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1. Introduction

Adult illiteracy is a silent epidemic in the United States. 29% of the adult population in this country
reads below an eighth grade level and about half of those people read below a fifth grade level. Itis
completely ubiquitous and almost no one who is suffering from low literacy skills is talking about their
problems openly because they feel deeply ashamed. When they are brave enough to reach out for help,
they are often not sure where to turn or who to ask. Those who are lucky can get help with an adult
literacy program and be placed with a volunteer tutor to help them work on their reading and writing
goals. However, funding only exists for 10% of the 30 million Americans who need help to actually get

It.

This ebook explains how libraries can help
fill in some of this gap by either partnering
with a local adult literacy program or
starting a 1-on-1 volunteer adult literacy
tutoring program based out of your library.
Truthfully, there is a lot of initial work that
goes into starting a literacy program, but
half the battle is figuring out the logistics
and organizational considerations required
to make something like this work, which this
ebook explains in detail in the Program
Toolkit section. It also includes templates
for just about all the paperwork you could
possibly need dealing with assessments,
placement and tracking. | was able to make
these all readily available thanks to the
generous people at Washtenaw Literacy
(washtenawliteracy.org). You can also
access all of these templates online at the
Supporting Adult Literacy in Public Libraries
website (salipl.org.

Adult Literacy Rates
in the U.S. Population

29% read below an 8th grade level

read at or below a 5th grade level

15°A) read between a 5th & 8th

grade level

American adults need literacy help.
Funding only exists for 10% of them to get it.!

AAEERERE
Find out what Public Libraries can do
to help with this crisis:

Iproliteracy.org/the-crisig/the-us-crisis



2.

Why Libraries?

If you're reading this, it may already be obvious to you that libraries are a great place to provide help for
adults who are struggling to read. However, you may be in a position where you have to convince
someone else why you should implement a program to support adult literacy at your library. Here are
some great reasons why public libraries should do all they can to support adult literacy:

il

Public libraries are one of the first places many adult learners think of when they are ready to
reach out for help.

14% of the U.S. population can't read at or below the 5th grade level and 29% of the population
can't read at or below the 8th grade level. That means, for example, that if you serve a
community of 45,000 people about 6,300 are functionally illiterate and another 6,750 suffer
from low literacy.

Many communities do not have literacy programs or Adult Basic Educations (ABE) programs, so
there is nowhere nearby for adults who struggle with reading to get help. The communities that
do have these types of programs though, often have long wait lists, which can be discouraging
for adult learners looking for help. Public libraries have a wide reach: they serve 297.6 million
people throughout the United States, a number that is equivalent to 96.4% of the total U.S.
population (http://www.imls.gov/assets/1/AssetManager/PLS2010.pdf).

Libraries already have many of the materials adults need to begin their reading journey (not just
books, but meeting rooms, librarians, computers, etc.)

Encouraging adult readers creates new library users. These new readers in turn teach their
children to become readers and use the library. (Literacy is very much an intergenerational
inheritable attribute.)

Libraries are also a great place to find volunteer tutors. Volunteer tutors typically love reading
and hang out at libraries.

Adult literacy support fits in perfectly with the shifts we know are already happening in
traditional library service. We are reinventing ourselves with the digital world, becoming more
community centered and not just about books anymore. Helping adults read fits perfectly into
the mission of the 21st-century public library and is just another way to remind even more
people of our inextricable relevance.

The library has always been seen as a vital tool in the promotion of democracy and giving
everyone access to the same information. This benefit, however, is useless to those who cannot
read.

Starting an adult literacy program at your library is easier than it sounds (honestly!). It's been
done before and this website will give you all the info you need to streamline the process and
customize for your library.


http://www.imls.gov/assets/1/AssetManager/PLS2010.pdf

3. About Adult Learners

Some Adult Literacy terminology

Adult literacy programs often call the adults they help Adult Learners. Within adult literacy there are
two main groups these programs typically serve:

Basic Literacy (BL)his term encompasses native or fluent English speakers who are not able to read at
a level that they find sufficient to live their lives

English as a Second Language (E&fgrs to learners who are learning English but may already be able
to read in their native languages

Some programs just serve one of these populations and many serve both. My personal experience is

mostly with BL, so that is the focus of this ebook. However much of the information in the Program
Toolkit chapter of this ebook is very translatable to serving ESL populations as well.

Characteristics of Basic Literacy Learners

BL learners come from a wide variety of backgrounds and the reasons they did not learn to read can be
just as varied. For some of them, it was a matter of not getting the individualized attention they needed
in their first years in school. The class may have moved just a little too fast for them, which after enough
time left them very far behind. Unfortunately the main building blocks of reading are really only taught
in the first few grades. After that the focus shifts from learning to read to reading to learn. At that point
a child who is behind in reading is not going to be able to catch up unless there is some type of
additional help available outside of the regular classroom. As they keep being moved along through the
higher grades, the gap just gets wider and reading seems more and more unattainable.

There are some general experiences that many illiterate adults share. For many of them, the fact that
they can't read is a secret that they share with almost no one else around them. It's completely socially
acceptable to say to someone "I'm bad at math", but it is totally embarrassing to confess you can't read.
| have met adult learners who have been able to keep their inability to read even from their spouses.

The experience of making it through life without being able to read usually means adult learners have
compensated by developing other skills to a degree that most readers never do. Some are very good at
listening and recalling information they receive orally. When your only chance to learn how to do
something new is when someone is explaining it to you, you are going to listen very carefully. Readers
on the other hand know they always have the option to go look up or take notes on what they are
having trouble with if something doesn't work the first time they try it. Other learners are very good at
figuring out how things work by taking them apart and putting them back together or even reading
diagrams and maps (using spatial skills), bypassing most of the actual text involved. Some have
developed reading vocabularies that are specific to their vocations or hobbies, but are unable to read
new information when taken out of those contexts.



BL learners typically have average intelligence, which is something many people find surprising including
the learners themselves. Many of them have been made to feel otherwise throughout their lives, due to
their lack of reading skills. They think the reason they can't read must be because they are stupid. This
can engender feelings of isolation and low confidence. It is common to want to avoid situations where
someone might find out you can't read.

Many BL learners have learning disabilities. This does not mean in any way that they cannot learn to
read, but rather that they have a greater chance of success getting individualized attention and trying a
variety of different methods with their tutors. Many tutors feel nervous when they hear they may be
paired with someone who has a learning disability. They are worried that they won't know how to teach
someone who learns differently--but any good tutor training covers all the tools a tutor may need to
help anyone read. It is really the one-on-one attention of a tutor who has tried a variety of approaches
and observed with the learner what seems to be most effective that is going to help the most.

In practice, it is often impractical to actually get a formal diagnosis of a learning disability for an adult,
and for the actual purposes of learning how to read, it doesn't matter all that much. Most literacy
programs do not have the requisite staffing to perform and make those types of diagnoses. It is often
prohibitively expensive. If someone does not receive a diagnosis when they are in school (where it is
free to that person), they are probably not going to receive one later on in life. Diagnoses are helpful,
though, in terms of receiving accommodations on tests (e.g. GED).

Another commonality among BL Learners is that they rarely grew up in a reading house. They did not
see their parents reading, were not read to as a child and there were few books sitting around. This is
why literacy is often very much an inherited skill. It's a type of privilege many of us take for granted. It's
very easy not to realize the life advantages one has growing up in a home where reading is normalized
and encouraged.

It really varies how far BL learners made it through school. It often surprises people when | tell them
how many learners | have met with who had high school diplomas, and they weren't just the people on
the more advanced end of the low literacy spectrum. I've met learners who had trouble with three letter
words, but were awarded high school diplomas anyway. | had one man say he thinks his teachers just
passed him along because they didn't want him to feel bad. There are still plenty of others though, who
did drop out of school earlier on because they felt there was no point in continuing when they couldn’'t
read anything their teachers assigned.

Experience of BL Learners

For most readers it is almost impossible to imagine what it would be like to go through life not being
able to read. Most of us don't really remember a time we could not read. Here are just some of the
things adults who cannot read struggle to do:

1 Voting

T Using computers/Sending email/Engaging in social hetworks
T Texting

!

