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Contact Information
	Literacy Volunteers – Greater Portland


Program of LearningWorks

181 Brackett Street

Portland, ME  04102
	Phone: 207-775-0105 ext 165

Email: lvportland@learningworks.me
Website: www.learningworks.me
              


Office Hours: Monday-Friday 8am-4pm
Program Director: Emily Gilkinson 

Welcome

We are excited about your commitment to literacy and welcome you to your new role as a Literacy Volunteer.  We are confident that your experience will be a rewarding one.  Our Program Director is here to ensure you have the support you need to be successful as you work with your adult learner.  Please feel free to ask questions or raise concerns at any time.
 

This handbook was designed to act as a concise review of the administrative and operational aspects of our program.  We hope that this handbook will be helpful to new tutors as they get started and will provide more experienced tutors with information that may have changed since they began tutoring.  As you will note on page 11, the most current policies and expectations applicable to volunteers are located in a separate document, the LearningWorks Volunteer Orienation Manual, that this document is intended to supplement.  
 

Thank you for your interest in helping us achieve our important mission. Enjoy your adventure as a tutor for Literacy Volunteers of Greater Portland!
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Mission

 

The primary mission of Literacy Volunteers - Greater Portland is to train volunteers to provide educational programs and services that improve reading, writing and related literacy skills, and to empower adults by enhancing their life skills in the areas of family, work, health and community.

 
History and Purpose

Since 1973 Literacy Volunteers - Greater Portland has been providing tutoring services, free of charge, to local residents who need help reading, writing, or speaking English.  These services are provided through dedicated volunteer tutors who give their time to make a difference in people’s lives.  We aim to improve the awareness of and accessibility to literacy instruction for low and non-literate adults in the Greater Portland area and to impact the quality of life for these adults by helping them learn the literacy skills they need to take better care of themselves and their families in the areas of health, education, work, and social and civic responsibility.

Learners in our program develop the literacy skills they need to reach important life goals like reading their first books, obtaining citizenship, writing letters, taking care of personal bills, following basic medical instructions, and finding employment.  As the literacy skills of adult learners improve so do their confidence, self-esteem and independence.  We believe that every adult in our community is entitled to have access to quality, confidential, student-centered literacy instruction.  Our services are offered free of charge in client-friendly, localized settings.

Literacy Volunteers of America was founded in 1962 in Syracuse, NY. Soon affiliate organizations were founded in cities and states across the country. In 2002 ProLiteracy America was formed when Literacy Volunteers of America merged with Laubach Literacy International. Currently there are over 1200 ProLiteracy affiliates in all 50 states. Outside of the U.S., ProLiteracy Worldwide is represented in 45 developing countries. Literacy Volunteers - Greater Portland is an accredited affiliate of ProLiteracy America, the only national accreditation granter in the adult education and literacy field.  The accreditation process is designed to ensure high standards of program provision, to raise the credibility and to increase the visibility of literacy organizations in their communities.  

In 2009 Literacy Volunteers - Greater Portland became a service program of LearningWorks.  This non-profit collaboration enables us to focus on the critical needs of clients and tutors while utilizing the resources, infrastructure, and facility at LearningWorks.

 
LearningWorks’ mission is to provide the best learning opportunities in Maine for at-risk youth, the immigrant community, and low income families. The organization was established in 1967 in Portland’s west end neighborhood as a social service agency to help residents with housing, youth and community needs. Through the years it has focused its commitment to serving the community’s youth and families through youth, literacy, and outreach programs. A list of LearningWorks’ programs is below.
	· Youth Building Alternatives
	· English Language Program

	· Service Works
	· Affordable Housing

	· Back on Track
	· LearningWorks Afterschool

	· Alternatives to Detention
	· Study Center

	· Literacy Volunteers – Greater Portland
	· Mentoring


Tutor Training

Volunteer tutors are the core of our organization as our direct services are 100% volunteer provided.  Our volunteers have very diverse backgrounds and experiences and most are not professional educators.  The commonality linking all our volunteers is an awareness of the need for literacy instruction and a desire to give back to their community.  We help our volunteers fulfill those positive intentions by requiring participation in tutor training where tutors learn adult education theory as well as practical strategies that they can utilize with their learner.  The first step in training is attending an orientation session.  The orientation is an opportunity to learn more about our program, ask questions, get a good sense of what is involved in becoming a tutor, and clarify the next steps of volunteer commitment.  Orientation sessions are held monthly.
Tutor training workshops are offered several times a year and consist of 12-15 hours of training which results in Literacy Volunteers – Greater Portland tutor certification.  These sessions may be all-day Saturday sessions, 3-hour weekday evening sessions, or a combination of both, depending on the schedule set by the training team. The texts used in the workshop are Tutor and I Speak English, both published by New Readers Press, the publisher for ProLiteracy Worldwide. In addition to these primary texts, a variety of handouts and other resources are used. 
Because of the high number of English Language Learners (ELL) in our student population, we are now offering a combined Basic Literacy and ELL training.  Our goal is to provide volunteers with the knowledge and tools they need for working with adult learners at all levels.  The curriculum includes the following components:
· Introduction to the adult learner

