught by older adults. 

• Organize and host monthly family social events for youth, family and their mentors. 
 

• Create partnerships with other providers in the community, including the Alachua 

County School District, ElderCare of Alachua County, Alachua County Library System, 

and more. 

• Evaluate success of organization and assess areas for opportunity and improvement 
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Uniqueness of the Organization 
 

The main role of Bridge the GAP is to connect youth and older adults in Alachua County, 

Florida in order to enhance quality of life, social skills, and youth outcomes. Bridge the GAP will 

accomplish this goal by providing an intergenerational mentorship program for older adults and 

children in the community. The priority of Bridge the GAP is unique because it is the only 

program in the region focused on making a meaningful connection between people at two very 

different stages of life. 

Most intergenerational mentorship programs focus on mentorship of low income or at-risk 

youth. There are not many programs open to all children. Bridge the GAP will be inclusive of all 

type of people, regardless of race, ethnicity, religion, or socioeconomic background. Bridge the 

GAP believes personal growth comes from interacting with people who may be different from 

you. 

This organization will be sensitive to interpersonal differences and make thoughtful mentor- 

mentee pairs. Mentors and mentees will be paired by personality traits, hobbies, interests, 

cultural background, and religious background. It is important to establish an environment of 

trust, security, and mutual understanding in order for the mentorship relationship to be as 

successful as it can be. 

Unlike other community-based programs for youth and older adults, Bridge the GAP will 

design and facilitate specific programs that serve the unique individual interests of the 

mentorship pairs. The mentor meetings will take place in community centers, libraries, and 

schools. Bridge the GAP will continue to encourage academic counseling, life skills counseling, 

and training for other hobbies and trades. But, Bridge the GAP understands that older adults 
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bring a unique expertise and are encouraged to share their own talents with their mentee. 

Additionally, if a child has a desire to learn a specific skill, they will be matched with an older 

adult who can teach them that skill. 

Bridge the GAP is passionate about building connections between generations in order to 

strengthen the community and safeguard its success. 
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Section 3: Governance 
 

Board Development 
 

Board Roles 
 

Bridge the GAP Board of Directors will be responsible for leadership, policymaking, fiduciary, 

and ethical oversight of the organization in pursuit of its mission and activities. The Board will 

also be responsible for determining the appropriate candidate to serve as executive director of 

Bridge the GAP. The Board will work together and on committees to effectively and efficiently 

perform duties that will incorporate sustainability measures, employee inclusivity, and 

governance. All Board members are expected to contribute gifts of time and money in order to 

support Bridge the GAP programs and activities. The Board will evaluate the progress of Bridge 

the GAP activities and financial affairs and make important decisions to further the 

organizational mission and vision. It is critical for the Board of Directors to be independent, 

unbiased and make decisions for the betterment of the organization. 

Characteristics of Board Members 
 

The Board of Directors will be comprised of a minimum of 13 individuals and no more than 20 

members. These members must be adults over the age of 18 and live in Alachua county or in 

the north central region of the state of Florida and be willing to travel to attend Board 

meetings. Board members must be qualified and have a vested interest in the organization. 

Bridge the GAP serves a diverse population and as such, seeks diverse members of the 

community to serve on the Board. The Board will include a diverse group of genders, 

ethnicities, professions, ages, and cultural backgrounds. The Bridge the GAP Board will make 
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strategic decisions for the organization and therefore must be informed and understand the 

interests of diverse stakeholders. In order to assess Board composition, Bridge the GAP will 

utilize a Board matrix and track details including, age, gender, ethnicity, and profession. 

The Board will ideally be composed of members with expertise, affluence, and influence. A 

variety of professionals will serve on the Board and contribute their respective expertise. 

Diverse perspectives will serve to strengthen the Board and the organization. Specifically, 

members with experience in childhood education and community organizing will be invaluable 

when advising on appropriate mentoring methods and curriculum for Bridge the GAP 

programming. Additionally, a financial expert can provide counsel in financial oversight and 

budgeting decisions. A legal expert can provide guidance during legal disputes, contract 

drafting, and ethical issues. A mental health expert can assist with identifying appropriate 

counseling and mentoring methods and provide guidance with personnel or participant specific 

dilemmas. A PR and marketing expert will be needed to contribute to community marketing 

strategies and help launch social media campaigns, especially in advance of fundraising events. 

During the hiring and on-boarding process, each new Board members will be asked what they 

can give to the organization and if they are willing to give. It is important for Board members to 

contribute their time and talents in a mutually beneficial setting, where the organization 

receives expert guidance and the Board member contributes to a meaningful cause. 

The Board of Directors will meet in-person on a quarterly basis. All Board members are 

required to be in attendance. Absence from two or more Board meetings is cause for dismissal 

from the Board. Additionally, Board members are expected to give back to Bridge the GAP 

through volunteer time and financial support. Attendance to fundraising events and at least 4 
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mentor-mentee meetings will enhance each Board member’s ability to provide informed, 

contextual guidance to the organization. Above all, Board members must set the tone for the 

organization as kind, honest, and hard-working professionals who act with integrity to further 

the mission of Bridge the GAP. 

Duties and Responsibilities of the Board 
 

The Board of Directors for Bridge the GAP holds many important responsibilities. One general 

duty of the Board is to engage, energize and motivate from within its own members in order to 

ensure continued service and involvement. (Kumaran, 2018) Additionally, the Board holds 

specific legal duties that include the duty of care, the duty of loyalty, and the duty of obedience. 

(Renz, 2016) The Board is entrusted with leading and guiding the organization through policy 

and logistic decisions. As such, the duty of care refers to the necessity for Board members to 

make prudent decisions, act diligently and thoughtfully, and actively participate in the decision- 

making process. (Renz, 2016) Additionally, the duty of loyalty is the expectation for all Board 

members to act in the best interest of the organization, as opposed to serving individual goals 

or interests. Any and all conflicts of interest in organization activities must be disclosed 

outright. Documentation of conflict of interests for each Board member will be reported and 

accessible for the public to access in such a case where Board activities are in question. The 

duty of obedience sets the standard for all Board members to act in accordance of Bridge the 

GAP values, bylaws, policies and perform activities that further the mission and vision. Fiduciary 

responsibilities of the Board include creating and implementing policies to govern the use of 

financial resources, establishing and approving an annual budget, developing monitoring 

systems for spending and use of resources, monitoring and assessing fiscal position, and 
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implementing an audit or external review (Renz, 2016). The Board holds other governing 

responsibilities including, but not limited to (Renz, 2016): 

• Providing leadership and strategic direction for the organization 
 

• Establishing policies and procedures 
 

• Resource management 
 

• Utilization of resources in an effective and efficient manner 
 

• Providing support and feedback for the executive director 
 

• Establish relationships with the community constituents and stakeholders 
 

• Act in accountable and ethical manner 
 

• Engage and motivate other Board members to ensure the highest level of performance 

Finally, the Board is responsible for igniting motivation for fundraising and re-energizing prior 

donors to give again. The Board has freedom to develop creative strategies for fundraising. 

However, the Board must continually evaluate and assess the financial affairs of the 

organization and will need to mobilize resources through fundraising in order to further the 

goals, mission and vision of Bridge the GAP. 

Recruitment Strategies and Orientation 
 

In order to develop and operate with a successful Board, recruitment strategies must be 

tailored to select the right people for the job. (Renz, 2016) Recruitment and selection of Board 

member should focus on locating thoughtful, systematic, and disciplined members. (Renz, 

2016). Above all, Board members must be qualified, have passion for the organization’s 

mission, and be willing to contribute time, talents, and resources to the organization. 

Additionally, the Board should seek to recruit diverse members from a variety of work 
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environments. Board positions will be advertised through word of mouth within the network of 

current board members in addition to being posted on the Bridge the GAP website and the 

Nonprofit Center of Northeast Florida website. 

Interested individuals are invited to apply through the organization website. If candidate is 

deemed appropriate and qualified through an initial screening process, the candidate will be 

provided with information about the bylaws, expectations, roles, and responsibilities of all 

Bridge the GAP Board members. Once a candidate is informed about meeting requirements, 

meeting dates, and all expectations, they will be invited to complete the onboarding process. 

The onboarding and orientation process involve legal proceedings, including a statement of 

conflicts of interest, and contractual agreement to fulfill all legal and fiduciary responsibilities of 

the board. The new Board member will be provided with all documentation and information in 

order to make an informed commitment to serve. Once the onboarding paperwork is 

completed, the new Board member will meet in a formal setting with the current Board 

members and the executive director. There will be time to for the new member to ask 

questions, explain personal goals and interests for serving on the Board, and to get to know the 

other Board members. A formal vote among the current Board members will then take place. A 

simple majority vote is required in order to formally vote the new Board member in to serve. 

Once voted in, the new Board member will provide a pledge to serve and will be officially sworn 

in. Orientation will directly follow and will include meetings with employee to go over the 

organization’s history, mission, and programs. The employees will also share their goals with 

the new Board member. The Human Resources/Finance Director will meet with the new Board 

member to discuss logistics and opportunities for growth. The onboarding and orientation 
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process should be completed within 60 days of initial application to serve as a Board member. 

Bridge the GAP seeks to engage passionate and qualified candidates to serve on the Board of 

Directors in an efficient and effective manner. 

 
 

Description of the Board 
 

Size of the Board 
 

The Bridge the GAP Board of Directors must have a minimum of 13 members and a maximum 

of 20 members. Each member will serve a two-year term and will be limited to serving 3 

consecutive terms. 

Board Meetings 
 

The Board of Directors will meet on a quarterly basis at the Bridge the GAP office. All Board 

members are required to attend in-person meetings and contractually agree to meet in-person 

during the onboarding and orientation process. All Board members will receive a minimum of 

two weeks’ notice of an upcoming meeting. Ideally, all members will receive a notice of the 

time, date, and location of the following Board meeting one month prior. The Board meetings 

will generally occur in February, May, September, and November. All Board meetings are an 

approximately two hours. An annual Board member retreat will be held in Gainesville, FL on the 

University of Florida campus during a weekend in the month of January. Board members are 

required to attend and participate in strategic planning, goal setting, resource assessment, and 

team building activities designed to reignite passion and direction for serving as leaders of 

Bridge the GAP. The Board will develop an advocacy plan, a fundraising plan, review employee 

actions, and engage in the ten-step strategic planning process during the retreat. (Renz, 2016) 
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The Board Chair will organize and direct the Board meetings. Quorum must be established at 

the start of every Board meeting, of which seventy percent of Board members must be present. 

If quorum is not reached, no agenda measures may be voted on until the next meeting. It is 

critical for all members to be in attendance in order to ensure timely progress of Board 

initiatives. Board meetings will be conducted in an organized and efficient manner. The Chair 

will begin by reviewing the previous meeting minutes and will report official business. The 

committee chairs will follow by providing a brief summary of their reports and provide written, 

hard copies for all other Board members to follow along and review. The spokesman from the 

following committees will give reports: 

• Executive committee 
 

• Fundraising committee 
 

• Finance committee 
 

• Personnel and program committee 
 

Refer to Bylaws Article IV to review each of the specific committee roles and responsibilities. 

After official Board business is reviewed, the executive director is invited to share a report of 

the past quarterly activities, evaluation results, and progress toward organizational missions. 

Open discussion is encouraged in order to assess the status of operations and employee 

performance. The executive director is also invited to share the program impacts and success 

stories of the organization in order to provide tangible evidence of the role of Bridge the GAP in 

the Alachua County community. 

All Board meeting activity will be recorded by the Secretary and issued to Board members and 

employees for review within one week of the meeting. The Chair is responsible for sending out 
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notice of upcoming Board meetings. Committees may meet per diem. Attendance and 

participation of all Board members is vital for organizational success. 

Officers of the Board and Position Descriptions 
 

It is required that nonprofit organizations elect officers of the Board. At Bridge the GAP, the 

officers of the Board include the Chair, the Secretary, and the Treasurer. These three officers 

form the leadership team of the Board and serve on the Executive Committee. 

The Chair is the chief member of the Board of Directors and Bridge the GAP at-large. The 

Chair is responsible for organizing the Board, conducting quarterly Board meetings, and 

reporting on general business at each meeting. The Chair should lead by example and exhibit 

passionate, diligent, and honest leadership. The Chair will also review each Board member’s 

performance at the annual Board retreat in order to enhance professional development and 

Board member commitment. The Chair should be accessible for all Board members to voice 

concerns, ideas, and general thoughts about the status of the organization in order to enhance 

Board member satisfaction. 

The Secretary is responsible for documenting all actions at each Board meeting and writing a 

report to be issued to all members after each Board meeting. The Secretary maintains all 

official documents of the Board. 

The Treasurer works with the Finance Committee and the Bridge the GAP Human 

Resources/Finance Director. The Treasurer records and maintains financial reports and stay up 

to date on accounts and expenses. The Treasurer is responsible for overseeing the annual 

financial report and the annual budget development and approval. 
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Board Committees 
 

Bridge the GAP Board of Directors has four committees: The Executive Committee, the Finance 

Committee, the Fundraising Committee, and the Personnel and Programs Committee. Each 

committee should be composed of a minimum of two Board members and are permitted to 

meet as necessary to complete their designated roles and responsibilities. 

The Executive Committee is composed of the Chair, the Secretary, and the Treasurer. Except 

for the power to amend the articles of incorporation and bylaws, the Executive Committee shall 

have the authority to act on behalf of Board of Directors in the intervals between meetings of 

the Board of Directors and is suited to address organizational emergencies. The Executive 

Committee is recommended to meet at least two weeks prior to the quarterly Board meeting to 

develop the agenda and make strategic decisions for the organization to be announced at the 

next meeting. 

The Finance Committee plans, oversees, and monitors the use of financial resources. This 

committee will work closely with the auditing team and synthesize information from the 

Evaluation Team to determine the appropriate allocation of resources within the organization. 

Additionally, the Finance Committee and the Treasurer will work together to develop an annual 

financial report. 