Reading maps



Understanding Health information/Reading labels on medication
Applying for jobs

Reading the newspaper/Understanding world events

Helping children with school work and writing notes to teachers

Using a bank, saving money and writing checks

=A =4 =4 =4 -4 =

Reading ingredients/Preparing nutritious meals

When do BL Learners reach out for help?

Many adults have a major life event that sets them out to look for help. Many adults get used to not
being able to read and many suspect that they will never learn now that they are older. It takes a lot of
bravery to reach out for reading help and many don't know where to even start. Here are some of the
more common reasons I've seen for adults to pursue learning to read:

1 Achild or grandchild is beginning to read. Many people realize that their young children will
learn to read better than they can and they are embarrassed. Others want to improve their
reading so they can help their children to succeed and not perpetuate the cycle of illiteracy in
their families.

1 Some learners experience a job loss. Perhaps they had a job they were successfully able to do
without reading, but now have to struggle with how to apply for jobs as well as finding one
where they can continue to work without reading.

1 Divorce or a spouse's death can force people to confront their reading struggles. Often an adult
learner's partner takes care of all the things in the house like paying bills, filling out paperwork,
etc, so this type of loss can be an additional blow to what was already a traumatic life event.

1 Retirement can be an impetus for some adults to improve reading skills. I've met with many
older adults, who simply have more time on their hands and decide they really want to be able
to read before they die. | also think it is easier sometimes for older people to overcome the
embarrassment of not being able to read, which is of course is often the largest barrier for
getting help.

People who can't read very well are already cominq into our libraries

As public librarians, | know we have all experienced the many long computer help questions, where you
end up standing over the patron's computer and telling them what to click on as they fill out a long
online form. The more | began to work with adult learners, the more | began to interpret some of these
interactions differently. We all certainly encounter many adults who are so overwhelmed by having to
use a computer that they just don't know what to do. However, some of these patrons are having
trouble with more than just the computer part of their task. For many, being able to read what's on the
screen and make the right selection accordingly is the biggest part of their struggle. It is a lot easier to
come up to someone and say you are having trouble using the computer than to say you can't read
what's on your screen.



Understanding adult reading struggles has also completely changed my attitude towards teens who
come to the Reference desk saying they only want the audiobook for whatever book their teacher has
assigned and have no interest in reading the actual book. Before, my default reaction was to just think
the teen in front of me was being lazy. But now | know that in all likelihood, this teen is far behind their
grade level in reading skills. | could hand the teen the book, but it's not usually that they just won't read
it, but probably that they actually can't. | also interpret the statement that "reading is boring"
completely differently. Of course it's boring when it doesn't make sense and is too hard to do!



4. Lbrary Success Stories

Westland Public Library

| got the idea to do something with adult literacy programming in the fall of 2010 when | was working at
the Westland Public Library in Westland, MlI, a working class community about fifteen miles west of
Detroit. | had been interviewing potential volunteers and | came across a young woman with an adult
literacy certification on her application. | thought that was pretty neat and wanted to find a way to use
her skills with an adult struggling with reading. It wasn't unusual for us to get a question about adult
reading help and there were no literacy programs that actually served our area. | always had to refer
people to literacy councils that were a few towns away, which | knew was probably not realistic for most
people.

| put up a simple sign advertising free adult reading help once a week and within just a few weeks | had
found her a regular student. Initially | thought we could do some type of drop in program, but began to
realize how much better adult 1-on-1 tutoring worked if the same learner consistently worked with the
same tutor over an extended time period. She had her one learner and they met two hours a week, but
if we were going to help more adults | was going to have to find more tutors.

| was also going to have to learn more about what adult literacy tutoring really entailed. | reached out to
a program in Detroit and asked if | could sign-up for their next tutor training class. | explained that |
could not take a student there myself as | would be taking one in Westland. They said they may be able
to take me at the last minute if the class (that wouldn't be starting until a month and a half later) was
not full. | wanted more of a sure thing and began looking around in other directions, eventually getting
in contact with Washtenaw Literacy, which served the next county over. | went to one of their
information nights for potential tutors and they said it would be fine if | attended the tutor training
without taking one of their students.

After | was trained, | quickly found a student at the library and also began meeting with her once a week
for two hours. So we now had two tutors and two students. It seemed like if we were going to continue
pursuing adult literacy | was going to have to find a way to get more tutors. | met with the Program
Administrator at Washtenaw Literacy and she told me they could run a tutor training for us that we
would have to pay for. She suggested that | host an information night to see if | could find enough
people interested in being volunteer tutors for us to justify the cost.

So I went ahead and created this event in March of 2011, put it on our online event calendar and made

flyers to put around the library. | got lucky and one of the reporters from the local paper called me and

did a story that appeared in the Sunday paper for the week of the event. I've always tended to plan for

way too many seats when | do programs "just in case", so | had thirty seats in the room where | planned
to do my presentation. Then the maintenance man would come in after the program was done looking

at me like "why did you make me set up so many chairs and only five people showed up?" And then all |
could do was shrug sheepishly.

Honestly, | know some small part of me wanted to have only a few people show up. Then | would have
been off the hook; | could have told myself "Well, | tried--this is just as far as we can go. Starting a whole
adult literacy program would be so much work anyways . . ." But the room quickly became completely



full and several people had to stand because there were not enough chairs. There were that many
people who wanted to volunteer their free time to help an adultin need learn to read! At the end of the
night | had 35 forms filled out by people interested in learning about any future tutor training we would
schedule. | already knew there was a great need for adult literacy support in this community and now |
practically had the means to make it happen just about dropped in my lap.

I quickly scheduled our first training with Washtenaw Literacy for late Spring and managed to get 31
people signed up for our first class of Westland Literacy Adult Basic Literacy tutors. In the meantime |
continued to advertise for learners, getting our program listed in literacy directories (e.g. Proliteracy,
Dollar General, 2-1-1), and dropping flyers off with other providers who could make referrals (Dept of
Human Services, the Unemployment Office, Housing commission, etc.). More learners quickly began
coming in and | ended up having eight ready for me to place once our first training was done. My
mentor at Washtenaw Literacy gave me lots of fantastic advice regarding the logistics of assessment and
placement which gave me the confidence to believe this would all work.

| was able to keep placing learners with available tutors until about November 2011, when | had to start
a wait list for new learners. | only had a few tutors become available between then and our second tutor
training in March 2012.

In late 2012 | began training two of our other amazing Librarians - Tara Scott and Liz Waun - to take over
the program, because | knew | would be leaving the library to stay home with my new son. It was a
terribly difficult decision to leave the program | had started, but | knew my job had me away 50 hours a
week and | decided that was just too much for our family. However, | still vowed to be active with adult
literacy and that is where the ideas for this ebook and corresponding website (salipl.org) were born. |
also finished training for my own certification as an Adult Literacy Tutor Trainer through Proliteracy in
June 2013.

| helped Tara and Liz do a third tutor training with Washtenaw Literacy in March of 2013 and as of the
beginning of 2014 over 50 adults in the Westland area have been placed with a volunteer tutor.

You can read more about Westland's program at westlandlibrary.org/literacy.
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Belleville Area District Library

The story below was written by Dan Lodge, a Reference Librarian at the Belleville Arda isdricin
Belleville, M.

Starting an Adult Literacy Program has always been a desire for the staff of the Belleville Library. The
Library's Assistant Director, Mary Jo Suchy, in fact, wrote a paper during her studies for her Masters in
Library Science on how libraries can provide better services to their patrons who are illiterate.

So the idea of a literacy program for the Library was in the front of a lot of staff member's minds when
we all attended Kristy Cooper's presentation at the 2012 Michigan Library Association conference in
Detroit. Kristy's presentation provided the spark for the staff to get such a program started.

Per Kristy's suggestion, we contacted Alison Austin at Washtenaw Literacy to help us get started. We
were lucky that she was available to provide lots of help in the way of advice and materials - Kristy's
website, hopefully, will provide the same function for you.

Here are some more pieces of advice that | can pass along from our experience.

1 We found it best to decide on our goals before we started our Program. How many people can
you help? By deciding that number before you get started, you will feel good no matter how
much of a response you get from prospective volunteers.

T If the community that you serve is large, then consider finding other places than the Library
where tutors and learners can meet. Because our Library serves three communities, we figured
that not everyone would be able to drive to the actual Library building to meet for tutoring
sessions. We met with both the local community college and the township halls of two of the
three communities we to serve to see if tutors could use them as places to meet their learners.