· Characteristics of effective tutors

· Components of literacy

· Learning styles and differences

· Word work: phonics, sight words, context clues and vocabulary

· Reading for meaning: fluency, comprehension and calculating readability

· Teaching the writing process

· Cultural assumptions, intercultural learning, and the immigrant experience

· Language acquisition process,  proficiency descriptors, and communicating without a common language

· Goals, lesson planning, and reporting

We hope that tutors will leave training with the basics, and have what they need to create student-centered, individualized, organic instruction that is immediately relevant to our students’ lives. However, no one can learn all they need to know in this introductory training, which is why we encourage our tutors to attend additional in-service trainings, complete online training modules, connect with other tutors at tutor support meetings, and consult with the program director to continue their learning.
We ask participants for a $35 donation to help cover the cost of the materials.

Frequently Asked Questions

Who are LV-GP students?

To qualify for our program, students must be:

· Over 18 years of age

· Read below an eleventh grade level (NALS level 1 or 2)
· Interested in increasing his/her literacy and/or English skills and willing to commit to the program expectations

We have a very diverse student population, who exhibit a range of characteristics which include:

· Immigrants or refugees from a country outside the US (~60% of our students non-native English speakers)
· Individuals with diagnosed or undiagnosed learning disabilities

· Low-income families who receive help from a variety of service agencies and for whom transportation is an issue
· Individuals with a developmental disability or other mental impairment but who exhibit the capacity to learn
While some of our students are already attending Adult Education classes elsewhere, we give priority to those on our waiting list who are not currently receiving any educational services. We also prioritize those students who display the lowest level literacy skills and for whom Literacy Volunteers is the only or best service option.
How will you choose a student for me? 

Matches of tutors and learners are made by considering:

· Availability – when you and your learner can meet

· Location – where you and your learner can meet

· Individual preferences – tutors and learner may ask specifically to work with a male/female, one-on-one or small group, etc.
· Interests – for example a learner looking to pursue education in the health field may be placed with a tutor who has that background

How soon will I get a student? 

Our goal is to have volunteers matched by the time they complete tutor training. However this may take longer if you have a very restricted schedule or location where you can meet.  
What happens next?

We will call or email you when we have found a student for you that we feel will be a good match and describe the student’s level, needs, and availability.  If you agree this match will work, you will receive the student’s contact information so that you can set up a first meeting.  (The Program Director can help arrange this if necessary.)  As you are waiting for a match or to be re-matched, we encourage you to maintain contact with us to see how we are doing in finding you a student, or to let us know if there are any changes in your life that we should be aware of (i.e. a new address or phone number, schedule change).

 

Where will we meet?

You will meet with your student in a public place like LearningWorks, a library, church, coffee shop or community center.  Together, you and your student will choose a location that is convenient for both of you.  We ask that you not meet in each other’s home for a variety of reasons, one being your student’s privacy. 
How often will I meet my student?

We ask you to meet with your student a total of two hours a week for at least one year.  This allows tutor/student teams to build a trusting relationship and to see progress.  Of course, you and your student will work together to determine the schedule that is best for you both.  Some students can only focus for one hour at a time so he/she and the tutor may arrange to meet twice a week for one hour.  Also, while many of our learners remain in the program for more than a year, it is possible that the student’s goals may be reached in less than a year.
What will the first session be like?

Your first session is about getting to know each other, building rapport and trust.  Talk about student goals and ask your student what he/she would like to work on first.  You will also help your student find out more about his/her reading level.  This first meeting is also when you will decide where and when to meet.  You may decide to begin utilizing some of the literacy teaching techniques you learned in the tutor training.
 

What if I cannot make it to a session?

Please call your student as soon as possible if you know you are not able to make it to a session. If you cannot reach your student, you can all the LV-GP office for assistance reaching him/her. Likewise, if your student needs to cancel, they should call you directly, but can also call the office and we will contact you.
 

What happens if things do not work out? 

While we make every effort to set pairs up for success, not every “match” works perfectly the first time.  Please call the office if things are not going well or if you do not feel comfortable with your student.  We will work with you to see what we can do to improve the situation or find you a new student.  Likewise, we check in with students to get their feedback on how things are going and will take similar steps if the student is uncomfortable or dissatisfied.  