The Fundraising Committee is responsible for coordinating with employees and staff of the 

organization to develop, strategize, and implement all philanthropic events. The Fundraising 

Committee can provide direct or indirect support to organization employees. All actions must 

be reported to the Board of Directors at each meeting. 
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The Personnel and Programs Committee works closely with the Human Resources/Financial 

Director to organize and oversee appropriate human resources activities and employee 

satisfaction. Additionally, this committee can provide support in working with community 

stakeholders and can give direction when developing or refining programs. 

Executive Director and Relationship to the Board 
 

The Executive Director of Bridge the GAP provides organizational leadership for the 

employees and participants in programming. The Executive Director is in charge of overseeing 

the daily operations and helps to strategize and prioritize tasks with Bridge the GAP staff. 

(Kumaran, 2018) The Executive Director acts as a liaison between the Board of Directors and 

the organization staff to integrate broad policies and procedures with daily operations and 

ensures that the two are conducted in parallel and in the best interest of the overall mission 

and vision of Bridge the GAP. The relationship between the Executive Director and the Board of 

Directors is critical for organization success. (Kumaran, 2018) This relationship must be honest, 

open, and respectful in order to reach optimal efficiency and effectiveness. 

First and foremost, the Board of Directors is responsible for recruiting, selecting, and hiring a 

candidate who is qualified and fit to serve to their fullest capacity in the role of Executive 

Director. (Renz, 2016) The Board of Directors will work with an Executive Director during the 

orientation and training process to ensure a seamless transition of power and to instill the 

organizational values in the new Executive Director. The Executive Director will attend all 

quarterly Board Meetings and report on daily operations and advocate for programmatic policy 

changes and resource allocation. The Board is responsible for evaluating performance and 

providing feedback to the Executive Director. The Board must also place trust in the Executive 
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Director and avoid getting involved in the minutia. (Renz, 2016) The Board is a source of 

guidance, policy making, and counsel for broad issues or issues that bear importance in 

determining the direction of the organization. The Board should clearly outline their 

expectations for the Executive Director and allow room for the Executive Director to perform 

with a degree of independence. The Board of Directors will hold the Executive Director 

accountable in ethical, legal, and financial issues. (Renz, 2016) Overall, a professional, well- 

maintained relationship between the Board of Directors and the Executive Directors is crucial 

for consistently positive leadership. 
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Section 4: Governing Documents 
 

ARTICLES OF INCORPORATION 
In compliance with Chapter 617, F.S., (Not for Profit) 

 
 
 

1.01 Name 

ARTICLE I 
BRIDGE THE GAP, INC. 

The name of this corporation shall be Bridge the GAP, Inc. The business of the corporation may 
be conducted as Bridge the GAP, Inc. or Bridge the GAP. 

 
 
 

2.01 Duration 

ARTICLE II 
DURATION 

The period of duration of the corporation is perpetual. 
 
 
 

3.01 Purpose 

ARTICLE III 
PURPOSE 

Bridge the GAP is a non-profit corporation and shall operate exclusively for charitable purposes 
within the meaning of Section 501 (c)(3) of the Internal Revenue Code, or the corresponding 
section of any future Federal tax code. Bridge the GAP’s purpose is to empower youth and 
elderly adults through mutually beneficial experiences focused on practical skill building, 
academic improvement, and socialization. We provide opportunities for intergenerational 
mentoring and educational workshops for children. 

 
3.02 Public Benefit 
Bridge the GAP is designated as a public benefit corporation. 

 
 
 

4.01 Non-profit Nature 

ARTICLE IV 
NONPROFIT NATURE 

Bridge the GAP is organized exclusively for charitable purposes including, for such purposes, the 
making of distributions to organizations that qualify as exempt organizations under section 501 
(c) (3) of the Internal Revenue Code, or corresponding section of any future federal tax code. 
Bridge the GAP is not organized and shall not be operated for the private gain of any person. 

 
4.02 Personal Liability 
No officer or director of this corporation shall be personally liable for the debts or obligations of 
Bridge the GAP of any nature whatsoever, nor shall any of the property or assets of the officers 
or directors be subject to the payment of the debts or obligations of this corporation. 

 
4.03 Dissolution 
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Upon termination or dissolution of the Bridge the GAP, any assets lawfully available for 
distribution shall be distributed to one (1) or more qualifying organizations described in Section 
501(c)(3) of the Internal Revenue Code of 1986 (or described in any corresponding provision of 
any successor statute). The organization to receive the assets of the Bridge the GAP hereunder 
shall be selected by the discretion of a majority of the managing body of Bridge the GAP. 

 
 
 

5.01 Governance 

ARTICLE V 
BOARD OF DIRECTORS 

Bridge the GAP shall be governed by its board of directors. 
 

5.02 Initial Directors 
The initial officers of the board of directors of the corporation shall be Isabella Herb, Chair, 
Owen Wilde, Secretary, and Robert Gemmill, Treasurer. Board members are elected by a 
majority vote. 

 
 
 

6.01 Membership 

ARTICLE VI 
MEMBERSHIP 

Bridge the GAP shall have no members. The management of the affairs of the corporation shall 
be vested in a board of directors, as defined in the corporation’s bylaws. 

 
 
 

7.01 Amendments 

ARTICLE VII 
AMENDMENTS 

Any amendment to the Articles of Incorporation may be adopted by approval of two-thirds 
(2/3) of the board of directors. 

 
 
 

8.01 Corporate Address 

ARTICLE VIII 
ADDRESSES OF THE CORPORATION 

The mailing address of the corporation is: 3500 SW 19th Ave, Gainesville, FL, 32607. 
 
 
 

9.01 Registered Agent 

ARTICLE IX 
APPOINTMENT OF REGISTERED AGENT 

The registered agent of the corporation shall be: Michael Shoemaker, Esquire, 1234 Garden 
Street, Tampa, Florida, 33627 

 
ARTICLE X 

INCORPORATOR 
The incorporators of the corporation are as follows: Kelsey Gemmill, 11918 Mandevilla Court, 
Tampa, Florida, 33626. 
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Certificate of Adoption of Articles of Incorporation 
We, the undersigned, do hereby certify that the above stated Articles of Incorporation of Bridge 
the GAP were approved by the board of directors on Monday, December 3, 2018 and constitute 
a complete copy of Articles of Incorporation of the Bridge the GAP, Inc. 

 
Names, addresses and signatures of all directors and incorporators. 

 
Acknowledgment of consent to appointment as registered agent 

I, Michael Shoemaker, agree to be the registered agent for Bridge the GAP as appointed herein. 
Registered Agent: Michael Shoemaker 
Date: 12/3/18 

 
 

BYLAWS OF 
BRIDGE THE GAP 

ARTICLE I — NAME AND PURPOSE 
 

Section 1- Name 
The name of the organization shall be Bridge the GAP. It shall be a nonprofit organization 
incorporated under the laws of the State of Florida. 

 
Section 2- Purpose 
Bridge the GAP is organized exclusively for charitable and education purposes. 
The purpose of this corporation is: 

• to empower youth and elderly adults through mutually beneficial experiences focused 
on practical skill building, academic improvement, and socialization. 

 

ARTICLE II — MEMBERSHIP 
Section 1- Membership 
Membership shall consist of the board of directors. 

 
ARTICLE III — BOARD OF DIRECTORS 

Section 1- Board role, size, and compensation 
The board is responsible for overall policy and direction of the association, and delegates 
responsibility of day-to-day operations to the staff and committees. The board shall have up to 
20, but not fewer than 13 members. The board receives no compensation other than 
reasonable reimbursement for organizational related expenses. 

 
Section 2- Terms 
All board members shall serve two-year terms, but are eligible for re-election for up to three 
consecutive terms. 

 
Section 3- Meetings and notice 
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The board shall meet at least quarterly, at an agreed upon time and place. An official board 
meeting requires that each board member have written notice at least two weeks in advance. 
An annual Board retreat will take place following the final meeting of the year. 

 
Section 4- Board elections 
During the last quarter of each fiscal year of the corporation, the board of directors shall elect 
Directors to replace those whose terms will expire at the end of the fiscal year. This election 
shall take place during a regular meeting of the directors, called in accordance with the 
provisions of these bylaws. 

 
Section 5- Election procedures 
New directors shall be elected by a majority of directors’ present at such a meeting, provided 
there is a quorum present. Directors so elected shall serve a term beginning on the first day of 
the next fiscal year. 

 
Section 6- Quorum 
A quorum must be attended by at least seventy percent of board members for business 
transactions to take place and motions to pass. 

 
Section 7- Officers and Duties 
There shall be four officers of the board, consisting of a chair, vice-chair, secretary and 
treasurer. Their duties are as follows: 

• The Chair shall convene regularly scheduled board meetings, shall preside or arrange for 
other members of the Executive Committee to preside at each meeting in the following 
order: vice-chair, secretary, treasurer. 

• The Secretary shall be responsible for keeping records of board actions, including 
overseeing the taking of minutes at all board meetings, sending out meeting 
announcements, distributing copies of minutes and the agenda to each board member, 
and assuring that corporate records are maintained. 

• The Treasurer shall make a report at each board meeting. The treasurer shall chair the 
finance committee, assist in the preparation of the budget, help develop fundraising 
plans, and make financial information available to board members and the public. 

 
Section 8- Vacancies 
When a vacancy on the board exists mid-term, the secretary must receive nominations for new 
members from present board members two weeks in advance of a board meeting. These 
nominations shall be sent out to board members with the regular board meeting 
announcement, to be voted upon at the next board meeting. These vacancies will be filled only 
to the end of the particular board member's term. 

 
Section 9- Resignation, termination, and absences 
Resignation from the board must be in writing and received by the secretary. A board member 
shall be terminated from the board due to excess absences, more than two unexcused 
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absences from board meetings in a year. A board member may be removed for other reasons 
by a three-fourths vote of the remaining directors. 

 
Section 10- Special meetings 
Special meetings of the board shall be called upon the request of the chair, or one-third of the 
board. Notices of special meetings shall be sent out by the secretary to each board member at 
least two weeks in advance. 

 

ARTICLE IV — COMMITTEES 
Section 1- Committee formation 
The board may create committees as needed, such as fundraising, housing, public relations, 
data collection, etc. The board Chair appoints all committee chairs. 

 
Section 2- Executive Committee 
The three leadership officers serve as the members of the Executive Committee. Except for the 
power to amend the articles of incorporation and bylaws, the Executive Committee shall have 
all the powers and authority of the board of directors in the intervals between meetings of the 
board of directors and is subject to the direction and control of the full board. 

 
Section 3- Finance Committee 
The treasurer is the chair of the Finance Committee, which includes three other board 
members. The Finance Committee is responsible for developing and reviewing fiscal 
procedures, fundraising plan, and annual budget with staff and other board members. The 
board must approve the budget and all expenditures must be within budget. Any major change 
in the budget must be approved by the board or the Executive Committee. The fiscal year shall 
be the calendar year. Annual reports are required to be submitted to the board showing 
income, expenditures, and pending income. The financial records of the organization are public 
information and shall be made available to board members and the public. 

 
Section 4- Fundraising Committee 
This committee is responsible for coordinating with employees and staff of the organization to 
develop, strategize, and implement all philanthropic events. The Fundraising Committee can 
provide direct or indirect support to organization employees. All actions must be reported to 
the Board of Directors at each meeting. 

 
Section 5- Program and Personnel Committee 
This committee works closely with the Human Resources/Financial Director to organize and 
oversee appropriate human resources activities and employee satisfaction. Additionally, this 
committee can provide support in working with community stakeholders and can give direction 
when developing or refining programs. 

 
 

ARTICLE V — DIRECTOR AND STAFF 
Section 1- Executive Director 
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The executive director is hired by the board. The executive director has day-to-day 
responsibilities for the organization, including carrying out the organization’s goals and policies. 
The executive director will attend all board meetings, report on the progress of the 
organization, answer questions of the board members and carry out the duties described in the 
job description. The board can designate other duties as necessary. 

 

ARTICLE VI — AMENDMENTS 
Section 1- Amendments 
These bylaws may be amended when necessary by two-thirds majority of the board of 
directors. Proposed amendments must be submitted to the secretary to be sent out with 
regular board announcements. 

 
CERTIFICATION 

These bylaws were approved at the first meeting of the board of directors by a two- thirds 
majority vote on November 18, 2018. 

 
Linda Wilde 

11/18/18 
Secretary Date 
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Section 5: Program Plan and Evaluation 
 

Program Plan 
Needs Assessment 

 

The need to connect people has never been more urgent. A 2016 assessment of needs in Alachua County, Flori 
 

Target Audience & Demographic/Socioeconomic Characteristics 
 

The target audience for Bridge the GAP includes older adults (age 55+) and youth in the 

Alachua County community. Participation in the program is voluntary and is not limited to any 

type of demographic/socioeconomic characteristics, however, we anticipate that most of our 

program participation will reflect the characteristics of the larger Alachua County area. 

 
 

Program Goals, Objectives, Strategies and Details, and Resources Needed 
 

Goal 1: For older adults and youth to be connected through mutually beneficial mentor-mentee 

pairs. 

Objective 1.1: In the first 12 months, enroll at least 25 older adults as mentors, age 55 and up, 

in the Alachua County community in order to increase social interactions with youth in the 

community. 

Strategies and Details: Program staff and volunteers will actively recruit older adults in 

Alachua County by attending community meetings, developing professional connections with 

other senior service providers, and through word of mouth. Advertisement will be posted at 

community senior centers, senior living communities, retirement homes, libraries, and other 

community gathering spots. Preferably engage older adults who are interested in improving 

social connections, have a desire to give back to the community, and/or those who have a 

special interest in mentorship. 
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Resources Needed: Program staff, volunteers, paper advertisements, electronic 

advertisement, transportation to different locations throughout the community. 

Objective 1.2: In the first 12 months, at least 25 children and/or teenagers age 12-18 will 

enroll as mentees in order to receive weekly mentorship and social engagement with an older 

adult. 

Strategies and Details: Program staff and volunteers will actively recruit youth participants in 

Alachua County by advertising the program in places in the community, such as community 

centers, libraries, school newsletters, school parent-teacher-association (PTA) meetings, Boys 

& Girls Club, and more. It is important to build connections with leaders in the community 

who interact with youth, including teachers, youth group leaders, school board members, and 

athletic coaches. 