1 Keep what you say on your publicity flyers short and to the point. Also make sure to pass them
out to as many places as you can. We received a lot of response by passing out flyers to the local
churches.

1 Finally, try to get to know your tutors. We had fifteen people go through all five nights (fifteen
hours) of training. Make sure you get to know a little bit of a background on each of your
volunteer tutors. Knowing whether a person might have a background in, for example, literacy
groups will help you match them up with a learner that they can help.

Above all have fun! There's nothing better than seeing the look on the face of a 65-year old man who
just checked out his first library book.
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5. Program Toolkit

This page goes over a step-by-step way to start or support an adult literacy program at your public
library. Itis based on my experience implementing such a program at the Westland Public Library.

Please note that all of the forms referenced throughout this section are in the Appendices of this eBook
as well as being available aalipl.org/forms

Connecing with Adult Literacy Programs in your Area

The best way to get started is by finding out who is (relatively) near you by using either Proliteracy's Find
a Program tool (proliteracy.org/find-a-program) or the National Literacy Directory
(nationalliteracydirectory.org). Call them up and schedule a meeting to talk about what is possible. You
may already have a very active group in your area. In that case your conversation could be about ways
your library can help their program (developing a collection geared towards adult literacy, providing
meeting room space, hosting ESL conversation groups, referrals, finding tutors etc.). You may be able to
work out a really awesome partnership. | have spoken to literacy programs that have not always had
very helpful libraries in the communities they serve.

If you do not already have an active adult literacy council, then you can begin a dialogue with them
about how to get the training to get one started in your community. Typical adult literacy tutor
certification takes about 15 hours. Find out when their next training is and sign up! Once you are
trained, it starts getting easier to think about getting volunteer tutors trained. It is also possible to get
yourself trained simultaneously with the volunteers you find.

If the nearest literacy program is unable to provide training for your potential tutors, then you may want

to try reaching out further to other agencies or give Proliteracy (proliteracy.org) a call and see if they can
refer you to any other certified trainers available in your state.

Building a Literacy Chlaction

You can find many great BL and ESL materials to order for your library at New Readers Press
(newreaderspress.com). How many resources you order will obviously depend completely on what your
library's budget is. If you can afford to order a lot, then getting materials from all the different categories
on the site would be perfect. If you can't, then I've listed what I've found most important from the
feedback I've gotten from my tutors.

1 ChallengeiSeries This is definitely the series tutors told me they used the most to make
photocopies and create lessons from.

1 SomeEasy Nweels There are several "series™" of novels to choose from. They are written at
significantly easier levels and many learners have told me how excited they felt after being able
to read a whole book for the first time in their lives. That experience can be very motivating!
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1 Subscription toNews for YouThis newspaper is written at an easier level, comes out once a
week and contains current events. They are great for comprehension lessons.

{1 Life Skills WorkbooksMany adult learners need help with writing in practical situations so using
worksheets from books like Filling Out Forms and Control Your Money can be very beneficial.

You will have to decide how you want to house and catalog your literacy collection. We kept the
collection in the staff area where only the tutors (and their learners) could access it. We actually only
cataloged the fiction books and left the workbooks to the honor system. We asked our tutors to not take
anything home with them, until we were able to afford to purchase second copies of some of the more
popular items.

You can also catalog everything and give them their own unique shelf space for the public. | think either
way is fine, and | know | may have been overly protective of our materials. | liked the idea of keeping
them in the back so we could also have them with the News for You newspapers, flash cards, games and
forms all be in one place.

If you are looking for funding to develop this type of collection, consider contacting your local Rotary
Club, if your community has one, and asking to present information about adult literacy. Many Rotary
Clubs like to give their funding locally and literacy is one of the issues that organization is known to
support. Family Dollar also gives annual literacy grants, although this last year's grants were only
awarded to youth literacy programs. If you see or know of any other large organizations who like to give
to literacy, please feel free to contact me (salipl.org/contact) and | will be happy to add that information

to salipl.org.

Finding Potential Tutors

| recommend seeing if you can find enough interested potential tutors before you schedule a training at
your library. One of the best ways to do this is to host an Adult Literacy Tutor Information Night. | was a
little skeptical when this idea was suggested to me by my mentor at Washtenaw Literacy, but when |
tried it, I had at least 35 people show up! We used all of the usual library publicity channels: website,
newsletter and fliers around the library. The thing that really brought people in was a human interest
article in the local paper about the need for adult literacy support in the community. | would also
recommend advertising with senior community groups as well.

You might be surprised how many people out there have been waiting for exactly this type of volunteer
opportunity. | had many tutors tell me that they had been wanting to do adult literacy tutoring for years
but had nowhere nearby to volunteer for. | also found many of the volunteers | met who were looking
for a good volunteer opportunity that matched their particular strengths and interests and when they
heard about adult literacy tutoring they felt it was the perfect fit. When asked, most tutors I've met said
they were motivated by the idea of really wanting to be able to share the gift of reading with someone.

For the Adult Literacy Tutor Information Night you can pull info off some of the presentation examples
at salipl.org/forms and just basically give the statistics and what that means for the unaddressed needs
in your area. Then have them fill out a Tutor Interest Form (see Appendix C)for you to keep on file until a
training is scheduled.
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Sdting up Tutor Training

Did you get enough interested tutors? You probably did. Talk to your trainer about picking days and
times. | found that doing three 5 hour Saturday trainings accommodated the most people's schedules.
Although | know programs that have done five 3 hour weeknight trainings as well and also had that work
very well.

It probably goes without saying to schedule it far enough in the future (at least one and a half months)
so all your interested tutors have enough advanced warning to sets those dates aside. It also gives you
more time to advertise the training to even more potential tutors.

Make sure you give everyone a date about a week and a half before the training to make the
commitment to attend. You are going to have to order training materials for them. This will depend on
which book your trainer is using but it should be available on the New Readers Press website.

A reasonable class size to start with would be ideally about 12-25. Keep in mind that you will probably
lose at least 10% of your tutors due to attrition.

Some things to discuss with your trainer before the first day of class:

1 How they want the room set up (if you are doing it at the library)
1 What materials they need (scrap paper, markers, projector, etc.)
1 How you can integrate a tour of library resources available to tutors
o Adult literacy collection
o Meeting room sign up procedures
o Areas of the collection that may be of interest (Dictionaries & Thesauruses, Grammar
books, Educational materials, kids non-fiction and biographies, YA fiction, public
computers, Reference desk!)
o Public computers, Reference desk and copy machines (you may want to consider setting
up a procedure that allows your tutors to use the copy machines for free)
o Mailbox to drop off update forms
1 When you can explain the placement process with the tutors

By the last day of training you will want to require the tutors to turn in the Tutor Data Fornmand Tutor
Contract(see Appendix C).

Use the 15 hours of training to get to know your tutors and build a rapport. Getting to know the tutors
will also help you when you are pairing them with learners.

Advertising for Learners

Obviously advertising for learners is not as straight forward as advertising for tutors. Most of the people
you are trying to find will not be able to read any of your signs.
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Some learners actually find the library themselves. When someone wants to reach out for help to
improve their reading, it's not obvious at all who to even talk to, so some of them naturally think of the
library as the first place to contact. We did get a few learners this way as well as with a really basic sign |
put up that said in large letters "Reading Help for Adults." | kept the word literacy off of it to make it
more clear and it turned out to actually work with some learners who were in the intermediate-
advanced reading range.

The best way to get the word out about your program is to get your information in the available
directories. Submit your program information to Proliteracy's Find a Program tool (proliteracy.org/find-
a-program) and the National Literacy Directory (nationalliteracydirectory.org). If you live in an area that
has 2-1-1 (by United Way) you can also list your program in one of their databases. To see if 2-1-1 is
supported in your area check out 211.org. These are places that friends of learners and social workers
will look when trying to get reading help for someone else.

Locally you can make fliers and give them to groups in your area like the unemployment office, the
Department of Human Services, family services organizations, your local housing commission, the
community college advising office, Adult Education programs and nearby churches. Personally | saw the
most referrals from the unemployment office in our area.

