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TELT Workshop Objectives





The Learner





ADULT LEARNER


1. 	Tutors will discuss characteristics of adult learners as they differ from child learners.


2. 	Tutors will discuss the feelings that students have when they come to the tutoring session.


CULTURAL DIFFERENCES


1.	Tutors will discuss the meaning of culture and become aware of the differences between


	surface and deep culture.


2.	Tutors will learn the phenomenon of culture shock and how to help their students deal with it.


3.	Tutors will become aware of the different categories of nonverbal behavior and be given


specific examples of cultural differences in these areas.


4.	Tutors will learn to be non-evaluative when encountering behavior that is different from their own.


LEARNING STYLES1EACHING STYLES


1.	Tutors will be able to name and distinguish characteristics of three major learning styles and match a list of specific behaviors with the most appropriate style.


2.	For each learning style, tutors will be able to give some suggestions for modifying curriculum materials appropriate to that learning style.





3.	Tutors will be able to recognize and understand adult students with learning disabilities and apply strategies and accommodations to teach learning disabled students.


ASSESSMENT AND GOAL SETTING


1.	Tutors will learn how assessments are conducted by on-site personnel.


2.	Tutors will learn how to use various assessment tools to determine student skills and needs.


3.	Tutors will understand the process of goal setting.





Techniques for ESL





GETTING TO KNOW THE ESL STUDENT


1. 	Tutors will gain an awareness of what the ESL student brings to the learning setting.


2. 	Tutors will learn how to assess the learner's needs.


VOCABULARY DEVELOPMENT


1. 	Tutors will become familiar with Total Physical Response (IPR) as a method of language


instruction.


2. 	Tutors will become familiar with vocabulary building techniques through TPR actions.
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3. 	Tutors will develop a TPR lesson using an activity in sequence and how to follow-up a TPR lesson.


CONVERSATION SKILLS


1. 	Tutors will practice techniques for developing listening skills in themselves and in their students.


2. 	Tutors will practice effective questioning techniques for development of conversation.


3. 	Tutors will review information on aspects of conversation management.


PRONUNCIATION


1. 	Tutors will be introduced to pronunciation. They will identify strategies to help students improve their pronunciation based on specific problems the student has with individual sounds.





Techniques for Literacy





DECODING


1. 	Tutors will practice methods and/or techniques in the areas of sight words, phonics, word patterns/families, and word structure.


COMPREHENSION


1.	Tutors will view the goal of reading comprehension and will gain an awareness of the


reading process by identifying the broad range of behaviors involved in gaining meaning from print.


2.	Tutors wil1 identify reading strategies which can be used before reading, during reading, and


after reading which increase comprehension.


SPELLING AND WRITING


1. 	Tutors will discuss the ways writing is used everyday.


2. 	Tutors will become aware of techniques to help students practice writing.





Putting It All Together





LANGUAGE EXPERIENCE APPROACH


1. 	Tutors will participate in a demonstration Language Experience lesson.


2. 	Tutors will discuss ways in which Language Experience vocabulary may be used in additional 


tutoring activities.


MATERIALS


1.	Tutors will learn about the basal and supplemental materials available through their local


program.


2.	Tutors will gain exposure to a sampling of other materials (i.e. newspaper, telephone book,


recipes, music, commercial games), and will discuss applications to the process of teaching reading. 
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LESSON PLANNING


1. 	Given a case study, tutors will determine the individual client goals and skill needs. They will design a lesson to address those needs, using the strategies and materials presented in the workshop.





Math


THE RATIONALE FOR TEACHING MATH 


1. 	Tutors will become familiar with math myths and concepts.


2. 	Tutors will learn the rights of learners while receiving tutoring.





BRIDGING THE GAP: CONCRETE TO ABSTRACT


1. 	Tutors will be introduced to concrete, representational and abstract math learning techniques.





INSIDE A MATH PORTFOLIO


1. 	Tutors will learn what a portfolio is, how it can be used and what it can contain.


2. 	Tutors will start the first lesson and assess skill levels.


3. 	Tutors will understand the importance of ongoing assessment and record keeping.


4. 	Tutors will plan the first meeting and review sample portfolio contents.





MATH MATERIALS: MATCHING BOOKS TO SKILLS


1. 	Tutors will become familiar with materials used for tutoring math and be provided with a matrix to assist them in selecting appropriate level materials.