Resources Needed: Program staff, volunteers, paper advertisements, electronic 

advertisement, transportation to different locations throughout the community. 

Goal 2: For older adults to implement academic-focused mentorship in children with below- 

average academic performance to increase learning outcomes. 

Objective 2.1: Within 1 month of enrolling, at least 10 older adults will receive basic training 

to be able to deliver age and grade-level appropriate academic counseling to children and 

teenagers. 

Strategies and Details: Program staff will evaluate mentor interest in participating in 

academic counseling through an enrollment questionnaire. Mentors will receive general 

training about how to mentor children for academic achievement. This training is based on 
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the handbook titled “The Wisdom of Age: A Handbook for Mentors” (Taylor, 2015) and the 

“kidREACH” after-school academic tutoring curriculum (World Vision, 2015). 

Resources Needed: Program staff to conduct training, develop enrollment questionnaire for 

older adult mentors, facility for training, paper handouts, pens, pencils, projector, computer, 

purchase “kidREACH” curriculum, download and print “The Wisdom of Age” handbook. 

Objective 2.2: Within 1 month of enrolling, any child or teenager that exhibits academic 

underperformance will be placed with an older adult mentor to receive one-on-one 

assistance with reading, writing, or math skills every week. 

Strategies and Details: Program staff will assess the need for academic mentorship through a 

parent/caregiver questionnaire, which can also be completed by a teacher if a parent or 

caregiver are not available. The questionnaire will include topics related to behavior, school 

attendance, grades, and attitudes towards learning. Children will be matched with a mentor 

who is trained to provide tutoring. 

Resources Needed: Develop parent/caregiver questionnaire, secure facility for mentor- 

mentee pairs to meet, program staff and volunteers to supervise mentor meetings, pens, 

pencils, paper, books, academic curriculum or worksheets, calculators, rulers, other 

miscellaneous school supplies. 

Goal 3: For children to learn new skills and hobbies in workshops taught by older adults. 

Objective 3.1: Administer a “New Mentor” or “New Mentee” questionnaire to all older adults 

and youth upon enrollment into mentorship program in order to assess interest in teaching a 

new skill or learning a new skill. 
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Strategies and Details: All new members will complete a survey assessing their interests and 

needs for the program. Older adults can select to teach skills related to personal development 

and home economics (cooking or baking, budgeting, sewing, nutrition, relationship skills) or 

hobbies and sports (arts & crafts, card games, musical instruments, yoga, etc.). Children can 

select from a list of available topics which areas they would be interested in learning about. 

Mentors and mentees would be paired together based on mutual interests. 
 

Resources Needed: Develop questionnaire, program staff to review answers and make 

mentor/mentee pairs, paper copy of questionnaire, electronic copy of questionnaire. 

Objective 3.2: Host once per week skill or hobby building workshops for youth to learn from 

older adults. 

Strategies and Details: Children enrolled in the program may attend workshops to learn new 

skills they are interested in. There is no limit to the number of children who attend each 

workshop led by an older adult. The workshops will be focused on the expertise or topic of 

choice of the older adult or in the areas of personal development and home economics 

(cooking or baking, budgeting, sewing, nutrition, relationship skills) or hobbies and sports 

(arts & crafts, card games, musical instruments, yoga, etc.). 

Resources Needed: Facility to host workshops, program staff and volunteers to supervise 

workshops, tables, chairs, paper for lesson worksheets, equipment to accommodate special 

hobbies and skill teaching (yoga mats, arts and crafts supplies, food, cooking equipment, etc.). 

 
 

Logic Models for Objectives: 
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The following pages contain the logic models for the subset objectives of the goals of Bridge the 

GAP. 
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OUTPUTS 
Activities Outputs 

 
Educate and train 
program staff and 
volunteers about 
organization mission and 
goals 

 
Identify locations in the 
community best suited 
to reach older adults 
(55+) 

 
In the first 12 months, 
enroll at least 25 older 
adults as mentors in 
the Alachua County 
community in order to 
increase social 
interaction with youth 
in the community 

Travel to locations to 
post advertisement or to 
verbally recruit older 
adult participants 

 

Program staff will 
provide information 
about enrolling in Bridge 
the GAP mentor 
program 

 

 

OUTCOMES 
Short Intermediate 

 
Longer term 

 
Older adults will 

 
Older adults will feel a 

 
Older adults will develop 

increase social sense of purpose and a meaningful relationship 
interactions with achievement by with their mentee that 
youth and feel providing a positive will enhance their quality 
engaged with their influence for youth. of life. 
community.   

 

 
Program staff; work 
and time 

 
Volunteer staff; work 
and time 

 
Advertising concept 
and visual design 

 
Paper and electronic 
advertising materials 

 
Partnerships with 
providers of senior 
services 

 
Funding for staff and 
program supplies 

INPUTS 

LOGIC MODEL Worksheet: 
Goal 1: For older adults and youth to be connected through mutually beneficial mentor-mentee pairs. 
Objective 1.1: In the first 12 months, enroll at least 25 older adults as mentors, age 55 and up, in the Alachua County community in 
order to increase social interactions with youth in the community. 
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OUTPUTS 
Activities Outputs 
Educate and train 
program staff and 
volunteers about 
organization mission and 
goals 

 
Identify locations in the 
community best suited 
to reach children and 
teenagers 

In the first 12 months, 
enroll at least 25 
children/teenagers age 
12-18 as mentees in 
the Alachua County 
community in order to 
receive weekly 
mentorship and social 
engagement with an 
older adult. 

Travel to locations to 
post advertisement or to 
engage with parents and 
caregivers about 
enrolling their children 

 

Program staff will 
provide information 
about enrolling in Bridge 
the GAP mentor 
program 

 

 

OUTCOMES 
Short Intermediate 

 
Longer term 

 
Youth will receive 

 
Youth will improve 

 
Youth develop 

academic mentorship social skills and meaningful relationships 
and/or learn a new communication skills by with their mentor that 
hobby or skill from engaging in regular enhance their regard and 
an older adult. meetings with an older respect for older 

 adult. generations. 

 

Program staff; work 
and time 

 
Volunteer staff; work 
and time 

 
Advertising concept 
and visual design 

 
Paper and electronic 
advertising materials 

 
Partnerships with 
providers of youth 
education and services 

 
Funding for staff and 
program supplies 

INPUTS 

LOGIC MODEL Worksheet: 
Objective 1.2: In the first 12 months, at least 25 children and/or teenagers age 12-18 will enroll as mentees in order to receive weekly 
mentorship and social engagement with an older adult. 
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OUTPUTS 
Activities Outputs 
Educate and train 
program staff and 
volunteers about 
mentoring curriculum 

 
Program staff delivers 
training to older adults 

At least 10 older adults 
will be trained to 
deliver age and grade- 
level appropriate 
academic counseling to 
children and teenagers. 

Provide older adults 
with copies of 
academic/mentoring 
curriculum 

 

Empower mentors to 
build positive 
relationships with their 
mentee 

 

Engage in dialogue with 
mentors to address 
concerns or questions 
about mentoring 

 

 

OUTCOMES 
Short Intermediate 

 
Longer term 

Older adults will be 
proficient in best- 
practices for 
mentoring youth 

Older adults will 
successfully deliver 
academic-focused 
tutoring to youth with 
need for academic 
improvement 

Children engaged in 
academic mentorship will 
have better test scores, 
scholastic achievement, 
and school attendance. 

  Older adults will feel a 
sense of purpose and 
commitment towards 
help a child to be 
successful. 

 

Program staff; work 
and time 

 
Developed enrollment 
questionnaire 

 
Funding for rental of a 
facility for training, 

 
Supplies (paper 
handouts, pens, 
pencils, projector, 
computer) 

 
Purchase “kidREACH” 
curriculum, access 
“The Wisdom of Age” 
handbook 

 
Funding for staff and 
program supplies 

INPUTS 

LOGIC MODEL Worksheet: 
Goal 2: For older adults to implement academic-focused mentorship in children with below-average academic performance to 
increase learning outcomes. 
Objective 2.1: Within 1 month of enrolling, at least 10 older adults will receive basic training to be able to deliver age and grade-level 
appropriate academic counseling to children and teenagers. 
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OUTPUTS 
Activities Outputs 
Educate and train 
program older adult 
mentors based on 
mentoring curriculum 

 
Program staff supervises 
mentoring activities 

 
Provide older 
adults/mentors with 
copies of academic 
worksheets to complete 
with mentees 

Within 1 month of 
enrolling, a child or 
teenager will be 
identified as having 
academic 
underperformance and 
will receive one-on-one 
counseling in the 
subject area of need 
(reading, writing, math) 

Empower mentors to 
build positive 
relationships with their 
mentee 

 

Mentors will guide 
mentees through 
assignments, help 
problem-solve, and 
coach mentees to the 
correct answers. 

 

 

OUTCOMES 
Short Intermediate Longer term 
Children/teenagers 
will be engaged in a 
supportive and 
productive learning 
environment by 
interacting with an 
adult one-on-one. 

Children will develop a 
more positive attitude 
towards learning. 

 
Older adults/mentors 
will celebrate academic 
successes and 
encourage continued 
growth. 

Children engaged in 
academic mentorship will 
have better test scores, 
scholastic achievement, 
and school attendance. 

 

Program staff; work 
and time 

 
Volunteer staff; work 
and time 

 
Funding for facility 
rental 

 
Tables, chairs 

 
Supplies (books, 
paper, pencils, pens, 
rulers, calculators, 
etc.) 

 
Supplemental 
education material 
(worksheets and 
curriculum) 

 
Parent/caregiver 
questionnaire; 
develop and assess 
need 

 
Funding for staff and 
program supplies 

INPUTS 

LOGIC MODEL Worksheet: 
Objective 2.2: Within 1 months of enrolling, any child or teenager that exhibits academic underperformance will be placed with an 
older adult mentor to receive assistance with reading, writing, or math skills every week. 
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OUTPUTS 
Activities Outputs 
Develop questionnaires 
focused on assessing 
skills and expertise of 
mentors and the 
mentee’s 
interests/desire to learn 

 
Assess results of 
questionnaires 

Newly enrolled 
mentors and mentees 
will answer a 
questionnaire so that 
program staff can 
assess interests and 
previous expertise to 
develop skill and hobby 
workshops. 

Make recommendations 
for workshops mentees 
should attend based on 
interests 

 

Assign mentors to teach 
skills/hobbies they have 
expertise with 

 

 

OUTCOMES 
Short Intermediate 

 
Longer term 

Program staff can Program staff will Youth will engage in 
determine skillset of organize appropriate workshops suited to 
mentors. workshops tailored to interests and needs. 

 mentor/mentee needs.  

Program staff can  Older adults will lead 
determine interests workshops appropriate to 
and needs of their talents and skills. 
mentees.  

 

Program staff; work 
and time 

 
Funding for staff and 
program supplies 

 
Develop 
questionnaires; 
program staff to 
analyze results 

 
Paper and electronic 
copy of questionnaire 

INPUTS 

LOGIC MODEL Worksheet: 
Goal 3: For children to learn new skills and hobbies in workshops taught by older adults. 
Objective 3.1: Administer a “New Mentor” or “New Mentee” questionnaire to all older adults and youth upon enrollment into 
mentorship program in order to assess interest in teaching a new skill or learning a new skill. 
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OUTPUTS 
Activities Outputs 
Program staff supervises 
mentoring activities 

 
Mentors lead workshop 
focused on a particular 
skill or hobby 

Youth will engage in 
hands-on learning of a 
skill or hobby one time 
per week at a 
workshop led by an 
older adult mentor 

Mentees attend 
workshop and engage in 
hands-on learning 

 

 

OUTCOMES 
Short Intermediate Longer term 
Youth learn a new 
skill or hobby 

 
Older adults provide 
knowledge and 
expertise 

Older adults engage in 
social activity and 
stewardship by passing 
on valuable skills 

 
Youth have a positive 
role model to help 
them achieve their 
goals 

Youth are better 
equipped to manage their 
daily lives and engage in 
fun, positive activities 

 
Older adults have a sense 
of accomplishment by 
passing along their 
legacy, passions, wisdom, 
and expertise 

 

Program staff; work 
and time 

 
Funding for staff and 
program supplies 

 
Funding for facility 
rental 

 
Tables, chairs 

 
Supplies for 
skill/hobby teaching 
(yoga mats, arts and 
crafts supplies, food, 
cooking equipment, 
etc. 

 
Funding for supplies 

INPUTS 

LOGIC MODEL Worksheet: 
Objective 3.2: Host once per week skill or hobby building workshops for youth to learn from older adults. 
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Program Evaluation Plan 

Structure of Process and Outcome Evaluation 

It is important that Bridge the GAP conducts regular and standardized program 

evaluation in order to ensure that all activities are in alignment with goals, objectives and the 

organizational mission. The information used to evaluate Bridge the GAP programs will be 

qualitative and quantitative. We will collect entrance and exit questionnaires for program 

mentors and mentees. We will also assess the pre vs. post scores on an academic aptitude test 

and gather information about school performance for mentees receiving academic counseling. 

Finally, we will interview mentors and mentees on a quarterly basis to gather information about 

program successes, behavior change, attitude change, and barriers to success. We will begin 

with our evaluation process whenever a new mentor or mentee enrolls in the program and 

they will be followed throughout their time in the program. Every quarter, the evaluation team 

will meet and to interpret and discuss the evaluation data. The evaluation team will create a 

summary of the results to be delivered to the Executive Director and the Board of Directors. 

Changes will be made to program delivery if evaluation data indicates any area in need of 

improvement. The primary purpose of evaluation is to ensure successful outcomes are met. 

Identification of Evaluation Team 

The Bridge the GAP evaluation team will be composed of an in-house evaluation team 

supported by an outside consultant. The in-house evaluation team will be program staff 

members. The consultant will be a professional with experience with nonprofit program 

evaluation and some knowledge of behavior change interventions, interpersonal relationship 

building, and academic benchmarks for children. The consultant will help lead the quarterly 
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evaluation team meetings and help author an evaluation report for the Executive Director and 

Board of Directors. 