Conducting Assessments

You may initially feel like you are unqualified to do an assessment of a learner to place him or her with a
tutor. This sounds like something a reading specialist should do right? Well unfortunately for all your
potential learners, they probably aren't going to get the opportunity in their lives to meet with a reading
specialist who can "diagnose™ and describe all the details of their reading and writing problems, let
alone set them up with a tutor eager to help them for free every week. This is seriously easier than it
sounds. You are really just helping the learner get comfortable with the program, learning about their
goals, using a very simple word test and getting some basic information about their learning style.
Exactly how to do that is outlined right here!

Itis easier to think of the assessment as more of an intake, and | learned to be careful about using the
term "assessment" in front of learners because it can come off as too intimidating. When | got contacted
by learners | would tell them the first step to enter the program was to meet with me for about an hour
where we would talk about their goals and what kinds of things were giving them trouble. | also let them
know that entering the program involved a commitment of meeting with a tutor two hours a week for a
year.

Most of the forms | used during the assessment were adopted from paperwork Washtenaw Literacy
graciously provided me. They are found in Appendix B of this eBook as well as under the Assessment and
Learner Forms section of salipl.org/forms.

| usually started my meetings with a learner by breaking the ice, asking them if they've been to the
library before, etc. Some learners may be visibly nervous if not completely terrified. For many of them,
they have never talked about their reading problems with a stranger before, and most of them have
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shared their struggles with very few people in their lives period. | like to think it is an honor to be able to
have learners share such private stories with me that they have otherwise guarded for years.

1.

Once we are seated, | start with the Learner Data FormYou are just taking down the learner's
basic information and it will help you get to know the learner a little better.

Next | move into the Goals FormThis is a great tool to better understand what is motivating the
learner to seek help as well as helping them realize they may have goals they never thought
were possible to achieve due to lower reading skills.

Hopefully at this point, the learner should feel more comfortable and ready to show you what
they can read. | delicately break out the QARI Word Test (available at salipl.org/templates/word-
test.pdf) now, but call it just doing some practice words (definitely don't use the word "test").
You can see from this form that there are 5 lists of words--start with the easiest list and move up
accordingly. You will probably notice that some learners know quickly whether they know a
word or not and others will work more methodically at sounding them out. This is a useful
observation to note for the Learner Notes you will later compile. Otherwise you can just follow
the instructions on the word test and get a relative idea where the learner is at.

o Alearner may ask you what grade level you think they are at. | just tell them we don't
use elementary grade levels in adult literacy. But for your purposes we generally put
people into the categories of Beginner (K-2), Intermediate (3-5) and Advanced (6-8) so
we can more easily match them with a tutor.

o lalsodon't tell them what designation they are unless they ask and are also advanced,
which generally makes them feel better about themselves. Sometime learners have the
idea that their reading skills are lower than they actually are.

Next | use the Learning Styles Inventoryorksheet. This gives you some information about
whether the learner has a stronger Visual, Auditory or Tactile/Kinesthetic learning style--which is
another piece of information you can supply on the Learner Notes. | generally skip this form
though, if the learner tests at the Beginner level because they will not be able to relate to most
of the statements on this sheet.

Then I read the Confidentiality Statemeniand give it to the learner to sign. This form lets them
know that their data is private and will not be shared with anyone outside program staff and
their tutor.

The last of the forms is the Learner ContractThis is a good way to reinforce the commitment
they are making as well as familiarizing them with the procedure should a problem occur with
their tutoring. We ask our learners to commit to meeting with a tutor for two hours every week
for a year.

Finally I try to get a writing sample. | learned quickly not to call it a "writing sample"” though
because that can be too intimidating! | ask them if they would like to write a note (a letter
sounds too difficult and formal) to their future tutor introducing themselves. Some learners are
still not comfortable writing and so they decline, which | think is fine. Many learners have gone
through their lives avoiding all situations where they will be required to write, so it is only
natural that they would continue to do so. If they are interested in writing the note, | give them
a blank sheet of paper and leave them alone for a few minutes.
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8. Check to see if they have any more questions and let them know what the timeline looks like to
get placed with a tutor. Make sure they understand that someone will be calling them soon who
will identify as a tutor from your program.

Learner Plaement

The most important consideration when pairing tutors with learners will be having similar time
availability. You can do this by comparing the information on the Tutor Dataforms and Learner Data
forms. If you have just done a tutor training, you may want to start by pairing the tutors with less time
slots available during the week, so you can save the tutors with more open schedules for later. You also
want to look at what tutors preferences are for the level of learner they are most comfortable working
with and of course gender preference. Ideally you may also match people who have similar interests.
After a tutor training ends, | like to make a spread sheet of all the new tutors so | can look at their
availability and preferences all at once.

Matching people can be more of an art than a science and honestly | made a lot of decisions based on
gut feelings. Sometimes the pairs you think will be most successful do not end up sticking with it for the
long run and other times the pairs you were not sure would be a great match, work out great.

We package the learner information to be sent to the tutor in what is called Learner Notegsee
Appendix D). You can use this template to fill in the data yourself based on the Learner Data form and
other information you got about the learner during the assessment. All three levels (Beginner,
Intermediate and Advanced) are on the template, so all you need to do is delete the other two levels, so
the tutor will have some initial advice on what techniques may be good to start with (Id you are looking
at the pdf version of this eBook, then you should download the Word versions of these forms at
salipl.org/forms)

Before sending off the Learner Notes also attach a copy of the learner's Goals Formwriting sample if
supplied, Initial Meeting Report 3 copies of the Tutor-Learner Contracfone for the learner, one for the
tutor and one for your program to keep on file), and 1 Monthly Updateform. See an example of all this
information put together with the Sample Learner Notes Pack@ee Appendix D).

Tutoring Session Logistics

When a tutor receives their Learner Notes Packet, | recommend requiring them to contact their learner
within 72 hours of receiving the information. On the phone the tutor should identify him or herself and
work to set up their first session together. Both learners and tutors are usually nervous about meeting
each other. Tutors shouldn't worry about preparing a lesson for the first meeting. The first meeting is
really about getting to know each other, signing the 3 copies of the Tutor-Learner Contrac{see
Appendix C) together and for the tutor to review the goal sheet with the learner that was filled out
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during the assessment. A lot of tutors are worried about preparing their first lesson, but tend to find it
easier after they have gotten to know their learner more.

Tutors will usually spend a few hours a week lesson planning at first, but as the weeks go on and they
have begun to get a better feel for what techniques their learners are responding best to, the amount of
time needed to prepare tends to decrease. In the beginning, it's good to come into a tutoring session
with what you think are too many lessons and activities, because you just don't know how long each one
is going to take. Many tutors often wonder how they are going to fill up two hours of activities, but soon
learn the time passes pretty quickly.

If your plate isn't already too full (and it might very well be if you just started a literacy program at your
library!) you may want to take a learner yourself. It helps you learn more about tutoring and puts you in
a better position to help your tutors if they come to you with questions. | would really recommend the
experience. Unlike your tutors, you also have the opportunity to hand pick your own learner!

Keeping Track of Learners and Tutors

You can keep track of your tutor-learner pairs with some of the forms in Appendix C (also see
salipl.org/forms). After you have assigned a learner to a tutor you should receive the Initial Meeting
Reportform and a copy of the Tutor-Learner Contractlf you don't receive these within a few weeks,
you should call the tutor to make sure that they've established contact. After that, tutors should turn in
the Monthly Update form every month.

Although you can supply them with all the forms, sometimes tutors aren't very good at updating you
regularly with how everything is going. I've had many successful pairs who met frequently but rarely
gave updates. A lot of them | would see and chat with around the library though, so | still had a good
idea of who was still meeting and how things were going. Since the learners and tutors are all adults
who know to contact you if something isn't working out right, you don't have to consider yourself
responsible to chase them down and make sure they are meeting every week. Many literacy programs
have to estimate how many tutor-learner pairs they have that are still active, especially if they meetin
diverse places throughout the community. Programs that meet in the library are easier to track but
sometimes there are still a few question marks about who is still meeting. Tutors and learners also
sometimes go on a temporary hiatus due to various life circumstances.

Some ways to keep communication open with your tutors are to send out monthly newsletter via email
to keep them informed of what is going on. You can also use this as a way to remind them to send
updates, even if the update is just a short email about how it's going!