BEYOND BOOKS: MATH ACTIVITIES


1. 	Tutors will learn how to enhance their tutoring by incorporating games and supplemental materials into their lesson plans.
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Introduction To 


Adult Literacy Tutoring














Tutors will be provided with a job description.


Tutors will learn how they will be placed with a


student and who their contact person will be.


Tutors will become aware of national and local


literacy statistics.�
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Introduction to Adult Literacy Tutoring





THE QUALITIES OF AN EFFECTIVE TUTOR





Do you have what it takes to be an effective literacy tutor?





Directions: Answer each question by circling a "YES" or "NO" answer.





1.	Would you feel comfortable getting to know your learner as a friend?





YES 	NO





2. 	Would you maintain a sense of humor and enthusiasm in the face of slow progress?





YES 	NO





3. 	Would you recognize mistakes as "good" - as a clue to know what to work on?





YES 	NO


4. 	Would you find learning material to fit the learner’s interests?





YES 	NO





5. 	Would you serve as a role model by being punctual and prepared?





YES 	NO





6. 	Would you be willing to adjust your lesson plans to meet the learner's needs?





YES 	NO





7. 	Would you make praise of the learner one of your primary responsibilities?





YES 	NO





8. 	Would you respect what the learner brings, in the way of experience, to the tutoring session?





YES 	NO 








SCORE YOURSELF: 		6-7 		You are tutor material


4-5 		You have potential


3 or less  	Training will help you make the grade











Training Effective Literacy Tutors 	


State of Oregon
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Introduction to Adult Literacy Tutoring





TUTOR JOB DESCRIPTION





Goal:	To plan and implement tutoring sessions for adult learners who are wanting to improve their literacy skills so that they can function more effectively as workers, family and community members. Also, to assist learners with documentation of their accomplishments by helping them to create a portfolio of their work.





Qualifications:	


•	Good interpersonal skills


•	Ability to encourage people and inspire trust


•	Awareness of cultural differences


•	Respect for client as an adult peer


•	Enthusiasm for learning


•	Patience, flexibility, perseverance


•	A sense of humor


Responsibilities:	


•	Give individual attention to the learner's educational needs


•	Establish a good rapport


•	Plan lessons and activities


•	Keep records


•	Maintain contact with the program coordinator/instructor


			•	Provide information about student progress


•	Refer the learner to the coordinator/instructor for needs other than tutoring.





Training:	Tutors must attend an initial workshop to receive state (TELT) certification.  Continuing education activities are also required.





Time Commitment: 	


Programs prefer that tutors make a commitment of 2-4 tutoring hours per week for six months. This may vary because of the tutor's availability and/or the student's needs.





Report to:	Tutoring Program Coordinator or Classroom Instructor





Benefits:	


•	Satisfaction gained by helping others 


•	Belonging to a group of dedicated tutors


•	Continuing education opportunities


•	Work experience and job recommendations


•	Opportunity to learn from a peer


























Training Effective Literacy Tutors							       State of Oregon
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Introduction to Adult Literacy Tutoring





OVERVIEW OF VOLUNTEER LITERACY TUTORING





The Department of Community Colleges and Workforce Development, Department of Corrections, and Oregon Literacy, Inc. are working together to support programs that serve adult learners in our state. Tutors assist learners by helping them to improve their speaking, listening, reading, writing and math skills.





WHO ARE THE LEARNERS?





ESL/English as a Second Language: 


These are learners who need help with learning to speak and communicate in English.





ABS/Adult Basic Skills or ALS/Adult Learning Skills: 


These are learners who need help with reading, writing or math skills.





GED/General Education Development: T


These are learners who will take a battery of five tests to get a GED certificate equivalent to a high school diploma.








WHAT KIND OF TUTORING WORK CAN I DO?





One-to-one:


Tutors meet learners in a convenient location for both. Instruction is individualized according to learners' needs and interests. Tutor program coordinators suggest and provide resources.





Classroom Aide:


Tutors help in a classroom under the supervision of a teacher who will assign students and provide appropriate materials.





Talktime:


Tutors work with a small group of students for conversation practice. Topics and materials are provided by an instructor or tutor program coordinator.





Small Groups:


Tutors work with a small group of learners in a convenient location. Materials and support are provided.