Target Audience for Evaluation 
 

The purpose of evaluations is to monitor the success of mentor/mentee relationships. 

The Executive Director, program coordinators, staff, and volunteers will use the information 

gathered to understand what additional structure and resources we should provide to mentors 

and mentees in order to achieve desired outcomes. The evaluation process will be critical in the 

first 12 months of the program in order to ensure mentor/mentee retention and engagement 

in the programs. The Board of Directors can use evaluation data to gauge whether programs 

support the mission. Proven successful outcomes will provide evidence for referrals and 

continued participation from the community. 

Evaluation Questions 
 

Evaluation questions are an important component of quantitative and qualitative data 

collection. These questions may be included in either mentor/mentee questionnaires or 

interviews. Participants in our program will be evaluated using these questions. Below is a list 

of planned evaluation questions: 

Process Evaluation: 
 

• How did mentors and mentees hear about Bridge the GAP programs? 
 

• Why did mentors and mentees decide to join Bridge the GAP programs? 
 

• What were the demographic characteristics of mentors? 
 

• What were the demographic characteristics of mentors? 
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• Are staff and volunteers adequately educated and trained to provide leadership and 

instruction for mentors/mentees? 

• What do mentors and mentees hope to gain from the program? 
 

• What do mentors and mentees desire to contribute to the program? 
 

• Do mentors and mentees feel that facilities and structure of program are conducive to 

success? 

• Are mentors and mentees communicating appropriately and effectively? 
 

Outcome Evaluation: 
 

• Do mentees show academic improvement by engaging in academic mentor programs? 
 

• Are youth and older adults fostering positive relationships? 
 

• What attitudes do participants hold about their identity as a mentor or mentee? 
 

• Do older adults feel engaged and socially connected? 
 

• Are youth learning new skills and hobbies? 
 

• What are the medium-term and long-term impacts of the programs? 
 

• How can programs be modified to increase participation and success? 
 

• What is the perceived benefit from participating as a mentor or mentee? 
 

Methodology, Data Collection, and Analysis 
 

Bridge the GAP will gather evaluation data through a variety of mediums. 
 

Questionnaires for mentors, mentees, and parents/caregivers will be delivered on paper or can 

be completed electronically. The evaluation team will also conduct brief interviews focused on 

evaluating behavior change, attitudes, and personal successes and barriers. The interviews will 

be conducted in the same setting and using a script so that all interviewers will gather the same 
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data. Interviews will be audio recorded with interviewee permission and will only be shared 

with the evaluation team. Interviewers will be trained to ask open-ended questions, ask 

probing questions, and provide affirmations in order to get in-depth, personal information from 

interviewees. Quantitative and qualitative data will be collected at the end of the quarter and 

combined in statistical or narrative format when appropriate. Raw data will be reviewed by the 

evaluation team and the evaluation consultant. 

Evaluation Reporting 
 

A quarterly evaluation report will be completed by the evaluation team and the 

evaluation consultant. All program staff, volunteers, members of the board, and the executive 

director will have permission to view the evaluation report. The Board of Directors and 

Executive Director will receive printed copies. An electronic version will be made available to be 

viewed by program staff and volunteers. A quarterly activity report and outcome evaluation 

summary will be developed in plain language and provided to community stakeholders, 

including senior service providers, community centers, school officials, and more. The summary 

will be visually appealing and will provide clear information about outcomes of participation in 

Bridge the GAP programs. A press release with summary information will be posted on the 

Bridge the GAP website and social media. 
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Section 6: Human Resources Management 
 

Paid Staffing Needs 
 

Bridge the GAP will have a staff of 10 paid employees. The full-time employees will be known as 

the Core Staff and includes the Executive Director, Education Director, Outreach Director and 

Human Resources/Finance Director. The Core Staff will be full-time, exempt-salary employees. 

Other paid, part time positions will include two facilities managers, a social worker, two mentor 

coaches, and one volunteer coordinator. These positions are non-exempt hourly positions. The 

Executive Director and Core Staff will continue to assess organizational needs and funding and 

change the paid staffing model as appropriate. As more mentors and mentees join Bridge the 

GAP, there may be an increased need to hire full time mentor coaches and full-time facilities 

managers. 

Job Position Descriptions 
 

Executive Director: reports to the Board of Directors and is responsible for providing 

leadership and policy guidance, managing and directing programs and activities, implementing 

policy decisions, approving financial expenditures, hiring staff, evaluating staff, and maintaining 

all documentations and records. The Executive Director is preferably someone who can 

motivate staff, build strong community relationships, inspire program participants, and 

communicate clearly and effectively. Qualifications include a bachelor’s degree, prior 

experience working in the nonprofit sector (minimum of 2 years) and supports Bridge the GAP’s 

mission. A strong understanding of the community, stakeholders, and fundraising is required. 

Preferred minimum commitment to serve as Executive Director for 4 years. 
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Education Director: reports to the Executive Director. Education Director is responsible 

for organizing and coordinating mentor training, designing methods to assess educational 

needs, grant writing, reporting outcomes, assessing mentor and mentee satisfaction with 

current programming, overseeing facility management, and updating resources for academic 

mentorship. Education Director works directly with facilities managers and mentor coaches. 

Skill and hobby workshops are coordinated by the Education Director. Qualifications include a 

bachelor’s degree, prior experience working in the nonprofit sector (minimum of 2 years) and 

supports Bridge the GAP’s mission. 

Outreach Director: reports to the Executive Director. Responsibilities include: developing 

and executing fundraising plans, securing support from the community, actively recruiting 

mentors and mentees to participate in programming, communicating with parents and legal 

guardians of mentees, developing advertising material, creating and implementing an Annual 

Recruitment Plan for mentors, participating in media engagement, coordinating fundraising 

events, organizing donor registries, grant writing, planning and managing special events, and 

coordinating inquiries about joining Bridge the GAP programs. Outreach Director works with 

mentor coaches and volunteers. The Outreach Director should have experience working in a 

public institution, particularly schools or local government, so as to best establish a line of 

communication with stakeholders. Qualifications include a bachelor’s degree, prior experience 

working in the nonprofit sector (minimum of 2 years) and supports Bridge the GAP’s mission. 

Human Resources/Finance Director: reports to the Executive Director. Responsibilities 

include: new staff and volunteer orientation, providing referrals for other community agencies 

to mentors and mentees, providing human resources to employees, connecting program 
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participants with a social worker when needed, payroll processing, labor law compliance, 

general office management, generating a yearly budget, budget reporting, organizing financial 

statements, attend Board of Director’s meetings for quarterly budget reporting, overseeing and 

approving purchase of supplies and materials, communicating with internal staff. 

Communication, organizational, reliability, and integrity above average. Qualifications include a 

bachelor’s degree, prior experience working in the nonprofit sector (minimum of 2 years), 

accounting and bookkeeping experience, and supports Bridge the GAP’s mission. 

Facilities Manager: reports to the Education Director and works part-time to locate, 

secure, and set-up locations throughout the community to hold programs. Facilities Manager 

must be responsible, proactive, organized and a strong communicator in order to ensure 

facilities are safe, clean, and provide adequate space for programs. Responsibilities include: 

conducting a needs assessment for facilities based on Bridge the GAP program sizes, visit 

facilities prior to each planned event to set-up, sign agreements with facility hosts, create and 

update a facilities database, work with Education Director and Finance Director to provide 

compensation for facilities rentals, attend all Bridge the GAP programs. Qualifications include 

minimum 1-year managerial experience. 

Mentor Coach: reports to Education Director and works part-time to train new mentors 

and facilitate healthy, productive mentor-mentee relationships. Responsibilities include: 

hosting new mentor orientations, developing relationships with mentors, coaching mentors and 

providing guidance, attend all programming, and gather feedback from mentors and mentees 

about program successes. Preferable that mentor coach is outgoing, a strong communicator, 
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and empathetic. Qualifications include minimum of 1 year in a counseling setting or related 

field. Bachelor’s degree is preferred. 

Social Worker: reports to the Outreach Director and the HR Director and works on a per 

diem basis on cases identified by the Outreach and HR Directors. Responsibilities include 

establishing trust with mentors and mentees referred to the Social Worker, working on case 

resolution, referring cases to appropriate organizations and agencies when necessary, 

developing quarterly reports for the Board of Directors, and supporting the mission and values 

of Bridge the GAP. Qualifications include a bachelor’s degree in social work. Applicants who are 

Certified Master Social Workers (CMSW) or Licensed Clinical Social Workers (LCSW) are 

preferred. 

Volunteer Coordinator: reports to the HR Director and works to recruit, engage, and 

communicate with Bridge the GAP volunteers. Responsibilities include creating and updating a 

volunteer registry, recruiting volunteers from the community, gathering volunteer records, 

creating a quarterly Volunteer Report, communicating with stakeholders, training new 

volunteers, and writing and updating a volunteer handbook. Volunteer Coordinator must be 

organized and a strong communicator. Qualifications include minimum of 1 year in a 

management position and/or a bachelor’s degree. 

Recruitment Process and Strategies 
 

It is the primary goal that Bridge the GAP employees display a good level of “fit” in the 

organization. Overall, when recruiting new employees, it is important to clearly describe the job 

position, job requirements, and expectations. The Bridge the GAP mission is to empower youth 

and elderly adults through mutually beneficial experiences focused on practical skill building, 
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academic improvement, and socialization. Prospective employees should demonstrate 

knowledge and understanding of the issues addressed by Bridge the GAP and a strong desire to 

be leaders in serving Bridge the GAPs mission. Additionally, we will hire people who 

demonstrate values in alignment with our organizational values, compassion, are proactive, are 

passionate about community engagement. Job positions and job offers will be written by the 

Board of Directors and Executive Director. All job positions will be compliant with federal, state, 

and local employment laws. These laws include, but are not limited to, The Equal Pay Act of 

1963, Title VII of the Civil Rights Act of 1964, The Age Discrimination in Employment Act of 

1967, Occupational Safety and Health Act of 1970, The Equal Employment Opportunity Act of 

1972, The Pregnancy Discrimination Act of 1978, The Americans with Disabilities Act of 1990, 

and The Family and Medical Leave Act of 1993. Job positions will be advertised online and in 

person. Specific websites will be utilized, including the Bridge the GAP website, Zip Recruiter 

and Indeed, job position and recruitment databases. Community organizations and 

stakeholders will also be engaged. Due to close proximity to University of Florida in Alachua 

County, Bridge the GAP will establish a relationship with academic advisors to recruit new 

graduates. Bridge the GAP will also attend annual student involvement fairs and biannual job 

fairs to advertise open positions. Another important relationship for recruiting prospective 

employees includes Santa Fe Community College. Once applicants complete a job application, 

the Board of Directors and the Executive Director will review applicant qualifications and will 

extend an invitation for an in-person interview. The Board and the Executive Director will 

conduct the interview, which will include questions about personality, job experience, and 

hypothetical scenarios, in order to assess applicant suitability to the Bridge the GAP culture. At 
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least three personal references that can attest to personal and professional demeanor must be 

provided. If qualified for the position, the applicant will receive a job offer. Upon acceptance of 

the job offer, the HR Director will conduct new employee training and orientation. 

 
BRIDGE THE GAP- PERSONNEL POLICIES- EFFECTIVE NOVEMBER 2018 

EMPLOYMENT 

Employment at Bridge the GAP is based wholly on qualifications, competence, experience, 
training and fitness for the job. Because of the importance of our work in serving the 
community, we make every effort to fill vacancies in accordance with the above stipulations. At 
the time of employment each person will receive a confirmation of employment letter which 
outlines job title, salary, etc. Further, each person will receive a copy of the job description and 
Bridge the GAP Personnel Policies. When a job is available at Bridge the GAP, the Director is 
responsible for seeing that all staff members are informed about the opening. Recruitment, 
screening, and selection will normally be done by the Director, assisted by members of the 
senior staff. At the discretion of the Director, members of the Board may be invited to 
participate in screening, interviewing and selection. 

 
STATEMENT OF NON-DISCRIMINATION 

 
Bridge the GAP will not discriminate against any employee or applicant on the basis of race, 
color, religion, sex, national origin, physical or mental handicap, political belief, marital status, 
age, or sexual orientation. Bridge the GAP complies with all Equal Employment Opportunity and 
Americans with Disabilities Act laws and regulations in the areas of hiring, compensation, 
benefits and promotion. 

 
MANAGEMENT RIGHTS 

 
Bridge the GAP retains the exclusive right to hire, direct and schedule the work force; to plan, 
direct and control operations; to discontinue or reorganize or combine any department or 
branch of operations with any consequent reduction or other changes in the work force; to hire 
and terminate employees; to promulgate rules and regulations; to introduce new or improved 
methods or facilities regardless of whether or not the same causes a reduction in the work 
force and in all respects to carry out, in addition, the ordinary and customary functions of 
management. None of these rights shall be exercised in a capricious or arbitrary manner. 

 
ORIENTATION 

 
Orientation of new employees will include the following: Review of the employee's job 
description and core standards for evaluation. Review of these personnel policies and practices 
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Review of general policies and procedures of Bridge the GAP. Review of the employee's job 
title, salary and compensation agreements, work hours, time sheets and other record-keeping 
methods and pay practices, standards for employee conduct, attendance and punctuality. 

 
PROBATIONARY PERIOD 

 
All new employees are required to serve a minimum 90-day probationary period during which 
employment may be terminated at the discretion of the Director without recourse to the 
standard procedure for termination specified in our policies. This period may be extended at 
the discretion of the supervisor. If the immediate supervisor and/or Director find the 
probationary employee's work unsatisfactory, this should be indicated to the employee as early 
as possible in the probationary period. No formal statement of cause is required but an 
informal explanation would normally be expected. Employees do not begin to accrue leave and 
are not entitled to join the Bridge the GAP health, dental, long-term disability or pension plans 
until the successful completion of the probation period. The Director may authorize leave with 
pay for illness or other emergencies with the understanding that should the employee not 
continue with Bridge the GAP after the 90-day probation (or long enough to earn the advanced 
leave), Bridge the GAP would reduce the employee's last paycheck by said number of days. 