It's also good to schedule get-togethers for your tutors. It's a great way for them to see each other again
after getting to know each other at the training and trade experiences. Tutoring can be an isolating way
to volunteer and it's good to be able to talk and connect with others who are doing the same thing as
you.
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Conclusion

| tried to cover all of the basics in this section. Be sure to also check out the FAQ's section as well as the
salipl.org website. Also feel free to send me a message (salipl.org/contact)if you have any questions or
comments.
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6. FAQ's

Is it going to take a long time to get something like this started?

It doesn't have to, but it is definitely a longer term project. The time it takes to get going can actually be
advantageous to you, giving you more time to figure out how you want everything to be organized. The
timeline will also depend a lot on the availability of the trainer you make contact with through a local
literacy program.

How much work is it to start a program like this?

Itis a lot of work up front, however this website should help streamline some of the initial
considerations | wasted too much time figuring out near the beginning of Westland's program. | also
recommend having at least 2 people work on it together--it reduces the workload and creates built in
redundancy and longevity should one of you move to another library.

What can | do if we a& a small library and don't have enough staff to support a literacy program? Or if
there are no literacy programs anywhere nearby who are available to help?

You can still work on developing a literacy collection by ordering some of the titles available on New

Readers Press (newreaderspress.com).

How do you identify exactly where a learner is at?

Well, you don't identify exactlywhere a learner is at, but you can get a general idea. | use the QARI
Word Test (available at salipl.org/templates/word-test.pdf), which allows you to get a rough estimation
of a learner's grade level by how many words they get right on five lists. Then you convert the grade
levels to Adult Literacy categories: Beginner (K-2), Intermediate (3-5) and Advanced (6-8).

How do you know if a learner has a learning disability?

Simply put, you don't. It is complicated and expensive to get a legal diagnosis of a learning disability. It
also doesn't really affect the approach we take in tutoring learners. In a classroom, someone with a
learning disability may ask for an accommodation (like extra time) that will help them learn or test more
fairly. When you are doing 1-on-1 tutoring you are already taking such an individualized approach (trying
different techniques till you find what works) with your learner that whatever you are doing would
already be considered an accommodation in a classroom.

What do | do if a learner comes to me who seem®tadvanced for our program?

Sometimes you may get learners who come to you who's own ideas about how poorly they read are
much higher than they actually are. Your tutors are really only trained to help people up to an 8th grade
reading level. | would recommend referring a learner who "tests" above 8th grade to the local
community college or any GED classes in your area. They may be disappointed to learn you can't help
them, but they usually feel good to learn they are reading at a higher level than they thought.

What are the main starup expenses?

The main two start-up expenses are paying for the tutor training (one reason why you want to make
sure you have enough tutors to justify the expense, it usually costs $500-$1000) and the cost of building
an adult literacy collection, which can completely vary depending on how much you want to put into it.
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Should we try to serve both BL and ESL?

| would recommend trying to start with just one in order to keep your initial scope under control. Which
area you're interested in may depend a lot on the population you are serving. | think BL is a little easier
to accommodate because the learners typically come in at a steadier and more manageable rate. ESL
populations can quickly tell all their friends that there is free tutoring available, so you may have a lot of
people coming in all at once. BL learners don't usually tell their friends they are getting tutored. | think
the easiest way a library can support ESL is to look into starting an ESL conversation group, which is
something else you can discuss with your local literacy program.

Don't you need a lot of training to teach someone to read?

Reading specialists typically have a Master's degree in education. Ideally every adult with low reading
skills could get their very own reading specialist to sit down and work with them for free every week.
Since it usually doesn't work that way, trained literacy tutors are still a great alternative. The reason
many of our learners did not succeed in school was because their teachers moved a little too fast or
used techniques that did not match their learning style. The learner is still going to receive major
benefits from having the individualized attention they needed and were not able to receive in school.

Why 1-on-1 tutoring? Couldve do groups instead?

1-on-1 tutoring is simply more effective. Adult learners who were not able to learn to read in school,
were probably not able to succeed in a group environment. Group classes would still help them, but
they will move along more slowly than working with someone 1-on-1. Group classes are great, though,
for ESL Conversation groups, because it gives learners the opportunity to talk to more than just one
person in English.

Should the tutors and learners always meet at the library? Whatvg don't have enough meeting
rooms?

Many programs do not have large enough locations for their tutor-learner pairs to meet on site, so this
is a common issue. Most learners prefer to meet in quiet locations where the people around them do
not know they are being tutored. You can always look into connecting with other community buildings
and local churches to ensure there are enough private places for your pairs to meet. One thing you want
to do is make it clear that no one should be meeting in private homes or traveling in the same car
together for liability reasons.

What if the learner never shows up?

Sometimes tutors report that they have a learner who is often a no call/no-show. | always leave the
decision up to the tutor on how much is too much. If a tutor has told me that they don't want to meet
with a learner anymore because they are not coming and not notifying their tutor ahead of time, | take
them at their word and give the learner another chance with another tutor if they want. However, |
wouldn't waste more than two tutors on a learner who can't keep their commitment or communicate,
especially when there is someone else who will come every week and would love to have a tutor
volunteering their free time to help.

Do you let people set up assessmerits someone else?

Everyone is different, but in my program | decided to stop allowing others to call me and set up an
appointment for someone else to meet me for an assessment. | would tell them that | would be happy
to answer any questions they had so they could pass our program's information along to a potential
learner, but that learner had to contact me on his or her own volition to join the program. | found that
when others were advocating too much for someone else, the person they were trying to help wasn't
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necessarily the person interested in improving their reading, rather it was the family member or social
worker who set up the appointment. Making this rule definitely helped me reduce some of our learner
attrition.

Who can | share learner informatiowith?

Learner information should be kept as private as possible. You should try to find a way to secure any
digital or physical files you have about learners. The only people who should be able to access them are
those administer your program and then of course the tutor you assign a learner to.

Have a question not listed herend me a message (salipl.org/contact)
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7. Adult Literacy Resources

Resources for Libraries

National Literacy Directory
nationalliteracydirectory.org
Find a literacy program near you.

ProLiteracy

proliteracy.org
The world's largest organization of adult basic education and literacy programs.

New Readers Press

newreaderspress.com

The publishing division of ProLiteracy. This is a great place to order adult literacy materials like reading
workbooks, writing guides, spelling tools, easy novels, GED preparation, ESL materials, the weekly
publication News for Youa special newspaper written just for Adult Learners) and much more!

ProLiteracy Education Network

proliteracyednet.org

Free online courses for all levels of literacy instruction, as well as lesson planning and instructional
techniques and strategies.

Resources for Working with Adult Learners

GCFLearnFree.org
http://www.gcflearnfree.org
Completely free online tutorials and videos for adults on reading, math and technology

Free Rice
freerice.com
Build vocabulary while donating rice through the UN World Food Program to help end hunger.

1000 Most Common Words in English
esl.about.com/library/vocabulary/bl1000 listl.htm
See the 1000 most common words of the English language in order of their use.

Azargrammar.com
azargrammar.com
Find worksheets, activities, and vocabulary at various levels to learn English grammar.
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English for Everyone

englishforeveryone.org

This site is full of printable English worksheets for comprehension, writing, spelling, punctuation, and
more!

Lessonwriter
lessonwriter.com
Create lessons and lesson plans in minutes.

Mingoville
usefoundation.org/learnenglish
Free interactive English language lessons.

Print Customized Lined Paper
incompetech.com/graphpaper/lined
Create paper with line spacing customized for your learner's needs.

Puzzlemaker.com
puzzlemaker.com
Easily make cross-word puzzles, word searches and more.
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Participating Libraries

See the growing list of public libraries | am compiling that offer adult literacy programming:
salipl.org/libraries.