Training Effective Literacy Tutors							       State of Oregon
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Introduction to Adult Literacy Tutoring Supplement








Characteristics of Good and Poor Teachers





During your educational career you have encountered teachers whom you really liked. You liked their teaching methods, their personalities, and the way they treated you. You probably looked forward to attending their classes. On the other hand, you probably also encountered teachers whom you didn't particularly care for and were especially reluctant to attend their classes.





As tutors you will certainly want to model your style after those teachers you particularly enjoyed and avoid doing the things associated with those teachers whom you did not care for.





�



List the characteristics you associate with good teaching.





List the characteristics you associate with bad teaching.


�
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Introduction to Adult Literacy Tutoring	Supplement








TIPS FOR TUTORS





1 Be yourself.





2. Treat the student as an adult and an equal.





3. Find out as much as you can about the student's academic abilities from the teacher.





4. Become familiar with the student's goals.





5. Become familiar with the student's strengths as well as weaknesses.





6. Sit beside, not across from the student.





7. Be on time and faithful in your attendance.





8. Accentuate the positive.





9. Avoid negatives in your vocabulary.





10. Allow the student to have success right away.





11. Vary activities.





12. Spend more time listening than talking.





13. Lead the student to discover answers rather than giving answers too quickly.





14. Avoid a patronizing tone or attitude.





15. Realize that we all have different values.





16. Don't be too quick to judge.
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Introduction to Adult Literacy Tutoring Supplement








DO'S AND DON'TS OF TUTORING





Tutoring can be an enjoyable experience that is beneficial to all concerned. Tips presented here summarize suggestions which other tutors have found helpful. They will be valuable only to the extent that you use and test them yourself.





DO'S





•	Relax and be yourself.





You have been selected to tutor because you have the qualities that will make you a positive role model for your student. Also, remember that you are tutoring your peer. While he has a weakness in one subject area, you may have a weakness in another area. Nobody's perfect!





•	Establish rapport.





Learn each other's names. Be friendly and sincere in your efforts to understand your student as a person and learn what his interests are as well as what kind of academic help he needs. Create an atmosphere of mutual confidence.





•	Respect your student.


	


Be nonjudgmental, accepting his personal integrity without trying to manage or change him to suit your own value system. Try for an equal status, non-patronizing relationship.





•	Maintain confidentially.





Be professional! Information gained about your student's handicaps, problems, test grades, scores, etc. is STRICTLY CONFIDENTIAL.





•	Be sensitive to the individual needs of your student.





Consider such things as the instructor's style of teaching and the demands of the course; learn about your student's special sensitivities and learning style as well as his particular interests and talents. Be informative without being intimidating.





Resentment closes down communication. Help the student understand what is expected of him by the instructor, and by himself. Make him aware of the scope of the subject to be covered as well as of individual assignment requirements.





•  Be Positive. 
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Introduction to Adult Literacy Tutoring 								Supplement








Your student may have had little success in school and needs rewarding experiences. Give him feedback concerning abilities and attitudes of which he may not be aware.





Encourage independence.





Don't become a "crutch". Your student must be aware at all times that you are not there to do his work. Let him know that he must put forth an effort in order to benefit from tutoring. Insist that he do his assignments, study on his own, and do his own thinking, otherwise, you might be doing him more harm than good.





Be flexible.





Remember that the style and content of the material to be learned should be adjusted to the individual being tutored.





Be patient.





Never act annoyed or impatient with the student's progress or lack of it. Learning is the task at hand. Your annoyance may be just a replay of previous negative educational experience.





Be attentive.





Study your student for verbal and non-verbal clues. Listen carefully to all of the messages he is sending regarding his feelings about what he is doing, as well as his concerns with the subject matter and course requirements. If you end up doing most of the talking, something is wrong.





Be a prober.





Rather than feeding answers, probe or prompt your student to remain in an active role in the tutoring process. Engage him in a joint exploration of problems and concerns.





Be a good explainer.





What is obvious to you may not be obvious to your student. Communicate at his level, be clear in your instructions, answer questions, use examples, repeat information, use diagrams or illustrations.
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Introduction to Adult Literacy Tutoring 								Supplement








Encourage your student to focus on learning how to learn.





Get him to concentrate on developing mental processes and study skills rather than on only getting the answers. Encourage him to reflect on learning situations and evaluate himself within them.





Have confidence in yourself.





But don't be afraid to ask for help and guidance if you need it. Don't hesitate to say that you don't know the answer. Tell your student that you will research the matter and get back to him during the next session. He may enjoy finding out that you are human too.