 

What other time is involved besides instructional time with my student?

Successful tutors come prepared for their lessons with a lesson plan and the necessary materials so some time should be spent planning each week prior to your tutoring session.  This may be 30 minutes, an hour, or more depending on your learner’s needs and your comfort and experience level as a tutor.  Outside of lesson preparation, you will be invited to participate in periodic tutor support meetings, in-service trainings, and other events.  If you have more time that you’d like to spend supporting the program, you can ask the Program Director about other volunteer tasks.
What types of learning goals should I focus on with my student? 

You will work with your student to decide what goals he/she wants to work towards.  Our program is designed to provide learner-centered instruction which means your role is to help your student gain the skills he/she identifies as highest priority.  Some learners come to us with very specific goals, others with a general desire to improve their reading, writing and speaking skills.  Common desired outcomes for our students include:

· Improve employability

· Improve current job performance

· Gain life skills/survival skills

· Obtain citizenship

· Obtain driver’s license

· Help children learn

· Pursue further education

 

What materials do I use with my student?

 We encourage you to use real-life items as much as possible to provide an authentic and immediately applicable learning experience.  Items such as newspapers, maps, magazines, forms, etc. make great learning tools.  There are also various resources at LearningWorks that can be checked out to you or copied on site.  You are also welcome to use any of your own material or material from local libraries.  If you are aware of a great resource that you’d like to have available but aren’t able to find, feel free to ask the Program Director about purchasing it.

How is student learning measured?

An initial assessment of a new student’s ability is usually conducted at the time of intake. A variety of tools can be used but most frequently we use a standardize tool called CASAS (Comprehensive Adult Student Assessment Systems), because it is used by adult education programs throughout Maine.  Students should be reassessed approximately annually, or after 100 hours of instruction.  This standardized test gives the program a baseline measurement by which to track growth over time.  To help with lesson planning, tutors should be doing regular informal assessments and student work analysis.  Additionally, tutors will be asked to write down students’ goal statements and/or use a goal tracking chart (set and met) that is shared with the LV-GP office.  Narrative comments on student progress are expected as a component of weekly reporting.
How do I report my hours? 

Since your tutoring time constitutes our program’s direct service, it is extremely important that we are able to track learning time and progress towards goals very regularly so that at any given moment we can have an accurate picture of our service activity level. For this reason, tutors are asked to fill out an online form to report their hours (travel, preparation and instructional time) and lesson notes on a weekly basis. The Program Director with provide you with a link to this form, which is hosted on an intranet site set up to be a place to share resources, announcements, and other important program information. If you have missed several sessions with your student for whatever reason, lost contact, or you have decided your tutoring together will end, please get in touch with the LV-GP office as soon as possible.

Tutor Job Description

Reports to: Program Director

Function: To provide quality, confidential, student-centered literacy instruction to a Basic Literacy/ELL student in the local community to help him/her gain the literacy skills he/she needs to reach important life goals as well as improve self-esteem and independence. 
 

Specific Duties:

· Attend all tutor-training workshop sessions and complete required homework.
· Tutor a Basic Literacy/ELL student from the program’s waiting list for two hours a week for approximately one year, or until goals have been met. A tutor may wish to continue beyond the initial commitment with the same or a different student.

· Prepare for each week’s lesson in order to make the most of the learning time by incorporating best practice teaching techniques and a variety of skill-building activities.

· Maintain a portfolio on the student including contact dates, location and duration of sessions, student goal statements (set and met), test dates and scores, changes in attitude or performance, and samples of student work.

· Submit weekly reports/updates of progress and a volunteer time by using the online reporting form.

· Maintain regular correspondence with the Program Director and report promptly any change in status of learner or tutor.

· Engage in continued learning by attending an in-service training per year, completing online training, or participating in tutor support groups.
 

Qualifications:

· Be at least 18 years of age and have a High School diploma or equivalent. No prior teaching experience or knowledge of a foreign language is required.
· Be able to speak and understand English well enough to communicate clearly.
· Have an acceptable criminal record, without a recent conviction for any violent crime or other act that the agency deems unacceptable.
· Be willing and able to follow the expectations and policies for all LearningWorks volunteers as outlined in the Orientation Manual.

· Have transportation or be otherwise able get to the tutoring location without assistance.

· Be dependable, prompt, interested in helping others, sensitive to different backgrounds and cultures, respectful of confidentiality, patient, optimistic, and able to respond to the changing needs of the student.
 