If you would like to have your library's name added to the list, please message me at salipl.org/contact.
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Appendix A:
Example Presentation

(download PowerPoint at salipl.org/forms)
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Appendix B:

Assessment and
Learner Forms

(download the Word files at salipl.org/forms)



Your

Library
Your Program z Goals Form Logo
Name Date
Job: 0 write essays
O getajob O take phone messages
O (get better job/position O improve spelling
0 perform present job better
O enter job training Personal:
0 fill out job application O register to vote
O vote
Economics: 0 get U.S. citizenship
0 open bank account O get/uselibrarycard
0 read bank statement 0 CAO AOEOAOGSO 1 EAA
O use ATM machine O understand emergency
O write check(s) situations
O understand information from the
Education: 0 idrr(:C:c(;:/e self-esteem
O enter Adult Education o inc?ease confidence
O take the TOEFL exam

O improve basic skills (reading,
writing, etc.)
O improve life skills

enter college
work on coursework (ESL, HS,

o O

college)
O obtain GED —
O obtain HS diploma Reading: _
0 work on computer skills 0 read to kids
O help kids with homework
. . . O read Bible/religious materials
Speaklng/Llstenlng. L O spend more time reading
O Improve pronunciation 0 read addiction recovery
0 know more spoken vocabulary materials
O improve conversation skills 0 read menus
0 understand spoken English 0 know more words on sight
better 0 understand what | read
O use telephone for: _ _read.stories. A
o AT i i OT EAAOA xEOE AEg AP Ricldd A
O read book(s)
Writing:
0 write letters L
O write postcards O read newspaper(s)
0 write e-mails
0 fill out forms _
O write stories
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Your Program z Learner Contract

This contract is between theYour Program and

(Learner). Under this contract, the Learner agrees to fulfill the commitment to meeting
with a tutor as stated below.

. How it will work

I will:

|l

Meet with my tutor for at least 2 hours a week

Meet with my tutor for at least 6 months

Be on time

Tell my tutor if | will be late

Tell my tutor if | will not be there

Do my best

Work on MY goals

Talk with my tutor about the best way for meto learn
Talk to my tutor if | have a problem

Help my tutor find the best books for me

Call theYour ProgramCoordinator if | need a new tutor

CallYour Programif | need to stop meeting my tutor

Your
Library
Logo
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Il. How | will make it work

1. Family
1 Who is my family?
1 How could my family make it hard for me to go to tutoring?
1 What will | do to overcome it?
2. Transportation
1 How will | get to tutoring?
1 What could make it hard for me to get to tutoring?
1 What will | do if I have a problem?
3. Work and School
1 When do | go to work or go to school?
1 Will I have to change my schedule to go to tutoring?

4. What else?

| agree to fulfill my commitment as a learner by doing the things in this contract the best |
can. | will do my best to overcome the things | have listed above thatagjmkeep me from
making it work.

Learner Signature Date

Your ProgramStaff Date
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Learning Styles Inventory

Read each sentence carefully. Does it apply to you Rarely (0), Sometimes (1), or Often (2)?
Write down the number of your response in the box. Calculate each subtotal

| enjoy doodling. Even my notes have lots of pictures, arrows, etc. in them.
| remember something better if | write it down.
I get |l ost or am | ate if someone tells

write down the directions.

picture of it in my mind.

I f | have made a grocery | ist but have

It helps me to look at a person when listening. It keeps me focused.

talking or music playing.

I remember names without having to write them down.

I understand better how to do something if someone explains it to me, instead of
reading instructions myself.

| think out loud.

I remember things that | hear, rather than things | see or read.

I think and compose my ideas better by talking than by writing.

If | had the choice to learn information via a lecture or a textbook, | would choose

the lecture.

When busy, | prefer to pick up the phone instead of writing an e -mail or letter.

| like to work with background noise -- music, television, people around me.
subtotal

I dondt | ike to read instructions. | 6d

| learn best when | have the chance to try something out.

| tend to solve  problems through experience and a trial -and -error approach.

| like to have something in my hands when | am talking, thinking or listening.

| find myself needing frequent breaks when studying or working with
reading/writing.

| have a good sense of  direction without a map or guide, even in strange
surroundings.

I like tinkering with broken things, trying to understand how they work.

When | candédt think of a specific word,
i wh acha-ma-call-i t 0 oringa-matjh g. 0

| think best when | have the freedom to move around.

subtotal

ltds hard for me to spell words out | oud
It is easier for me to get work done in a quiet place.

subtotal
My attention strays away from things | 6m

h

When trying to remember someoneédés teletphone

eft

Il'tds hard for me to understand thdreatepeoplper s o

Wi

e

at
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Your Program z Learner Data Form

Your
Library
Logo

Name: Assessment Date:

Address: Circle:

City: Zip: ESL or BL Male or Female
Phone: Birthdate:

Calling Instructions:

Race(circle)

E-mail:

White Black/African American Asian

Employment Information:

Employer/Occupation:

Asian and White American Indian

Native Hawaiian Hispanic

Phone #/Hours:

Living situation (circle):

Single Married Other:

Family (# of children, etc):

Black/African American and White

Other:

Country of Origin:

Hobbies/Interests:

In U.S. since:

Referred by:

Foreign Language:

Forsee any blocks in tutor commitment

Speak Read Write

(circle): Education:
Yes: No Highest Grade:
Yr Graduated:
Available |M | Tu |W | Th Sa | Su How did you feel about school?
morning
afternoon
evening Other Educational experience:

Transpor tation:

Additional Notes:

Tutor Preference (circle): None Male Female
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Comments/Suggestions :
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Your Program

Your Program Confidentiality Statement

| understand that Your Programhas a strict confidentiality policy and my personal
information will only be entered in my Your Programfile. It will not be released for
any other use without my permission.

Signature

Your
Library
Logo
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Appendix C:
Tutor Forms

(download the Word files at salipl.org/forms)



Your ProgramAdult Literacy Tutor Interest Form

Name

Address

Phone Email

Occupation

What got you interested in adult literacy?

There will be a $25 fee for training materials due on the first day of training
| plan to attend tutor training on dates and times

| cannot attend this training but would like to be informed of future training opportunities

| understand that if | attend the Your Prograniiteracy Tutor Training Program, | will commit two hours a week to
my assigned learner for one year.

Signature Date
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Your Program z Tutor Data Form

Name:

Your
Library
Logo

Education/Work/Volunteer Background

Address:

(please describe):

City: Zip:

Home phone:

Cell phone:

E-mail:

Employer:

(circleone) FT PT  StudentRetired

Work phone:

Hobbies/Special Interests (please describe):

May we contact you at work ? (circle) Yes
Male
Race((circle all that apply)

White
Asianand White

Native Hawaiian

Gender: (circle) Female
Black/African American
American Indian
Hispanic
Black/African American and White

No

Asi

an

Anything else you would like to share?

Did you return a signed copy of the Tutor

Other: Contract? (circle)  Yes No

Country of Origin: Learner Gender Preference:

USA Other: (specify) None Male Female
Please mark the times you would like to meet Learner Skill Preference:

your learner: None Beginning Intermediate Advanced
Available |M |Tu |W |Th |F |Sa |Su Would you be interested in working with a
morning Learner with a cognitive impairment?
afternoon Yes No

evening Would you be interested in helping an ESL

learner?
Transportation: Yes No
Are you ready to start with alearner? Yes No 41 AAUG O $AOA

If no, when can we contact you?:
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Your Program Z Tutor Contract Your

I, Your ProgramVolunteer Tutor, will: Libra ry
i acknowledge that lam 18 years old or older L 0 g 0
1 commit a minimum of 2 hours/week for 1 year, plus preparation time
9 treat learner opinions, experiences and progress with respect
T I AET OAET 1 AAOT AOOSE POEOAAU AT A Al 1 £ZEAAT OEAI EOU
1 respect and work with people of diverse backgrounds vihout discrimination based on race,

nationality, ethnicity, religion, gender, sexual orientation, economic status or disability

contact my learner in a timely manner after placement

work with my learner at either the library or an approved public tutoring site; | will not participate in
tutoring session in any private residence

demonstrate behavior appropriate to working oneon-one with an adult

get to the library or other approved tutoring site without assistance from the program or my learner
and without providing assistance to my learner

arrive at the tutoring session on a mutually agreed upon time

notify my learner in advance if | will be late or need to miss a section

prepare lesson plans based on learner goals, needs and interests

maintain records oflearner achievements/accomplishments and report these t&’our Programstaff
submit Monthly Progress Reports

maintain contact with Your Programstaff and notify staff if problems arise, if learner is not meeting
time commitment or if tutoring sessions terminate

1 notify staff of all changes of address, phone or availability

= =

= =

= =4 -4 -8 -8 -

| have read and agreed to th&our ProgramTutor Contract

4001 060 TAI A Pl AAOBODOGDOQECT AO&DA

Received by (please print) Staff signature Date
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Your Program - Initial Meeting Report Form

Date of first meeting:

[ SFNYSNRA yIYSY

Your
Library
Logo

Please describe your first session:

What day and time are you planning to meet?