Be honest with yourself.





If, after a number of sessions, it becomes obvious to you that, for one reason or another, your student is not profiting from the tutoring, let the classroom teacher know. It will not be held against you; rather, it will be an indication of your integrity.





Share your experience and knowledge.





Confer with other tutors in your field about particular techniques that work. Seek and give advice. Sharing similar problems and challenges can be very productive.





Always be on time.





This adds to the effectiveness of your tutoring.  If you are late, your student may begin to doubt the sincerity of your concern for tutoring and for him.





Set the same standards of effort for your student as you would for other students.





Do not adopt a condescending attitude in which you expect less of your student. Avoid lowering standards because you think they are unattainable for your student. Do not allow the student only to get by.





Begin tutoring at a level well within the grasp of your student.





This will provide an atmosphere of success. This kind of setting will build the student's confidence and will establish a good tutor-student relationship.





Indicate wrong answers without emotion.





Try not to show any disapproval or discouragement you may feel at wrong.
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Introduction to Adult Literacy Tutoring 								Supplement








answers. Criticism can destroy self-confidence. This is very important.





Make sure your student understands HOW you arrive at answers.





If you are not sure that he does, test him by giving him a similar example.





Break your tutoring session into several short segments of various activities.





Your student will be less restless if he knows in advance when the session will end.





Be creative and imaginative.





Look for ways to motivate your student and include him in the activity. Do not hesitate to innovate principles of successful tutoring. There is no Right Way in tutoring. You will find yourself developing methods that work. Any method that works for your student is the Right Way to Tutor.





Be sensitive to the existence of emotional or psychological problems.





They may be affecting your student's performance. It is not your role to handle these problems. Do, however, bring them to the attention of the teacher with whom you work.





Always end your session on a positive note.





You might want to mention plans for your next session.





Keep accurate records.





Make sure of time spent tutoring and the names of those tutored.
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Introduction to Adult Literacy Tutoring 								Supplement








DON’TS





Don't be quick to judge.





Many of the students have been judged all of their lives according to stereotypes of character, ability, and intelligence. Avoid perpetuating this pattern.





Don't assume the role and responsibility of an instructor.





Your job is to help the instructor, not to replace him/her.





Don't do your student's class assignment.





You are there to help, not to do the work.





Don't be afraid to admit to your student that you do not know an answer.





Tell her that you will find the answer and then follow through.





Tutoring Dialogue No-No's





•	"I'm gonna teach you


•	"Don't ask me, I don't know!"


•	"Here, let me do it for you."


•	"You can't do this level work, why don't you go back and take the first class over again?"


•	"Oh, don't worry about this class. She never gives tough exams."


•	"You can't understand this!? Anybody could do this third grade work!"


•	"Dummy, don't sign that paper there!"


•	"The administration? They don't know how to run the school!"


•	"You're a True Cross Believer? When did you get mixed up with that strange cult?"


•	"If you want my advice, I'd think about it long and hard before taking the second term of this subject." 
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•	"I heard that you've been in Seg. What have you done now?"


•	"Dr. Whosit sure is an oddball, isn't he? You'll never learn anything from him."


•	"Here I am coming every day to help you out with your problems, and you haven't even


finished your homework!"


•	"Look, we're running out of time. Let me do the talking or you'll never understand."


      "I really enjoy working with disadvantaged students."
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Role of the Tutor





Here you are -- a tutor for the Education Department at _____________.  This means that for several hours a week you have a special role. This section presents some of the characteristics and attitudes you will need to function successfully as a tutor working with the students who use our service.





Facilitator - not professor/not lecturer





a.	It's important to remember that you are not the teacher. When a student and a teacher have an academic relationship, the student must meet the teacher's goals. But, when a student and a tutor have an academic relationship the tutor must meet the student's goals -- not the other way around. Students do not exist to meet our needs- we exist to meet theirs. A tutor works with a student; she does not talk at a student.





b. 	Shows the student steps that will 1ead her to make her own discoveries and gather information independently.





c.	A tutor does not do assignments for a student.  Instead, she HELPS TIIE STUDENT ACCEPT RESPONSIBILITY FOR HER OWN LEARNING. Tutors can say "no" to such a request without worrying about popularity.





Patient - with slow learners





a. 	A tutor is able to move slowly in small, manageable units to help her student learn concepts and skills.





b. 	A successful tutor is willing to go over material several times.