 
EMPLOYEE STATUS 

A temporary employee is a person engaged on a full or part-time basis for a definite period, 
usually six months or less. An occasional employee is a person hired on a fee or hourly basis for 
special tasks not covered by the regular staff. A regular employee is a person hired full-or part- 
time (for an indefinite period) to fill a specific position. A consultant is not an employee of 
Bridge the GAP but a self or otherwise employed person with whom Bridge the GAP may 
contract for specific tasks or services. 
Full-time: An employee who is regularly scheduled to work a minimum of 40 hours per week. 
Part-time: An employee who is regularly scheduled to work less than 40 hours per week. 
Employees working less than 30 hours per week are not entitled to health benefits and other 
optional benefits. Part-time employees accrue vacation days on a pro-rated basis and are 
entitled to paid holidays only if they normally work more than 20 hours per week, and then 
only those holidays which fall upon the days on which they normally work. 
Temporary: An employee who is hired for a predetermined period of employment, which may 
be carried out on full-time, part-time or occasional basis. 
Regular Employee: A full or part-time employee hired with the expectation that the working 
relationship will be continued as long as it is mutually satisfactory and financially sustainable. 

 
HOURS OF EMPLOYMENT 

 
Full-time work is generally assumed to occur Monday through Friday between the hours of 
9:00 a.m. and 5:00 p.m., with one hour lunch designated for lunch. At the discretion of the 
Director, flexible hours may be arranged if these will not interfere with the accomplishment of 
the organization's task and goals. Employees who regularly work outside normal hours can 
arrange for adjusted hours. Bridge the GAP staff titles of Office Manager are considered to be 
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nonexempt and will be duly compensated for time beyond the 40 hour week. There is no 
provision for paid overtime or compensatory time for exempt employees. Employees who 
experience a delay or emergency which will require them to be more than 30 minutes late in 
arriving should notify a member of the management team of their expected arrival time. 

 
 

ATTENDANCE 
Federal, State and City laws require Bridge the GAP to maintain accurate records of all 
employees' time and attendance. Each employee must complete and submit time sheets 
weekly. Falsification of time and attendance records may result in disciplinary actions. 

 
PERFORMANCE REVIEW 

 
Each employee is entitled to a probationary and annual performance review. A performance 
review is normally conducted by the Director or the Director's designee. Goals and priorities will 
be established for the next work period. A performance review form should be signed by the 
employee and the person conducting the review, with a copy in the employee's personnel file 
and a copy retained by the employee. Review and planning meetings are intended primarily as 
a means for promoting communication and improving performance and form the basis for 
salary determination. In the event that an employee should desire another job within Bridge 
the GAP or a letter of reference after leaving the organization, it is anticipated that 
performance reviews will provide useful information. 

 
SALARIES 

 
Bridge the GAP is subject to a number of constraints in the determination of salaries. Salaries of 
some positions are governed by the amounts proposed in proposals and contracts which are in 
turn derived from the "going rate" available from foundations and government agencies. 
Furthermore, all salary increases must be made conditional upon raising sufficient money to 
cover the projected budget. Within these constraints, the normal procedure is that a salary 
range is established for each position created, the Director specifies a salary at the time of 
hiring, and salaries are reviewed annually by the Director at budget preparation time. The 
Director's salary is reviewed annually by the Board of Directors. 

 
LEAVES AND HOLIDAYS 

 
Holidays: The office is closed and all regular staff will be paid for the following holidays: New 
Year's Day, Martin Luther King's Birthday, Washington’s Birthday Day, Memorial Day, 
Independence Day, Labor Day, Columbus Day, Thanksgiving Day, the day after Thanksgiving, 
Christmas Day. The office may close early the day before a major holiday or the day after at the 
discretion of the Director; staff will be notified in advance. When Christmas, New Year's Day or 
Independence Day falls upon a weekend, a nearby workday will be designated instead. Other 
holidays will be celebrated on the date designated. 
Vacation: The following is the vacation policy for all full-time employees of Bridge the GAP: 



6  

Length of Service (In years) Weeks of Vacation Accrual Rate (Days per 
month) 

0 through 4 (inclusive) 3 1.25 
5 or more 4 1.66 

 

Vacation is to be used in the best interest of Bridge the GAP. Schedules will be arranged on the 
basis of seniority. Subject to the Director's approval, employee's may carryover up to 5 days of 
vacation into the next quarter. Vacation time accrues upon completion of the probation period. 
In addition, for terminating employees, pay will be given for unused vacation time provided 
that the employee was on staff for six months or more of continued employment, the required 
written notice of resignation was given and the employee was not terminated for gross 
malfeasance. Part-time employees are entitled to pro-rated time for vacation leave. 

 
Sick Leave: Full-time employees who successfully complete probation are entitled to sick leave, 
for a maximum of 8 days per year, of paid sick leave. Absences due to illness or medical 
appointment may be charged to sick leave. Before returning to work from a sick leave absence 
of five (5) calendar days or more, an employee must provide a physician’s verification that he or 
she may safely return to work. Unused sick leave does not carry over to the next fiscal year, and 
no pay is given in lieu of sick leave. Unused sick leave lapses without compensation on an 
employee’s leave Bridge the GAP. Sick leave is to be taken in the event of the illness of an 
employee or, of the employee's dependent child; it is not an all-purpose leave. Extended sick 
leave for a serious illness may be allowed by the Director. Employees who anticipate that an 
extended period of absence may be necessary should discuss the matter with the Director to 
see if disability benefits may be available. Part-time employees are entitled to pro-rated time 
for sick leave. After 5 consecutive days of absence due to illness, an employee should file for 
short-term disability. Employees should call a member of the senior staff within 1/2 hour of 
starting time on the first day of absence. Employees whose illness extends beyond one day 
must advise their supervisor of their expected day of return. 

 
Parental Leave: Employees who become parents, either by birth or adoption, may receive a 
total of 3 months leave. During this time, employees will first be required to use any accrued 
sick and/or vacation time. The amount of sick and/or vacation time used will be the total 
accrued amounts as of the last day of work before the leave begins. The balance of the leave 
will be without pay although employees will continue to accrue sick leave to be used upon 
return. At the discretion of the Director, an employee may be carry up to 5 days of accrued 
vacation leave into the first quarter of the subsequent fiscal year, and/or may be granted 
additional time off without pay. For the first 90 days of leave, Bridge the GAP will continue to 
pay the employee's medical, dental and long-term disability premium's as well as its share of 
the cost for family coverage of the same. Where applicable, employees are expected to make 
arrangements for their payments for the same. If leave is extended past the 90 days, the 
employees must make arrangements for covering the full share of the premiums. Following 
maternity/paternity leave an employee may return to the same position held by the employee 
when the leave commenced, if available, or to a position of substantially similar status, benefits 
and pay. 
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Disability Leave of Absence without Pay: Accrued sick leave may be used during medically 
verified disability. A request for medically verified disability should be approved by the 
Executive Director and a statement for the reason for the leave and intention to return to work 
at a specified date should be included. A disabled worker is entitled to 60 days of job 
protection. 

 
Jury Duty: Full-time employees who have completed their probationary period and who are 
called to serve as jurors or are subpoenaed to appear before a court as a witness will receive 
their regular pay minus any jury duty pay or witness fee received for each work day while in 
court for jury duty or as a witness. The receipt of a notice to report to jury duty or of a 
subpoena shall be reported immediately to the Director and/or member of the senior staff. 
[ABC] reserves the right to request that the employee be exempted from jury duty if the 
employee's services are essential. 

 
Military Leave: A full-time employee who is a member of an organized reserve unit of the 
Armed Forces of the United States of the National Guard and who attends a regular military 
camp will be granted the time necessary to meet his/her obligation. A full-time employee who 
is a member of an organized reserve unit of the Armed Forces of the United States or the 
National Guard who is called into active duty shall be granted a military leave of absence for the 
period for which they are called. An employee must give the Executive Director immediate 
notice of the dates of intended absence. In the case of active duty, the employee shall report 
for work at Bridge the GAP no later than five days following discharge from active duty. Bridge 
the GAP cannot guarantee that any employee will return to the same position which they filled 
prior to the active duty, but will make every effort to provide an equivalent position. Military 
leave will not be counted against vacation days, but will instead be considered to be on a leave 
of absence without pay. 

 
FRINGE BENEFITS 

 
Health Insurance: Full-time employees are provided with medical insurance. Details of each are 
outlined in separate brochures given to each employee. Because of fiscal constraints, payment 
for coverage under this plan is shared by Bridge the GAP and the employee on a co-payment 
arrangement. Exempt employees contribute 50% and non-exempt employees contribute 20% 
respectively. Terminating employees will be told of the status of their insurance, when it will 
expire and what options are available for converting coverage, i.e. COBRA. Employees are 
eligible for to participate in the above plans upon completion of the probation period. 
Unemployment insurance, worker's compensation and short-term disability coverage is 
provided as required by law. 

 
RESIGNATION 

 
In the event of resignations after the probationary period employees are expected to give 
notice equivalent to their annual vacation entitlement. An employee, who gives notice of 
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resignation, as provided above, shall be entitled to receive payment for unused vacation 
accrued on the effective date of resignation. 

 
TERMINATION 

If the Director wants to consider termination of employment, the employee must be given a 
written statement of the specific problems, a definite period must be set within which the 
employee may try to correct the problem, and if the problem cannot be resolved, the employee 
must be given two weeks’ notice. Bridge the GAP does not provide severance pay. In the case of 
gross malfeasance, Bridge the GAP reserves the right to terminate employees immediately. 
Upon termination, the key to the office should be turned in to the Executive Director or another 
member of the senior staff on the last day of employment. The employee is also responsible to 
give a status report on all current work, present files and other materials in a clear manner to 
the Executive Director or a delegated representative. Any employee who is terminated may 
appeal the decision to the Board by writing a letter to its Chairperson. The Board's decision 
shall be final. Any employee who has completed the probationary period and has attained 
regular status may not be dismissed except upon written notice and an opportunity to be 
heard. In no case will an employee be dismissed because of an unlawful discrimination 
preference. 
Grounds for dismissal include but are not limited to: 

 
• Neglect of duties 
• Absence without leave or failure to report after authorized leave has expired or after 

such leave has been disapproved. 
• Physical or mental incapacity to perform his/her duties. 
• Insufficiency in the performance of duties as reflected in the evaluation. 
• Violation of lawful directives (written or verbal), policy or direction given by an 

immediate supervisor, or the failure to obey any lawful or reasonable direction when 
such violation amounts to insubordination or serious breach of discipline. 

• Conduct unbecoming to an employee of Bridge the GAP during working hours, which 
may discredit the organization. 

• Offensive conduct or language toward the public or community, supervisor or 
administrative personnel. 

• Criminal, disorderly or immoral conduct while on duty. 
• The violation of policies or directives of Bridge the GAP Board of Directors. 
• Negligence or willful damage to Bridge the GAP property or waste of agency supplies 

and equipment. 
• Misrepresentations or false statements on applications, or Bridge the GAP programs or 

operations. 
• Intoxication/use of drugs during working hours and not in control of mental or physical 

faculties. 
 

GRIEVANCE PROCEDURES 
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Whenever an individual believes that a situation, condition, or event related to their 
employment or status is unsatisfactory, and is subject to the control of Bridge the GAP, they will 
be expected and encouraged to take every reasonable step to resolve their complaints 
informally. These efforts must include discussions with the Executive Director and/or 
immediate supervisor. Efforts to resolve a grievance at the informal stage is mandatory and all 
parties shall exercise their best efforts to determine an equitable solution to the grievance, 
complaint or problem. 

 
Formal: If all reasonable, informal efforts to resolve a complaint fail, the individual may 
formalize the complaint as a grievance by placing the complaint in writing; stating specifically 
the nature, the dates and times and the alleged problem; listing the individuals thought to be 
responsible; and stating concisely the relief or remedy sought for the grievance. All grievances 
shall be signed by the individual submitting the matter for review. The individual shall file any 
formal grievance within two weeks from the time the grievance is, or reasonably known. The 
individual shall submit the written formal grievance to the Executive Director who shall 
acknowledge its receipt in writing and shall conduct an appropriate inquiry or investigation into 
the facts. The Executive Director in conjunction with the Board may grant the grievance, deny 
the relief requested, or provide such other remedy as is deemed just and reasonable. The 
Executive Director's decision shall list the findings, the reasons for the conclusions reached, and 
the proposed resolution and shall be issued no later than two weeks after the receipt of the 
grievance. All grievance matters become a formal insert into an employee's personnel folder. 
The informal process described above, if followed and resolution is reached, need not be part 
of such records. 

 
OTHER POLICIES AND REGULATIONS 
Staff Meetings: Staff meetings are traditionally held twice a month. All staff is expected to 
attend unless excused. 

 
Copyrights: As a condition of employment, each employee/consultant agrees that all copyrights 
to published materials by or relevant to Bridge the GAP and its programs, written by an 
employee/consultant, belong to Bridge the GAP. Authorship will be credited to the individual 
employee/consultant involved, if relevant. 

 
Employment at Will: The description of current policies should not be construed as a contract 
of employment or as a statement that these policies will not change. Continued employment of 
an individual shall be at the will of the employer, subject only to the applicable laws forbidding 
discrimination. 

 
Conflict of Interest: No person, employed or appointed by Bridge the GAP, shall conduct 
themselves in a manner which creates by law or in the judgment of the Board of Directors a 
conflict of interest with the interests of Bridge the GAP, at no time shall a person represent 
themselves as employed by Bridge the GAP when not performing work on behalf of Bridge the 
GAP. 
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Statements regarding/Representation of Bridge the GAP: Formal representation (like staff 
participating on Boards as) and public statements, both written and verbal regarding Bridge the 
GAP shall be made only with the approval of the Executive Director. These include press 
releases, interviews, proposals, speeches, training sessions, advertisements, brochures and 
other public relations materials. 