What materials are you planning to use?

Please deliver this form to the Your Program mailbox.
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Your Program - Monthly Update Your

Tutor Name: L1 b ra r‘y
Tutor email/phone: * Logo
Learner Nime: Month/Year:

Please check the accomplishment(s) you achieved this month. Also fill out the hours section on the back of
this form. Your comments and observations are encoudagédnk You!

« Accomplishments Accomplishments
o | Improved confidence @ I Filled out a job application
E I Improved life skills g/ | Completed a resume
52 | Played a game = E/T Performed job better
S g | Worked on a computer ;% I Gained employment
S g1  Other: S E| | Retained or advanced in current jo
og E S|l Other:
= | Read mail < : :
21 Read newspaper = | Joired another academic program
=1 Read stories/articles _ g| ! Studied for a government test
o5 | Read book G| Improved spelling
£ g1 Readother: 2 g|! Readother:
< L 2
| Wrote a letter or postcard _[T Opened a bank account
|  Wrote name, address, and telephg o] Read abank statement
=
2. number L o 5 | Usedthe ATM machine
S | Completed forms or applications £%3/1 Wrotechecks
£ 1 Wrote more at home, work, or S ElY  Other:
@ school E § '
o g | Wrote a story or essay - : :
£ 91 Took phone message 2 | Read more to chlldren/grandchlldre
=271 Wrote other: 8' Became involved
T d speaking skl g| School
= : Improved speaking skills 5|1 Helped children with homework
L0 Improved pronunciation = ElT  Worked on family health issues
= || Understood spoken English better € 9|y .
4 | < o/l Other:
S || Used the telephone il N
~ || Spoke to a new person =| 1 Used the library
g || Expanded vocabulary g/ 1 Volunteered
O g | Other: 2% | Went shopping alone
é g | Read street, traffic or other signs
£ g/ | Other;
O O
O<

*please let us know if you or your learner have a new address, phone numberibaddress.
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Il s there anyt loishag with ussaboutyoungbats, atconkpleshments, triumphs, or needs?

Please list any favorite activities you are using in your lessons:

May we share your ideas in training and the newsletter? YES | NO

Thank you for filling this out! Your updates will help us improve our programs, seek
grants, recognize achievements, and help more learners.

Learner Prep

Date We Met Place(s) We Met | Hours Together
Hours

Tutor Prep Hours

Totals:
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Your

Tutor-Learner Contract Library

Logo

Please fill out and sign all three copies during your initial meeting. Each of you should keep
one copy and return the third Your Program

We will:
1 meetin the lbrary or another approved location
1 not drive each other to sessions
M beontime
1 call each other if we are going to be late or miss a meeting
f work on ____ 0s (learner name)
1 find the best books and materials for to use
1 do activties that help reach these goals
1 be ready to work together at every meeting
1 tell each other honestly when we want to change something about tutoring
1 understand that if one of us misses three meetings without calling, s/he could be asked
to leave the onen-one program
T respect each otherdés needs
Learner Tutor
Name: Name:
Phone: Phone:
Signature: Signature:
Date: Date:
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Your Program Y
our

FinalUpdate Library
Logo

Tutor Name: Tutor Phone:

Tutor Email:

Tutor Address:

Learner Name:

Approximate Date Pair Discontinued Meeting:

Reason for discontinuing pair:

O] Learner Met Goals [0 Learner no longer able to meet regularly
O Learner Moved Away 1 Tutor no longer able to meet regularly
O Tutor Moved Away L1 Other

Would you like another learner? Yes JNo

If yes, please notiearner preferaces (such as level, gender etc.), when you are available and where you prefer to tutor.

Does your learner want another tutor? Yes ] No O

Tutor Signature: Date:

Thankyou for filling this out! Your updates will help us improve our programs, seek grants, recognize achievements
and help more learners.
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Appendix D:
Sample Learner Notes
Packet

(download the Notes Template at salipl.org/forms)



Learning Notes for Bob Smith Date: 6/11/11
Address:
3412 Dovetail In, Anytown, MI 41234 Birthdate: 5/3/33

Home phone: 734-555-9152 It is okay to say you are a Your Program futor.
E-mail: bobbyzmith53Fhotmail com

Living situation: lives with wife and cne grown danghter and her two kids (ages 3 and 7)

Interests: watching baseball and basketball, mowies, watching the history channel

Availability:
Mon Tues Wed Thurs Fn Sat Sun
moming | X X X X X
aftemoon | X X X X X
I X X X X

evening
(Femember the hibrary is closed on Sundays during the summer)

Bob has a fairly open schedule right now. He likes to be available during the weekends to hang out
with his grandkids.

Transportation: has his own car
Employment: cumently laid off
Education: dropped out of school in o= grade

Learning Styles

Use a combination of visual, auditory and kinesthefic strategies. Together the two of you will find
what works best as you get to know your leamer better. Bob said he has trouble distingnishing between
b’s and d's. He has leamned to read around words he doesn’t know and says this techmique sometimes
works for him and he 1s able to fill in the blanks.

Measuring progress

It will be important to go over your leamer s goals together and set some short-term goals. Filling out
the Monthly Update together is a good way to track progress and encourage your leamer to take
responsibihity for defiming the next set of zoals.

Goals: See attached Goals Form.

Current Reading Skills:
+ intermediate reader



Current Writing Skills:
(See wnting sample, attached)

Advice on lesson planning
LITSTART strategies to use (feel free to add others as they seem appropriate)

Intermediate Level

Word Study
27. What Do You Hear?
28 Sound It Out
20: Cover It Up
30: Word Famuly Patterns
32: Nonsense Words

37: Spelling Patterns 1
39: Copy Cat

Reading
14: Pre-Reading Survey
16: Let’s Find Out (aka KWL)
18: Lamguage Expenience Story
21: Eead Aloud
22: Questioning
Writing
50: Temporary Spelling
51: Everyday Scenarios
52: Written Conversation
54: Guided Wniting (Int /Adv.)
56: Assisted Wnting
57: Writing 1,2, 3
58: Journal Writing
59: Free Wntng

Reminders about helpful sirategies introduced in tufor training
(You and your learner can decide what works best)

Reading:
Choose readings together. Some ideas....
Poetry
lyries (listening to song or watching videa)

Plan to write LEA's onto flashcards, reassemble them, play matching games, etc.
Do lots of practice on how to activate prior knowledge: work on remembering to read, think about and
talk about titles of passages so that PE can be activated.
Webbing, Mapping
Brainstorming
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Talking about a picture before reading

Talking about a title before reading

Making a list of what you want to leam from a readmg
Making a hist of what yon leamed from a reading

Talk about if it would be helpful to practice reading instructions and following them together {Adult
Ed homework assignments, assembling something, doing a housework task, etc.)

Orther possible reading materials to nse:

Feader’s Digest stores.

WNewspapers (WMews For You, a weekly newspaper written for new adult readers—ryou can find
copies on the literacy resource shelves)

Bank statements, other consumer documents {futor or learner could bring own)

Writing

Wehhung' Try different varieties, starting with tutor taking dictation to write the web.
Try choosing a topic tugeﬂler then each wrniting a web about 1t.
You don't even have to tum the web 1nto sentences every time.

Try out written conversation. In the long ron, this may prove a very mmportant and usefil (and fun!)
strategy.

Journaling: E:chl:aepadail}rjmma]mdshareeachweak_ Generally, a journal iz a place for
thoughts, but not editing perfection, so accuracy in spelling/sentence formation is not
important. It can create wnter's block to go back & “fix” spelling later, so it’s often best to just
leave a joummal alone. The tutor or leamer can make notes about spelling words that come up in
the journal, and work on them separately. To start, just journal a couple of words each week.
The tutor should journal too, then share. For a begimmer, a journal can just be one word a week
or one word a night, and the tutor should mirror this.

Expeniment with word games that mvelve wnting, especially those that help practice sight words or
word families.