Sense of humility - Helps for the "right reasons"





a. 	A tutor must relate as an equal, not superior. In a successful tutoring relationship, there is no room for a Messiah complex or ego trips.





b. 	A good tutor knows herself and her own limitations. She can admit not knowing the answer and is willing to seek help.





c. 	A tutor should recognize her student's areas of excellence and show honest appreciation. 





d. 	A successful tutor does not expect praise and thanks.
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Introduction to Adult Literacy Tutoring								Supplement








Good listener - builds rapport





a. 	The tutor should find out the student's concerns and goals.





b. 	She should exchange bits of personal background with the student to help establish "common ground".





c. 	She gives feedback during sessions based on listening to what the student says or answers the student has given in response to probes or questions.





Responsive - actions and words communicate clearly





a. 	A successful tutor uses an accepting tone of voice and body language to show genuine concern for the student's academic problems and needs.





b. 	She has empathy for the student and creates a comfortable setting for sessions.  			Doesn't ever make the student feel conspicuous or "dumb".





c. 	She is careful that actions and words intended to reassure the student accomplish


that goal.





Flexible - takes things in stride





a. 	Good tutors plan sessions, but can adjust to meet the student's special requests for interruptions in plans.





b.	They can adjust work to fit the student's needs.





c. 	They maintain a sense of humor and the proper perspective.





Trustworthy - maintains a professional attitude toward the student





Tutors must keep personal and academic information about the student CONFIDENTIAL.





Utilizes supervisors - knows when to request feedback and/or help





a. 	A successful tutor regularly discusses work with the supervisory teacher.





b.	 She seeks help when plans or methods are not helping a student.





c. 	She asks for guidance if a personality conflict develops between the tutor and the student.


Realistic - does not have unreasonable expectations.
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Introduction to Adult Literacy Tutoring 								Supplement








Communication





Communication is crucial in tutoring. It is the underlying core of any helping relationship. An accomplished student may thoroughly understand the subject matter in any given course or field but be unable to tutor another student due to poor communication skills. A tutor must remember at all times that communication is a two-way operation.





Communication is divided into two basic parts, verbal and non-verbal. It must be noted that effective listening is highly important in verbal communication. "Listening for feelings" is an essential element.





It is important to note whether non-verbal behavior is consistent with verbal communication and to try and identify effective messages and underlying feelings from both. The non-verbal perceptions provide clues to these underlying feelings. It is also important to be aware of the non-verbal messages you are sending to other people.





•	Non-Verbal Helping Behaviors:





Tone of voice similar to student


Maintain good eye contact 


Occasional head nodding 


Facial animation


Occasional smiling 


Occasional hand gestures 


Close physical proximity 


Moderate rate of speech 


Lean body toward student





•	Non-Verbal Non-Helping Behaviors:





Looking away from student 


Sitting far away from or turned away from student 


Physical sneers 


Frowning 


Scowling 


Tight mouth 


Shaking pointed finger 


Distracting gestures 


Yawning 


Closing eyes 


Unpleasant tone of voice 


Rate of speech too fast or too slow 
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WAYS TO SAY “GOOD FOR YOU”





�
That's really nice.	


That's quite an improvement.


Thank you very much.	


You really outdid yourself today.


WOW!	Congratulations. 


You only missed ____.


That's great.	


That's right. 


Good for you!


Keep up the good work.	


I appreciate your work.


Much better!	


My goodness, how impressive!


Keep it up.	


You're on the right track now.


Good job.	


Great! Let me shake your hand.


What neat work.	


It looks as if you put a lot of work into this.


Terrific!	


Very interesting.


I'm proud of you.	


That's an interesting way of looking at it.


Excellent work	


Now you've figured it out.


Marvelous!


Now you've got the hang of it.
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.	


That's better than ever.


Exactly right!	


Spectacular performance.


Superior work.	


You have just about mastered that.


Nice going.	


You're working at it. 


You will get better.


Fantastic!	


You are really going to town.


Sensational!	


I have never seen anyone try harder.


Tremendous!	


You're on a roll now.


Perfect!	


You're on the right track now.


Right on.


That's a good point.


Sharp.	


That's a very good observation.


That's clever.	


That certainly is one way of looking at it.


Very creative.	


You've got it now


Super!


You make it look easy.


Good thinking