 
Tutor Responsibilities
You have specific responsibilities to the student, just as the student has specific responsibilities to you.  A clear understanding of these responsibilities, and acceptance of these responsibilities, is essential to ensuring the tutoring experience is successful.  

 

We ask your student to meet with you a total of two hours a week for at least one year. Understanding this time commitment to begin with will provide the student with the most consistent learning experience possible, and create the foundation for a successful partnership. 

  

Understand your student’s potential and limitations.

It’s important that you understand your student’s potential and your student’s limitations to help you design productive, high quality tutoring sessions.  Your student’s potential will become obvious to you.  However, your student’s limitations may not be so obvious.  Many students are working more than one job trying to support a family.  Many are employed in jobs that are physically demanding.  Awareness of these demands on your students will increase your success as a tutor. 

  

Be Patient. 

One of the most critical characteristics of a tutor and a student is patience.  Literacy skills are not attained in weeks, or even months.  It can take a year or more.  Students may become impatient with you or the material because they feel they are not learning fast enough, or they can’t see any
progress.  It’s important that you both understand that progress takes time, and that both of you have the patience to proceed.  Making a progress chart and keeping track of goals attained will help your student see even the smallest advances and boost their confidence. 

 

Have a plan but be flexible.

When you accept the responsibility to work with a student, it is important that you plan your time together.  Show the student that he/she is important enough for you to plan together for the tutoring session.  This plan may change when the student arrives and expresses a need for information or skills not included in your plans, and that is okay.  It is important for tutors to be flexible and able to address the needs expressed by the student by working them right into the plan for the session. 

 

Be Consistent.

During your tutoring sessions, your student’s level of frustration can be reduced significantly if he/she feels you are consistently patient, dependable and predictable.  An effective tutor is one who consistently prepares for a lesson, consistently shows patience and flexibility, and consistently remains focused during the tutoring session.  These qualities can help assure a successful experience with your student.  

 

Address your students needs.

Your most important responsibility is to address your student’s needs and help your student work towards his/her goals, not yours.  As a tutor, you should focus on what your student wants to focus on and feels is a priority, and help him/her build the requisite skills to achieve a certain goal or pursue a particular interest.  You may or may not share the same interests or career aspirations as your student and that is okay, but the materials and activities you choose when planning a lesson should be based on what will engage and appeal to your student.  This learner-centered approach will keep the learner motivated and help him/her achieve set goals.  There may be times, however, when a learner identifies a goal or aspiration that is really inappropriate or unrealistic for his/her abilities or situation.  In that case, you should help him/her break down the aspiration into necessary and appropriate first steps, and work toward building those requisite skills.
 

Volunteer and Student Safety Guidelines

To ensure a safe, positive experience for both volunteers and students, it is the policy of Literacy Volunteers - Greater Portland that all members of the affiliate be informed of and encouraged to observe the following guidelines:

1. Meet in a safe, neutral or public space such as a library, a church, a community center. Call the LV office if you need help finding a location.
2. Use safe, reliable transportation to and from your session.
3. Especially at night, stay in open, well-lit areas when parking and walking.
4. Be aware of your surroundings.
5. Keep close watch of your personal belongings to prevent loss or theft.
6. Expect and give courtesy to your learning partner.  Report any inappropriate behavior to the LV-GP office. The following behaviors are not acceptable:

·  Insensitivity or disrespect towards others

· Use of offensive language

· Harassment (any behavior perceived as offensive)

· Disruptively loud behavior

· Possession of a weapon or threatening behavior

· Disregard of personal hygiene

· Being under the influence of alcohol or illegal drugs

7. In case of bad weather, you may wish to re-schedule your tutoring session.
8. Report any accident or injury to the LV office immediately.


Other Policies
All LV-GP tutors are required to act in accordance with the expectations and policies that apply to all LearningWorks volunteers.  These policies are outlined in the LearningWorks Volunteer Orientation Manual and cover many topics including confidentiality, professional conduct, non-discrimination, harassment, and termination.  The manual will be shared and reviewed during new volunteer orientation sessions.  Volunteers will be asked to sign a statement affirming they agree to the information within the document. 
Testimonials from Current Tutors


“The rewards I reap from this volunteer experience far exceed the time I spend.  This quote from Mother Theresa summarizes why I am a literacy volunteer: ‘We can do no great things, only small things with great love.’ “


 	


-Melodie, volunteer tutor








“Making friends with people from all over the world and learning about their cultures has broadened my awareness of the issues facing refugees and immigrants in the Untied States. Without my experience as a tutor with LV—Greater Portland, the many long-lasting friendships that our families have built together would not have been possible.”





 - Denis, volunteer tutor














                      Literacy Volunteers – Greater Portland
                          A program of LearningWorks
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