Together, write documents that the learner needs in order to communicate with care providers, such as
doctors and home health aides. Medication lists, chore schedules, etc.

Fill out the Monthly Update each month with your leamner, and drop it off in the Your Program
mailbox. Ymmnﬂm&mm]ﬂ:ﬂmfﬂmnﬂthmﬁntbﬂMﬂntﬂy
Update with Your Library's name on it to 734-353-1234, the library’s fax mumber. You can
find forms on our Tutor Resources shelves and on our website at

www yourlibrary_ crg/literacyurl

Word Study (“Keys™)

Sight words:

Practice sight words through reading, flasheards, cloze exercises.

Make a list of words that don’t follow regular phonics and spelling rales that need to be memorized by
sight, as they come up.

Maybe sketch picture associations with each of these words.

Word families:
Work a lot with word families, becanse 1t’s an efficient way to get at single-letter phomcs too.
If the learner 13 interested, wiite rhymuing poems together using word famihes.
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Phomics:

It may be helpful to work with big flashcards, assembling letters into words. Flashcards may also be
helpful for breaking down words that come up in writing (visualize the chunking and sounding them
out.) The flipping phonics chart sold by New Beaders Press (or one you create from spiral bound
mdex cards) is often a helpful tool.

Eeys in general:

Chunk words into syllables, spell words out, talk about words, find small words in the bigger words,
skip over words & guess them from meaning, think about similar words, ete. See what combination of
Leys strategies works best.

lling:
?fpeﬂmmglmr likes 1t, use written conversation as part of choosing what words to work on.
Be sure to ncorporate writing and spelling in your work en reading word families.
There are a mumber of spelling workbooks available at the library if you two decide to use a workbook
for thus kind of thing.
Use boggle cubes or Scrabble tiles to work on word families, the effect of a silent “e”, blends, etc.
Other Snggestions
Ezep a log of books read or words leamed each month.
Ezep a notebook of everything you have written and read together. Look back at it over time and
make notes about where you both see progress.
Set at least one attainable goal each month. You may also want to set weekly goals. Together, track
accomplishment of goals and what was leamed on a chart in the notebook.

Have fun, and keep talking about what your leamer’s priorities are and what is working best.

Last, but not least, keep in touch — call or email staff, send n monthly updates. Eemember, we need
to hear from you. . .
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Westland Literacy - Goals Form

Name Boo Stnith

Date (D/“/”

Job:

& getajob

O getbetter job/position

o perform present job better
enter job training

o fill out job application

Economics:
O open bank account
é/ read bank statement
O use ATM machine
& write check(s)

Education:
o enter Adult Education
take the TOEFL exam
enter college
work on coursework (ESL, HS,
college)
¢/ obtain GED
O obtain HS diploma
@/ work on computer skills

O O O

Speaking/Listening:
@ improve pronunciation
know more spoken vocabulary
O improve conversation skills
o understand spoken English better
O use telephone for:
O communicate with child’s school

Writing:
O write letters
O write postcards
& write e-mails
@/ fill out forms
O write stories
O write essays

o take phone messages
@/ improve spelling

Personal:
O register to vote

vote

get U.S. citizenship

get/use library card

getdriver’s license

understand emergency situations

®” understand information from the
doctor

o improve self-esteem

o/ increase confidence

o improve basic skills (reading,
writing, etc.)
improve life skills

0O O0OO0OO0O0

Readjng:
Y read to kids 3“"“045
o _help kids with homework
o/ read Bible/religious materials
o’ spend more time reading
O read addiction recovery materials
¢ read menus
®” know more words on sight
@ understand what [ read
O read stories
@ read articles

o read book(s)
interested \n mysleries
@/ read newspaper(s)

Dresd Feee Press
O read magazine(s)

Other:
Woats 4o pe obie To text
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Your Program - Initial Meeting Report Form

Date of first meeting:

Learner’s name: Tutor’s name:

Your
Library
Logo

Flease describe your first session:

What day and time are you planming to meet?

What matenals are you planning to nse?

Flease deliver this form to the ¥our Program mailbos.
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Your
Library
Logo

Tutor-Learner Contract

Please fill out and sign all three copies dunng your mitial meeting. Each of you should keep one
copy and return the third to Your Program.

We will:

meet in the library or another approved location

not dnve each other to sessions

be on time

call each other if we are going to be late or miss a meeting
work on 's (learner name) goals

find the best books and materials for to use
do activifies that help reach these goals

be ready to work together at every meeting

tell each other honestly when we want to change something about tutoning

understand that if one of us misses three meetings without calling, s'he could be
asked to leave the one-on-one program

respect each other’s needs
Learner Tutor
WName: Name:
Phone: Fhone:
Sigmature: Signature:
Date: Date:
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Your
Library
Logo

Tutor-Learner Contract

Flease fill out and sign all three copies dunng your imtial meetng. Each of you should keep one
copy and return the third to Your Program.

We wall:

meet in the hibrary or another approved location

not drive each other to sessions

be on time

call each other if we are going to be late or miss a meeting
work on 's (learner name) goals

find the best books and materials for to use
do activities that help reach these goals

be ready to work together at every meeting

tell each other honestly when we want to change something about tutoring

understand that 1f one of us misses three meetings without calling, s’he could be
asked to leave the one-on-one program

respect each other’s needs
Learner Tutor
Wamne: WName:
Phone: Phone:
Signature: Signature:
Date: Date:
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Your
Library
Logo

Tutor-Learner Contract

Please fill out and sign all three copies dunng your 1mmtial meetng. Each of you should keep one
copy and return the third to Your Program.

We will:

meet in the hbrary or another approved location

not drive each other to sessions

be on fume

call each other if we are going to be late or miss a meeting
work on 's (learner name) goals

find the best books and materials for to use
do activities that help reach these goals

be ready to work together at every meeting

tell each other honestly when we want to change something about tutoning

understand that if one of us misses three meetings without calling, s/he could be
asked to leave the one-on-one program

respect each other’s needs
Learner Tutor
Name: Name:
Phone: Phone:
Signature: Signature:
Date: Date:
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Your Program - Monthly Update Your
Tutor Name: Library
Tutor e-mail/phone: * Logo
Leamer Mame: Month/Year:

Fleaze check the accomplishment(s) you achieved this month. Alse fill oot the hours section on the back of this
form. Your comments and observations are encouraged—Thank You!

O

Ooooao

Personal

Accomplishments

Improved confidence
Improved life skills
Played a game
Worked on a computer
Other:

OooOooooao

Accomplishments | Accomplishments

Read mail

Read newspaper
Read stones/articles
Read book

Read for pleasure
Read other:

Employment

Accomplishments

OooOoOooaoao

Filled out a job application
Completed a resnme
Performed job better

Gained employment

ERetained or advanced in current job
Other:

oo

oo

Writing Accomplishments | Reading
o

Wrote a letter or postcard

Wrote name, address, and telephone
number

Completed forms or applications
Wrote more at home, work, or
school

Wrote a story or essay

Took phone messages

Wrote other:

Educational
Accomplishments | Accomplishments

Ooooaoao

Joined another academic program
Studied for a povernment test
Read other:

Ecom omic

Accomplish ment

Ooooao

Opened a bank account
Read a bank statement

Used the ATM machine
Wrote checks

Other:

Speaking/Listening
Accomplishments
ODoDOooooao

Improved speakmg skills
Improved prommeiation
Understood spoken English better
Used the telephone

Spoke to a new person

Expanded vocabulary

Other:

Family

O

Read more to children/grandchildren
Became invelved in childrens

school

Oooao

Helped children with homework
Worked on family health 1ssues
Other:

Commu nity

Accomplish ments | Accomplish ments

Ooooaoao

Used the library

Volunteered

Read street, traffic or other signs
Other:

*please let us know if you or your learner have a new address, phone number, or e-mail address.

57



Is there anything else you'd like to share with us about your goals, accomplishments, triumphs, or needs?

Please hist any favorite activities you are using in your lessons:

May we share your ideas i traiming and the newsletter? o

YES

o NO

Thank you for filling this out! Your updates will help us improve our programs, seek grants,
recognize achievements, and help more learners.

Date We Met

Place(s) We Met

Hours Together

Learner Prep Hours

Tutor Prep Hours

Totals:
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