 
Confidentiality of Patient Information: Bridge the GAP is legally and contractually obligated to 
provide all reasonable assurances that all patient information is confidential. Bridge the GAP 
employees possess detailed information regarding patients. Information shared in materials 
and discussions and even the fact that a given patient is a Bridge the GAP patient, must be kept 
within the agency structure and must be considered internal, to be shared among agency staff. 
Exceptions to this rule can be made by the Director. Bridge the GAP conforms to all Health 
Insurance Portability and Accountability Act (HIPAA) regulations regarding patient information. 
Please refer to Bridge the GAP’s Corporate Compliance Program for details. 

 
Drug Free Workplace: The unlawful manufacture, distribution, dispensing, possession or use of 
a controlled substance is prohibited at Bridge the GAP. Employment will be immediately 
terminated if any employee is found to be engaged in any such activities. In the event that any 
employee has a problem with alcohol or drug abuse and wishes to participate in a rehabilitation 
or special assistance program, the employee should speak to a member of the management 
team. Bridge the GAP will work with the employee to find appropriate treatment. 

 
Training and Retention 

 
A critical component of the hiring and job training process is education about the Bridge 

the GAP mission. Employee “buy-in” to the organization’s mission, vision, and core values will 

ensure that the employee feels connected to Bridge the GAP and thus, is motivated to continue 

working with the organization. The training process will be intentionally focused on inclusivity, 

interest in getting to know the new employees, and orienting them to the organizational 

culture. Establishment of a strong support network and open lines of communication will allow 

new employees to feel valued and respected in their positions at Bridge the GAP. In order to 

make sure that new employees feel embedded in the organizational culture, the Executive 

Director and the Human Resources Director will have a discussion with each new employee 

during their orientation and will ask for their personal vision and ideas for the direction of the 



7  

organization. Because Bridge the GAP aims to create a strong community support system and 

values friends and family, all employees and their families will be encouraged to participate in 

monthly team social gatherings. Employees will be encouraged to meet with HR to discuss any 

concerns or ideas for improvement for the workplace environment and the Executive Director 

will review the suggestions on a weekly basis, in order to make sure there is efficient and 

satisfactory response to employee requests. Employees will be encouraged to maintain a 

healthy work-life balance and should feel comfortable with setting boundaries around work and 

personal life when necessary. 

Training and orientation will take place upon completion of the hiring process. The 

purpose of the training is to clearly describe job duties, expectations for employees of Bridge 

the GAP, increase knowledge and awareness of organizational policies and procedures, and to 

introduce new employees to the Bridge the GAP staff. A conscious effort will be made by the 

Human Resources Director to conduct new employee training in an informal, supportive and 

respectful setting and will give the new employee the opportunity to ask questions and reflect 

on the information provided during orientation. (HR Council, 2016) During the time of 

employment at Bridge the GAP, employees are highly encouraged to participate in professional 

development and or leadership activities, of which have the possibility of being funded by 

Bridge the GAP. 

Employee engagement and retention is critical. (HR Council, 2016) Bridge the GAP is 

dedicated to finding and training the best and most capable talent to serve this organization. 

Therefore, we believe it is important to develop policies and programs to reward our 

employees. Competitive salary and benefits will be offered to paid employees. All employees 
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will be engaged in annual reports to help develop operational plans for the organization. 

Workplace wellness programs and wellness promotion will be a focus because a healthy 

workplace means more productive and happier employees. (HR Council, 2016) Thank you notes 

and employee recognition will be provided whenever appropriate. Overall, Bridge the GAP has 

a goal to recruit, train, and retain talented and compassionate individuals to help bring our 

organizational mission to life. 

References for Section 6: Human Resources Management 
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Section 7: Financial Statements 
 

Annual Budget for the First Fiscal Year 
 

Fiscal Year 2018 
Revenue 

 
Budget (USD) 

Grants 250,000 
Individuals 18,000 
Private Foundations 4,000 
Corporations 10,000 
Fundraisers and Special Events 7,500 
Total 357,000 
In-Kind 3,000 
Total Revenue 360,000 

Expenses Budget (USD) 
Staff Salaries and Wages 136,000 
Payroll Taxes 13,600 
Health Insurance Premiums 25,000 
Lease 12,000 
Utilities 11,000 
Education Materials 6,000 
Marketing Materials 3,000 
Technology and Equipment 12,000 
Staff and Volunteer Training 1,500 
Board Retreat 1,800 
Subtotal 221,900 
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In-Kind  
Volunteer hours 130,000 
Total In-Kind 130,000 
Total Expenses 222,000 

Revenue over Expenses 138,000 
 
 
 
 
 

Statement of Financial Position 
 

As of December 31, 2018 
 

Assets USD 
Cash and Cash Equivalents  $ 8,300 
Grants Receivables  $ 120,000 
Accounts Receivables  $ 3,500 
Deposits on leased properties  $ 4,000 
Unconditional promises to give (confirmed)  $ 12,500 
Short-term investments  $ 7,000 
Long-term investments  $ 18,000 
Property and equipment  $ 12,000 
Other  $ 31,000 

 Total Assets $ 216,000 
 

 
 

Liabilities and Net Assets USD 
Liabilities 

Accounts Payable $ 8,200 
Line of credit $ 40,000 

Total Liabilities $ 48,200 
Net Assets 

Unrestricted 
 

Designated  $ 120,000 
Undesignated  $ 17,600 

Temporarily restricted  $ 10,200 
Permanently restricted  $ 20,000 
 Total Net Assets $ 167,800 
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Total Liabilities and Net Assets $ 216,000 
 
 
 
 
 
 
 
 
 
 
 
 
 

Statement of Activities 
 

Year Ended December 31, 2018 
 
 USD USD USD USD 

OPERATING REVENUES AND OTHER 
SUPPORTING 

Unrestricted Temporarily 
Restricted 

Permanently 
Restricted 

Total 

Contributions     
Government grants 200,000 50,000 - $ 250,000 

Private Foundation grants 4,000 - - $ 4,000 

Contributions-public 18,000 - - $ 18,000 

Contributions-in-kind 3,000 - - $ 3,000 

Special events 5,000 - - $ 7,500 

Investment return 7,000 - - $ 7,000 

Other revenue 5,300 - - $ 5,300 

TOTAL OPERATING REVENUES AND 
OTHER SUPPORT 

244,000 50,000 - $ 294,800 

OPERATING EXPENSES 
    

Program services 140,000 - - $ 140,000 

Supporting services - 10,000 - $ 10,000 

Fundraising 18,000 4,000 - $ 22,000 

Management and general 90,000 - - $ 90,000 

TOTAL OPERATING EXPENSES 248,000 14,000 - $ 262,000 

CHANGE IN NET ASSETS -4,000 36,000 - $ 32,000 
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NET ASSETS AT BEGINNING OF YEAR 190,000 - - $ 190,000 
NET ASSETS AT END OF YEAR 186,000 36,000 - $ 222,000 

 
 
 
 
 
 
 
 
 
 
 
 

Statement of Cash Flow 
 

Year End December 31, 2018 
 

Cash Flows from Operating Activities: USD 
Change in net assets $ 32,000 
Adjustment to reconcile change in net assets to net cash flows from operating 
activities 

Depreciation $ 8,000 
Realized and unrealized losses/gains on investment $ 2,000 

Change in assets and liabilities 
 

Grants receivable $ (50,000) 
Accounts receivable 
Accounts payable 

- 
$ 

 
2,200 

NET CASH FLOWS FROM OPERATING ACTIVITIES: $ (5,800) 
 

Cash Flows from Investing Activities: 
Purchases of equipment $ (12,000) 
Purchases of investments $ (40,000) 
Proceeds from sales of investments $  7,000 

NET CASH FLOWS FROM INVESTING ACTIVITIES: $ (45,000) 
 

Cash Flows from Financing Activities: 
Lease payment $ (1,000) 

NET CASH FLOWS FROM FINANCING ACTIVITIES: $ (1,000) 
 

NET DECREASE/INCREASE IN CASH AND CASH EQUIVALENTS: $ (51,800) 
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Cash and Cash Equivalents 
Beginning $ 8,300 
Ending $ (43,500) 
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Section 8: Fundraising 
 

Case Statement for Support 
 

Margaret used to love helping her children do their homework afterschool. She 

remembers teaching her daughter how to paint and her son how to ride a bike. But now, her 

children have grown up and moved away. Margaret feels useless. She stays inside most of the 

day, watching TV. She doesn’t have any close friends or family and doesn’t get out of the house 

much. She wonders if anyone really cares about her. At the same time, Michael is somewhere 

else, sitting at his dining room table and staring hopelessly at his homework. His parents are 

still at work and he’s home alone. He wishes there was someone he could ask for help. But he 

has no one to turn to. Michael and Margaret both just need a friend. They aren’t the only ones. 

Older adults throughout the community are socially isolated and don’t regularly engage in 

meaningful, purposeful work, yet have so much knowledge and talent to offer to others. There 

are more children like Michael, who just need someone to talk to and look up to, and who 

would benefit from learning a new hobby. Older adults and children deserve a new opportunity 

for friendship. It’s time we bridge the gap. 
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At Bridge the GAP, our mission is to empower youth and elderly adults through mutually beneficial experiences 
 

We strongly believe that the work we do at Bridge the GAP will help to make our community a 

brighter, happier place to live. The goal of the mentorship program at Bridge the GAP will 

connect at least 25 older adults and youth in mutually beneficial pairs within the first year and 

host weekly mentor-mentee meetings. As a result, older adults will increase social interaction, 

become reengaged in the community, and feel a sense of purpose by providing a positive 

influence for youth. In return, youth will improve social skills and communication, receive 

academic mentorship, and have greater regard and respect for older generations. Additionally, 

Bridge the GAP will host weekly hobby building workshops for youth to learn from older adults. 

Through these activities, we are showing respect for the life experience and expertise of older 

adults while giving youth an opportunity to learn from a positive role model. Our programs are 

inclusive of all types of people from all walks of life. At Bridge the GAP, we believe that 

everyone has something valuable to share with the community and we want to give them the 

opportunity. 

Through your support of Bridge the GAP, you are showing your respect for the generation that raised us and yo 
 

We appreciate your support. Financial donations provided to Bridge the GAP will help our 

staff build a strong foundation to support a successful mentorship program for years to come. 

We also invite you to contribute in-kind support, including toys, books, art supplies, school 

supplies, backpacks, or facility rentals; all of which will go directly to our academic mentorship 

programs or our hobby teaching workshops. Finally, volunteers are always welcome to help 

Bridge the GAP spread the word throughout the community, host mentor-mentee meetings, 
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recruit mentors and mentees, and more. We look forward to working with you. Let’s bridge the 

gap together. 

Potential sources of revenue 
 

Bridge the GAP will work to build a diverse revenue stream that comes from individuals, 

organizations and corporations, foundations, and grant sources. Due to the likelihood of 

fluctuating revenue sources, The Board of Directors and the Human Resources/Finance Director 

will work closely in order to identify areas of untapped funding sources. Additionally, the Core 

Staff and Board of Directors are expected to contribute an annual financial donation to Bridge 

the GAP. Support volunteers will be asked to donate, but it is not required. Alachua County is 

home to University of Florida, a college campus with an extremely large student population. 

Bridge the GAP will work closely with the university and encourage faculty, staff, and students 

to make individual donations or host fundraisers on behalf of Bridge the GAP. The Core Staff 

will all be trained in grant writing and are expected to write grants to secure funding from 

corporations, foundations, and the state and federal government. 

 
 
 
 

Fundraising goals for the first fiscal year 
 

Fundraising revenues must be able to cover the annual budget for the first fiscal year. 

Refer to Section 7 in order to review the full budget for Bridge the GAP for the first fiscal year. 

Components of the annual budget include payroll expenses, start-up costs, materials, and 

facility rentals. Bridge the GAP plans to accrue revenue primarily from grant funding (60%), 

individual donations (20%), and corporations and foundations (20%). Surplus revenue from 
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fundraising will be reported to the Board of the Directors, who will then make a decision on 

allocation of funds. 

Methods of fundraising 
 

The Outreach Director is responsible for creating and implementing the annual 

fundraising strategic plan for Bridge the GAP. The primary methods of fundraising will include 

an annual fund drive, special projects, and online fundraising. (Kumaran, 2018) 

The annual fund drive will be marketed towards individuals, corporations, and 

businesses located in the Alachua County community. The fund drive will take place from 

October-December, as these months are in close proximity to the holidays and we anticipate 

that the giving spirit of “philanthropy” will be at its peak. Bridge the GAP will send a marketing 

brochure with a pre-addressed envelope in which individuals can mail their financial donations 

directly to Bridge the GAP. Additionally, the annual fund drive will also include donation centers 

set up at schools, senior citizen recreation centers and retirement homes, local places of 

worship. The donation centers will be comprised of a pile of marketing brochures, a visually 

appealing display, and a donation collection bucket. Pre-addressed envelopes will also be 

available so individuals can send donations directly to Bridge the GAP instead of putting 

donations into the donation bucket. The Outreach Director will work to secure locations 

throughout the community in which to place the donation centers. 

Bridge the GAP will also hold special events throughout the year that are designed to bring the community 
 

In kind donations will be accepted. Examples of in kind donations that are of interest to 

Bridge the GAP include sports equipment, computers, school supplies, art supplies, and 

backpacks. Companies like Walmart, Target, Best Buy, Hobby Lobby, and Staples will be 
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contacted in order to secure in kind donations. In kind donations will also be accepted from 

individuals. Grant requests will be sent to the Office of Juvenile Justice and Delinquency 

Prevention, The Global Fund for Children, The Ford Foundation, and private foundations 

offering grants towards senior citizen engagement and youth mentoring programs. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Section 9: Volunteer Management 
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Need for Volunteers 
 

The crux of the Bridge the GAP mentor program relies on volunteer engagement. All 

mentors are participating on a volunteer basis to engage with youth participants in mentee 

positions. We will need to engage, support, and retain a strong set of older adult volunteers in a 

formal and managed volunteering setting to ensure continuity of our intergenerational 

mentorship program. Mentors will be recurring volunteers and provide direct service 

volunteering because they will be the ones directly in contact with mentees, providing 

academic and life skill guidance, and working with the Core Staff. The search for valuable and 

committed mentors is ongoing. The Outreach Director will create and implement an Annual 

Recruitment plan with recruitment goals that includes strategies, timelines, and budget 

implications. (Hamilton Fish Institute, 2007) Due to the program model at Bridge the GAP, we 

anticipate that mentors will also act as clients and receive benefit from the services provided by 

Bridge the GAP. We will need to engage at least 10 separate volunteers, called Support 

Volunteers, who are not acting as mentors in order to provide support to Core Staff and mentor 

activities. These volunteers will mostly provide indirect support with some direct service 

volunteering opportunities, preferably in a recurring and managed format. The Support 

Volunteers will provide invaluable services to Bridge the GAP by assisting the Core Staff, 

Facilities Managers, and Mentor Coaches in implementing program plans, organizing events, 

gathering and setting up materials, and being present at mentor/mentee meetings. Unpaid 

volunteer work is estimated to be worth approximately $22.14 per hour per employee. 

(Kumaran, 2018) Additionally, volunteers bring compassion, enthusiasm, and dedication to the 

organization, which will continue to motivate Core Staff and participants and move Bridge the 
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GAP forward from the bottom up. Therefore, volunteers for Bridge the GAP will not only 

represent a financial benefit, but they also represent community buy-in to support the Bridge 

the GAP mission. 

Recruitment 
 

The Outreach Director will work together with the Human Resources/Finance 

Manager and the Mentor Coaches to develop marketing material directed towards prospective 

volunteers, contact community organizations to advertise volunteering opportunities, and 

attend local volunteer fairs. The University of Florida and Santa Fe Community College are both 

located in Alachua County, Florida and represent a student population that could potentially be 

a source of volunteers for Bridge the GAP. There is a biannual student involvement and 

volunteering fair on both of these campuses and Bridge the GAP will be present to advertise 

open volunteering positions. Further advertisement for volunteering opportunities will be 

posted on the Bridge the GAP website, and at local schools, libraries, and places of worship. 

Additionally, there are several locations throughout the community where it will be important 

to engage older adults to become mentors in Bridge the GAP programs. The Outreach Director 

and Mentor Coaches will be responsible for traveling to places like ElderCare of Alachua 

County, Oak Hammock Retirement Community, Atrium at Gainesville Retirement Community, 

local places of worship, and community organization meetings like Lions Club International and 

Rotary Club of Gainesville. It is important to meet these older adults where they are and explain 

the mission, vision, and program goals of Bridge the GAP. Through this direct recruitment 

strategy, we hope to engage and excite older adults in the community to volunteer their time 

to be mentors. 
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Job Descriptions 
 

Older Adult Mentors (Volunteers): Reports to the Mentor Coaches and Education 

Director. Responsibilities of the older adult mentors are to attend mentor training sessions, 

mentor/mentee programs, provide academic guidance to mentees, teach a hobby or skill, and 

provide feedback about progress of mentor/mentee relationships. The mentor is committed to 

meeting with mentees at least 1 hour per week, maintaining confidentiality, and leading and 

conducting mentor/mentee meetings in a professional yet comfortable manner. All new 

mentors must complete orientation and training under the supervision of the Volunteer 

Coordinator, Education Director and Mentor Coaches in addition to quarterly continuing 

education training sessions. 

Support Volunteers: Reports to Volunteer Coordinator and works on projects to support 

the initiatives of any member of the staff. Responsibilities vary upon organizational need; 

however, some duties may include: attending mentor/mentee events and setting up facilities, 

monitoring mentor and mentee check-in to meetings, organizing materials and supplies, 

posting marketing material, and assisting with mentor and mentee recruitment. Support 

volunteers should be flexible, committed, professional, and believe in the Bridge the GAP 

mission. All new support volunteers must complete orientation and training under the 

supervision of the Volunteer Coordinator. 

 
 
 
 

Requirements 
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Bridge the GAP programs involve children under the age of 18, resulting in elevated 

requirements for our volunteers, both for mentors and support volunteers. Requirements for 

mentors: must be over the age of 55, agree to a one-year commitment to serve as a mentor, 

commit a minimum of 1 hour per week with the mentee, be willing to communicate regularly 

with the mentee and/or the mentees family when appropriate, complete screening procedures, 

have access to reliable transportation, does not poses a criminal history or been convicted of a 

felony, never been a user of illicit drugs, does not use alcohol in excess or while providing direct 

mentoring, not be in treatment for substance abuse, reports any treatment for substance abuse 

within the past 5 years, not under treatment for mental disorder, provide honest and truthful 

background information, and must never have been arrested, charged, or convicted of child 

abuse or molestation. (Hamilton Fish Institute, 2007) Support volunteers must be at least 18 

years or older, agree to either short-term or long-term volunteering, complete a background 

screening, and commit to communicating regularly with the Volunteer Coordinator. Every 

volunteer will be subject to a drug screen, fingerprinting and Florida Department of Children 

and Families background screening. 

Application 
 

Applications to become a mentor will be provided at community outreach and recruiting 

events. Older adults who are interested in mentoring may also access an application online. 

Applications to be a support volunteer will be provided to University of Florida and Santa Fe 

Community College offices of student involvement, provided at recruiting fairs, and posted 

online. Once the Human Resources/Finance Director reviews mentor and support volunteer 
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applications, he or she will contact the prospective volunteer about the next steps in screening, 

orientation, and training. 

Screening Tools 
 

The screening policy at Bridge the GAP is a part of the risk management plan and is in place to 

ensure that the volunteers we select are willing and able to help us succeed. (Hamilton Fish 

Institute, 2007) The first step in the screening process is a phone call from the Human 

Resources/Finance Director. The prospective mentor volunteer will be asked basic questions 

and should be able to confirm information from their application. The Human Resource/Finance 

Manager will also verify their driving record, criminal history (including history of child abuse), 

contact personal references, and verify drug and alcohol screening results. The final step in the 

screening process is an in-person interview to be conducted by the Human Resources/Finance 

Director, Volunteer Coordinator, and at least one other member of the Core Staff (Outreach 

Director, Education Director, or Executive Director). All mentor volunteers are expected to 

complete this process. Support volunteers will complete the same process but will attend an in- 

person, group interview with the Human Resources/Finance Director and Volunteer 

Coordinator. Under rare, extenuating circumstances when the mentor or volunteers do not 

meet the eligibility criteria, the Board of Directors and Executive Director have the power to 

provide written approval. All records of the screening process will be maintained by the Human 

Resources/Finance Director. 
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Orientation and Training 
 

Bridge the GAP will make it a priority to help mentors and support volunteers assimilate 

into the organizational culture and recognize their value as a part of the team. Orientation and 

training sessions for new mentors and new support volunteers will be an important time to 

establish this sentiment. Additionally, this training policy will ensure that all new mentors and 

support volunteers receive the same standardized introduction to organizational policies and 

procedures, which will contribute to quality control and risk management. 

Alignment to mission and organizational culture 
 

It is expected that all volunteers, including mentors and support volunteers, 

understand the Bridge the GAP mission, vision, and core values. We believe that it is important 

for every member serving our organization on a paid or volunteer basis to fundamentally 

understand and “buy-in” to the organization’s cause. When we all function on the same 

common values, it is easier to communicate and work together to achieve our mission and 

vision. In addition to the new mentor and new volunteer training, we will hold monthly 

volunteer socials. This will be a time for volunteers to meet and socialize with each other and 

the Core Staff. It is our goal that all volunteers and paid employees will feel comfortable and 

communicate with each other, thus improving efficiency and effectiveness of our organization. 

Volunteers are encouraged to speak with the volunteer coordinator or the Human 

Resources/Finance Director if they have any concerns about their work or ideas to improve the 

Bridge the GAP programs. 
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Clarification of expectations for volunteers and organization 
 

All new volunteer mentors and support volunteers will learn about the program goals, 

the program methods, and the projected outcomes planned for Bridge the GAP during the 

orientation and training session. During this training session, we want to be transparent and 

communicate expectations clearly. Volunteers must know and understand the expectations for 

their position on the Bridge the GAP team in order to assimilate smoothly and be contributing 

members of our team. The Human Resources Director, Mentor Coaches, and Education 

Directors will primarily be in charge of leading these orientation sessions and will disseminate 

important information about job roles and expectations. 

Orientation and training procedures 
 

There will be separate group training and orientation sessions for volunteer mentors 

and support volunteers. In general, orientation and training will be held each month, or more 

frequently to accommodate groups of new volunteers greater than 10. The Human 

Resources/Finance Director and the Volunteer Coordinator will work together to host the 

support volunteer orientation. The support volunteer orientation will be approximately 2 hours 

long and will be general, with focus on review of all pertinent HR and personnel policies. The 

Human Resources/Finance Director and the Mentor Coaches will work together to lead the new 

mentor training. During the new mentor training, the new mentors will fill out a Mentor 

Interest Survey, which will inform the Mentor Coach and Education Director in making mentor- 

mentee pairs and help guide regularly planned hobby and skill workshops. Additionally, 

mentors will receive basic training about how to best serve as a mentor and how to complete 

academic mentoring. This training is based on the handbook titled “The Wisdom of Age: A 
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Handbook for Mentors” (Taylor, 2015) and the “kidREACH” after-school academic tutoring 

curriculum (World Vision, 2015). At least one current mentor who is already serving in Bridge 

the GAP programs will be asked to attend a training session to share their experience and 

advice for new mentors. The Human Resource/Finance Director will review all pertinent HR 

policies, sexual abuse prevention training, and personnel policies with new mentors. Overall, 

the initial training sessions will be approximately two hours and will be mandatory for all 

mentors to attend. Continuing education training sessions will be offered to mentors on a 

quarterly basis and will be optional but highly encouraged. It is important to Bridge the GAP to 

continuously evaluate recruiting strategies. Therefore, at each orientation and training session, 

the Human Resources/Finance Director will collect information about how volunteers learned 

about Bridge the GAP. This information will be compiled and given to the Outreach Director to 

inform recruitment strategies. Additionally, training session participants will be asked to 

complete a brief evaluation survey about the adequacy and appropriateness of the format of 

training sessions in order to improve on future sessions. 

Evaluation of Volunteers 
 

All volunteers will be asked to keep a log of volunteer activities, time spent volunteering, and 

briefly reflect on the types of activities performed. For record keeping purposes, the Volunteer 

Coordinator will collect individual volunteer records from support volunteers and generate a 

quarterly Volunteer Report. All mentors will be asked to keep a log of mentor-mentee 

meetings, topics discussed during meetings, and briefly reflect on the conversation and 

interactions with their mentee. The Mentor Coaches will collect individual mentor records and 

generate a quarterly Mentor Report. Additionally, the Mentor Coaches will review the mentor 
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reflections each week and provide guidance and feedback when necessary. The Mentor Coach 

may also refer the mentor or mentee to the Human Resources/Finance Director regarding 

personnel issues or need for a social worker consultation. The Mentor Coach is expected to 

regularly engage in conversation with mentors and verbally discuss how mentor-mentee 

meetings are going and will provide guidance during those conversations. 

Recognition of Volunteers 
 

Bridge the GAP recognizes the valuable role of volunteers in our organizational mission. 

Therefore, there will be volunteer recognition initiatives in order to show our appreciation for 

the mentors and support volunteers that show positive contributions and commitment to 

Bridge the GAP. During the quarterly volunteer and mentor socials, Bridge the GAP Core Staff 

will host a 15-minute volunteer recognition ceremony. The Volunteer Coordinator will 

spearhead this effort and present organizational highlights, key accomplishments by 

volunteers, and spotlight outstanding mentors and volunteers. The Volunteer Coordinator will 

also be responsible for sending out cards to volunteers on holidays and birthdays with 

signatures from Bridge the GAP staff members. At the end of the year, there will be a Bridge the 

GAP banquet for mentors, mentees, and volunteers to attend. Throughout the year, the 

Volunteer Coordinator will collect nominations for “Mentor of the Year” and “Volunteer of the 

Year”. The winners of these awards will be presented and recognized at the end-of-the-year 

banquet. 
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Section 10: Marketing and Community Relations 
 

Marketing Plan 
 

Bridge the GAP will engage in a strategic and sustainable marketing plan that is designed to 

promote the organizational mission, vision, values, and success stories. Bridge the GAP will 

engage with and build relationships with individuals and institutions to establish mutual value 

and exchange for the betterment of the community. (Renz, 2016) The goal of the Bridge the 

GAP marketing plan is to not only promote the organization a garner the support of the 

community, but to also create a culture of customers for the organizations rather than a one- 

time transitionary relationship. (Kumaran, 2018) The marketing plan will include a strategic 

approach in which we will first identify our target market, define the needs of the market, 

determine the appropriate position and identity of Bridge the GAP within the community 

hierarchy. We will then use that information to establish or redefining our products and 

services, identify the price for services, develop a targeted promotion plan, and evaluate 

optimal locations for provision of Bridge the GAP products and services. (Renz, 2016) It will be 

important to continuously include Board members, employees, volunteers, and current 

customers to assess the status of Bridge the GAP within the Alachua County community and 

make recommendations to encourage more effective and efficient marketing. We understand 

and value a marketing plan that is structured to uphold the mission of the organization and 

promote our cause yet fluid enough to appeal to a changing marketplace, wide ranges of 

audience values, and promote mutual benefits. 
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Segmentation and Target Audience 
 

Bridge the GAP has a vision to create a society that prioritizes meaningful intergenerational 

partnerships so that everyone feels they have a place and purpose in life. In order to establish a 

clientele that would most benefit from our mission, capabilities, and aspirations, market 

segmentation is essential. (Renz, 2016) Marketing segmentation will allow for Bridge the GAP to 

allocate a finite budget for marketing to the audience that is best fit to our mission. (Renz, 

2016) Segmentation will be performed within definitions of geographic, demographic, and 

socioeconomic characteristics. Geographic segmentation will be used to identify potential 

customers and clients who live in Alachua County. Demographic segmentation will identify 

individuals by gender, ethnicity, and age. Socioeconomic segmentation will identify individual’s 

education level, profession or occupation, and income. 

Bridge the GAP provides programs and services for older adults and children living in Alachua 

County. The clientele target audience is comprised of residents of Alachua County who are 

members of two demographic groups: children, ages 12-18 years old, and older adults, age 55 

or older. Donors and supporters will include private residents, local businesses, foundations, 

and religious or educational organizations located in Alachua County who share similar values 

of community building and lifelong learning. Other supporters include schools and senior care 

facilities to make referrals to our organization. The donor and supporter target audience will be 

identified through socioeconomic segmentation as having the financial means and freedom to 

make a fiduciary commitment or resource allotment to Bridge the GAP. Another crucial 

segment of our marketing audience includes candidates for volunteers and employees. The 

volunteer target audience will be broad but includes men and women, age 18 and older, with 
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demonstrated history or experience in volunteering in Alachua County or similar community. 

The staff target audience will include men and women, age 18 and older, with a college degree, 

professional skills and exhibits personality variables including empathy, organization, and 

passion for the cause. 

Marketing Goals and Objectives 
 

As previously stated, Bridge the GAP will strive to engage in a marketing strategy that is 

consistent with the organizational mission and values. In order to ensure we provide the most 

appropriate and on-brand message to all of our target audiences; specific marketing goals have 

been established for these four groups. 

The goal for clients is to engage older adults and children in the Alachua County area to 

increase participation in mentoring and skill building programs. The specific objectives within 

the first year are to: 

• Develop and employ an awareness campaign about the identity and mission of Bridge 

the GAP programs. 

• Engage at least 25 older adult mentors and at least 25 children mentees. 
 

The goal for donors and supporters is to raise awareness, secure long-term funding, and 

establish the value placed on community support, continuing education, longevity, and youth 

development added to the community through Bridge the GAP programs. The specific 

objectives within the first year are to: 

• Develop and employ an awareness campaign about the identity and mission of Bridge 

the GAP programs. 

• Raise $300,000 in operating funds from donors and supporters. 
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• Build and maintain professional relationships with donors and supporters in the 

community to establish sustainable support through resource donations (monetary and 

in-kind), referrals, and facility rentals. 

The goal for volunteers is to raise awareness about the mission and programs at Bridge the 

GAP and the value and need for volunteer support. The specific objectives within the first year 

are to: 

•  Develop and employ an awareness campaign about the identity and mission of Bridge 

the GAP programs. 

• Build and maintain professional relationships with individuals, local organizations, 

University of Florida, and Santa Fe Community College as a source of qualified 

volunteers. 

The goal for employees is to locate professional and qualified candidates who display 

integrity, passion, and commitment to work for Bridge the GAP. The specific objective within 

the first year is to: 

• Hire and train 10 full time employees with an 80% retention rate. 
 

Branding 
 

At its core Bridge the GAP is an intergenerational mentoring program. This organization aims 

to bridge the divide between the oldest and youngest segments of our society by bringing them 

together through counseling, collaboration, and education. That is why our namesake is so dear 

to us. “GAP” stands for Generational Alliance Program. We have a vision to create an alliance 

between all members of our community for the mutual benefit of society. We seek to promote 

a culture of inclusivity, friendship, support, and confident building. We will portray our genuine 
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desire to welcome all individuals of the Alachua County community into our organization 

through our branding strategy. Furthermore, we seek to use our branding strategy to build 

associations between our logo and marketing messaging to our mission, values, programs, 

services, and personnel. 

The Bridge the GAP branding portfolio includes the organizations mission statement, logo, 

color schemes, tagline and a collection of the approved letterhead, signature tagline, and 

printed marketing materials. The color scheme is orange and yellow which were chosen to 

because they are warm, bright colors that portray positivity and inclusivity. 

The mission of Bridge the GAP: 
 

The mission of Bridge the GAP is to empower youth and elderly adults through mutually 

beneficial experiences focused on practical skill building, academic improvement, and 

socialization. Bridge the GAP believes that individuals of all ages are valuable members 

of society. 

The Bridge the GAP logo: 
 

 
The Bridge the GAP tagline: 

 
A Generational Alliance Program for a Better Today 
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Evaluation 
 

At Bridge the GAP, we recognize that our marketing plan must be able to adapt to changing 

client needs and a fluctuating marketplace. Therefore, we plan to evaluate our marketing plan 

on a quarterly basis and our branding portfolio on an annual basis. Materials will be updated in 

response to current and prospective client needs and interests. Additionally, we will issue a 

survey to donors, volunteers, and participants to assess the medium in which they heard about 

the organization, their ideas and expectations about the organization, and the effectiveness of 

our marketing plan in communicating our programs and mission to the public. This survey will 

also be available on our website. The information collected from these surveys will be 

synthesized and provided to the Outreach Director and the Board of Directors to be used when 

reformulating the marketing plan. 

Community Relations 
 

The success of the mission and vision of Bridge the GAP is rooted in its ability to effectively 

communicate and mobilize the community. Positive community relationships will allow Bridge 

the GAP to maintain support and increase awareness of programs and services. (Kumaran, 

2018) Overall, the community relations activities of Bridge the GAP are reserved for 

opportunities to promote the mission, vision, and core values of the organization and will be 

handled by a designated spokesperson, the Outreach Director. It falls under the purview of the 

Outreach Director to develop a tailored, proactive, and deliberate plan to build a relationship 

with community stakeholders and media organizations. This plan will be written and provided 

to all employees and the Board of Directors to follow in addition to evaluating the plan and 

making changes as appropriate. The Outreach Director will consider the content, noise, 
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network and direction of communication in formulating a community relations plan. (Kumaran, 

2018) 

Key Messages 
 

As mentioned in the above section, Bridge the GAP will carefully develop messaging that is 

consistent, appropriate, and concise. The goal is to clearly communicate our program mission 

and values to all types of people in our target audience. Considerations will be made to include 

language that appeals to clients, donors, supporters, volunteers, staff, and the Board of 

Directors in addition to media, press, and community stakeholders. The orientation of all new 

volunteers and staff will include a debriefing of key messages in order to ensure that Bridge the 

GAP presents a united front in delivering key messages. 

The key messaging includes: 
 

• Bridge the GAP is an intergenerational mentoring program that seeks to connect 

individuals through mutually beneficial partnerships. 

• Bridge the GAP believes it is never too late to discover a new passion or to make a new 

friend. 

• Bridge the GAP strives to promote respect and inclusivity of all members of the 

community. 

• Bridge the GAP celebrates our individually unique talents, personalities, and attributes. 
 

• Bridge the GAP encourages everyone to pursue growth and learning at all stages in life. 
 

• Connections are important. We want to bring talented individuals together for the 

improvement of our community. 

Delivery Methods 
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Bridge the GAP will use a multi-faceted approach in delivering our key messages to the 

community. The front-line approach will be a social media and website campaign targeted to 

reach youth in the Alachua County community. As more individuals engage in social media use 

at an earlier age, we see an opportunity to reach a target audience for clients. Additionally, we 

seek to communicate our message to our target audience for clients of older adults. We will 

accomplish this by purchasing advertisements in the local newspaper, community newsletters 

and radio, sending out promotional postcards, and visiting community gatherings to deliver our 

messages in person. Messaging to donors and supporters will be managed through social 

media, internet campaigns, print resources, radio and television, and in-person meetings. 

Bridge the GAP will send out bi-annual reports of activities, success stories, and requests to 

previous and prospective donors, supporters, clients, and stakeholders. 

Working with the Media 
 

The Outreach Director will work to formulate a media toolkit for all employees and volunteers 

to access. It is our organization’s policy that employees, preferably the Executive Director or 

Outreach Director, are the spokespeople in working with the media. Interviews and formal 

statements will be issued by the Executive Director or the Outreach Director. If media inquiries 

seek for other staff, volunteers, or clients to be interviewed, they must be approved by the 

Executive Director, Outreach Director, or Board of Directors. All staff and volunteers will receive 

basic training on communicating with the media and appropriate procedures to follow. Clients 

under the age of 18 will need written permission from a parent or legal guardian before 

participating in media inquiries. 
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Section 11 Ethics, Transparency, and Accountability 
 

A code of ethics and transparency measures allow for honest brokering of public service. In 

order to stay on the appropriate path toward achieving the Bridge the GAP mission, we will 

follow accountability measures across all aspects of our practice. This includes fiscal 

responsibility policies, ethical fundraising procedures, internal control and auditing, use of 

disclosure statements, transparency during public discourse, honest reporting of outcomes and 

evaluation standards, and organized record keeping. (Kumaran, 2018) All Board of Directors 

members, staff, and volunteers will be trained in ethical practice and transparency measures 

during their respective orientation sessions. 

Code of Ethics and Adherence 
 

The core values of Bridge the GAP are respect, pursuit of growth, inclusivity, honesty, discovery, 

and celebration of diversity. In addition to these organizational values, Bridge the GAP also hold 

ethical values that include integrity, respect, openness, fairness, honesty, commitment beyond 

the law, transparency and responsibility. We seek to embed these values into the culture of our 

organization and rely on them to guide decision making and program planning. Our code of 

ethics and values will be reviewed at least quarterly with every member of the Bridge the GAP 

organization. Upon reviewing the code of ethics, all employees, Board members, and 

volunteers will be asked to sign a pledge of ethics that states as follows: As a representative of 

Bridge the GAP, I pledge to conduct all activities ethically in support of the mission, vision and 

values of the organization. I will comply with all organizational policies and bylaws in addition to 

local, state, and federal laws that apply to the organization. In such a case that I am found to 
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have acted incongruently with the Bridge the GAP Code of Ethics, I understand that my actions 

may be subject to legal judgement and my affiliation with Bridge the GAP will be terminated. 

Transparency Measures 
 

Transparency measures are put into place in order to secure internal trust in addition to the 

public trust. Bridge the GAP will operate with transparency in order to establish credibility and 

justify adherence to regulations and laws. (Kumaran, 2018) Organizational proceedings, 

activities, and Board meeting minutes will be accessible to the public. The following lists the 

transparency measures adopted by Bridge the GAP: 

• Provide information posted to our website, www.BridgetheGAPAlachua.org 
 

o IRS Form 990 for each year of operation 
 

o Annual reports about programs and services 
 

o Information about staff and Board members 
 

o Professional contact information for staff members 
 

• Upon request, Bridge the GAP is amenable to providing 
 

o Annual budgets 
 

o Financial statements and fiscal policies 
 

o Board meeting minutes 
 

o Articles of Incorporation, bylaws, and personnel policies 
 

• Bridge the GAP strives to 
 

o Disclose partners on appropriate documents, website and advertising material 
 

o Actively share organization activities on social media 
 

o Provide financial statement and resource allotment reports to donors 

http://www.bridgethegapalachua.org/
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Accountability Measures 
 

Bridge the GAP values ethics and transparency in all organizational endeavors. Therefore, it is 

critical for all members of the Board, employees, and volunteers be held to a high ethical 

standard. Prior to assuming responsibility of their roles within the organization, all personnel 

will be informed of the Code of Ethics and expectations to act in accordance with transparency 

measures. The Human Resources/Finance Director serves as the primary resource for personnel 

to discuss concerns or ask questions about daily operations that might conflict with the Code of 

Ethics. The Board of Directors can provide guidance on ethical proceedings as well. The 

following include specific measures for promoting accountability: 

• Written and signed letters stating conflicts of interest 
 

• Signed Code of Ethics agreements 
 

• Development of an approval system by the Board of Directors for access of funds by the 

Executive Director or other personnel. 

• Conduct annual audits and review financial policies. 
 

• Frequently update organizational information for stakeholders and profile on GuideStar. 
 

• Evaluate programs and daily operations while continuously monitoring performance. 
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Section 12: Risk Management 
 

Identification of Major Risk Areas 
 

Governance-related risks: 
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Administrative-related risks: 
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Operations-related risks: 
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Risk Treatment and Mitigation Strategies 
 

Governance-related risks 
 

• Develop a conflict resolution strategy for disputes between Board members or Board 

members and personnel. 

• Provide written expectations for Board members at the start of each leadership term. 
 

• Establish and communicate expectations for Board member attendance to quarterly 

meetings. 

• Organize and lead an annual Board member retreat. 
 

• Establish rule or expectation that all Board members must be active on a committee of 

the Board 

• Evaluate the organizations financial activity and provide checks and balances on funding 

and expense reports. 

• Continually review the organization bylaws and make changes as appropriate. 
 

• Enlist a risk financing strategy and maintain a current Directors and Officers Insurance 

policy. 

• Review threats and liabilities to the organization. 
 

• Establish a course of action for disclosure of and dealing with conflicts of interest. 
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Administrative-related risks 
 

• Establish a proactive social media use policy that protects the organization from 

reputation damage. 

• Review personnel policies with employees on a quarterly basis. 
 

• Audit personnel policies on an annual basis. 
 

• Develop a tracking method for keeping all volunteer, employee, and mentor background 

checks up to date. 

• Develop a system that tracks financial expenditures and reimbursement activities. These 

reports should be reviewed by the Board on a quarterly basis. 

• Create a standard policy for reporting suspected child neglect or abuse to local, state or 

federal authorities. 

• Create an investment strategy to ensure financial stability and sustainability. 
 

• Review investment strategy at the annual Board member retreat. 
 

• Audit organizational programs and activities to ensure all aspects are in accordance to 

the mission and the vision. 

• Hire a CPA to audit the financial records. 
 

• Purchase and maintain umbrella insurance. 
 

• Establish a privacy policy to protect the identity of mentees who are minors. 
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Operations-related risks 
 

• Regularly administer and update client surveys to evaluate satisfaction with programs. 
 

• Establish emergency preparedness plans and alternate facilities to host programs. 
 

• Timely and swift investigation of complaints of inappropriate conduct of a mentor or 

mentee. 

• Audit program policies, procedures, and plans to inform all staff and volunteers of 

expectations. 

• Review mentoring curriculum and update as necessary. 
 

• Review academic counseling curriculum and update as necessary. 
 

• Train all volunteers and employees in Red Cross first-aid. 
 

• Keep a first aid kit on site during programs. 
 

• Develop and update a social media campaign to promote interest in programs. 
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