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Thank you for participating in The Literacy Project’s 
Self-Directed Volunteer Training.  

Our self-directed training allows you to explore the topics that are most important for you and your work with our students.  If you are working with beginning readers, you can focus a substantial part of your time on the reading process.  If you are working with students on math skills, focus your energy there.  

We ask that you complete 12 hours within the first 10 weeks of service.  

Here’s how it works:

· Choose a module that’s relevant to the class you’re working with, and pick an activity that suits your learning style and preferences.  I have tried to offer videos, tutorials, tip sheets, and longer readings, to suit a range of learners.    
· As you choose activities, try to select ones that will help make you more effective with the students you’ve been placed with.  If you’re not sure how to choose, ask me or the teacher you work with.  
· Keep track of the time you spend on the activity. 

· Once you’ve completed your selected activities in a given section, send me your written reflections along with the time you’ve spent on the activities.  Use the reflection questions on the checklist to spark your thoughts, but feel free to explore other topics as well.  I will write back to you about the topic.   

· If written reflection doesn’t suit you, just send me an email with the time you spent and what you did.   
· After your first month of training, meet with me or your supervisor to discuss the training and your experience so far.  

Have fun exploring adult literacy! 

-  Margaret 

Margaret Anderson, Volunteer Coordinator, The Literacy Project 

Margaret@literacyproject.org 

Self-Paced Tutor Training Checklist

Learn About The Literacy Project

The goal of this module is to become familiar with the staff of The Literacy Project, the space you’ll be working in, your role in the classroom, and the resources available to you.

Options to meet this goal:

· Meet all site staff and understand their role at the learning center

· Watch our introductory video on YouTube, 

http://www.youtube.com/watch?v=Iom3Im4de-4&feature=youtu.be 

· Tour the office and become familiar with

· where supplies are kept

· what books are in the student library

· how to use the photocopier

· housekeeping and cleaning procedures

· phone procedures

· other offices within the building

· fire escape procedures and the evacuation meeting spot

Meet Our Students 

The goal of this module is to become familiar with the kinds of students who participate in adult basic education classes.  

Options to meet this goal:
· The Literacy Project has several video interviews with students and graduates on our YouTube Channel.  You can view them here: 

https://www.youtube.com/user/TheLiteracyProject/videos
· Read Oral Histories of students at The Literacy Project, available at www.literacyproject.org 

· Watch “Dropping Back In,” a 4-part video series from Kentucky Educational Television about adult basic education.  

· Episode 1: “Complicated Lives” 

http://www.ket.org/cgi-bin/cheetah/watch_video.pl?nola=DBIN%20%20000103&altdir=&template= 

· Episode 2: “Second Chances”

http://www.ket.org/cgi-bin/cheetah/watch_video.pl?nola=DBIN%20%20000101 

· Episode 3: “Working for the Future”

http://www.ket.org/cgi-bin/cheetah/watch_video.pl?nola=DBIN%20%20000104&altdir=&template= 

· Episode 4: “More Than a Statistic” 
http://video.ket.org/video/2365384521/ 
· Here are more stories from adult education students around the state, collected on the SABES (System for Adult Basic Education Support) website.  They call them “Stirring Stories,” and new stories are added every now and then.   Find them here: 

http://www.sabes.org/content/stirring-stories-adult-basic-skills-and-english-language-learners 
· View the student-produced video “Learning Is Power.”  It’s a bit long at 17 minutes, but it captures the student voices and perspectives well.   http://www.youtube.com/watch?v=_PI2pFw5avc 

· This series of short videos feature students at a Literacy Program in Madison, WI speaking about their experiences in the program.   

http://www.youtube.com/watch?v=TxFasipGW54 

http://www.youtube.com/watch?v=ZeCnHf6LVEw&list=UUpL1S4t8iulomETojfncxKg&index=5 

http://www.youtube.com/watch?v=HNZ3Uij1j70&list=UUpL1S4t8iulomETojfncxKg&index=9 

· Written reflection: 

· What thoughts do you have after hearing the stories of our students?

· What themes emerge in the student stories?  What stands out to you?

· How does your own educational history compare with the student histories?  

· What questions do you have?

Working with Adult Learners

The goal of this module is to become familiar with the principles of working with adult learners.  

Options to meet this goal:
· Complete one of the following ProLiteracy courses at http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&tid=14 
· Working with Adult Learners

http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&rid=410 

· Principles of Adult Learning

http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&rid=402 

· For an introduction to adult learning theory in video format, try this link: 

https://www.youtube.com/watch?v=vLJ7cRwKI-I
· Written reflection: 

· Do the principles of adult learning presented here make sense to you based on your own experiences of learning and teaching?  

· What principles of adult learning feel most relevant to you in your work as a tutor?

· What do you want to remember about how adults learn compared with how children learn? 

· What questions do you have?

Reading Process

The goal of this module is to become familiar with the 4 components of reading instruction: alphabetics, comprehension, fluency, and vocabulary.
Options to meet this goal:
· Complete one of the following ProLiteracy Courses at http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&tid=5 
· Understanding the Reading Process

http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&rid=395 

· Phonemic Awareness for Adult Literacy Learners 

http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&rid=401 

· Before, During, and After - A Reading Comprehension Technique 

http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&rid=389 

· Developing Reading Fluency

http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&rid=395 

· The Literacy Information and Communication System (LINCS) Learner Web provides a free, easy-to-use training on the four components of teaching adults to read.   Each section invites tutors to think about what stage of reading the students they’re working with are at, and provides skills and exercises tutors can use to help their students master reading. There are also short videos, and performance assessments to monitor your comprehension.  You’ll have to set up an account to access the materials. 
https://lincs.ed.gov/ 
· For quick tips on tutoring reading, read through these handouts from Reading-Tutors.com:
 

Teaching the alphabet: 

http://www.reading-tutors.com/tips/TH_Tips_Alphabet.pdf
Building phonological (sound discrimination) awareness: 

http://www.reading-tutors.com/tips/TH_Tips_PhonAware.pdf
Phonics: 

http://www.reading-tutors.com/tips/TH_Tips_WordRecog.pdf
Teaching high-frequency words: 

http://www.reading-tutors.com/tips/TH_Tips_HFW.pdf
Comprehension strategies:    

http://www.reading-tutors.com/tips/TH_Tips_CompStrat.pdf
Fluency strategies: 

http://www.reading-tutors.com/tips/TH_Tips_Fluency.pdf
· For a more academic presentation of the components of teaching reading, watch this 2-part webcast, presented by the Office of Vocational and Adult Education:  

Part One: http://lincs.ed.gov/webcasts/assesspractice/webcast0928.html
Part Two: http://lincs.ed.gov/webcasts/assesspractice2/webcast0111.html 

These videos are 1-hour each.  Alternatively, you can read through the transcript.   

· To watch a teacher presenting a lesson on reading, try these videos:  

http://www.calpro-online.org/readinginstruction/video5.asp   

Look at the ones on Instructional Strategies and Techniques (Alphabetics, Fluency and Comprehension)    

· If you’re looking for a list of words that students should recognize immediately without having to sound them out, try the Dolch words.  The dolch words include the most commonly used words in English.  It was developed for children’s literature, but it’s useful for adults as well.  You can find the dolch word lists here:

http://www.mrsperkins.com/dolch.htm 

Louise’s class in Greenfield uses the Fry List of the most commonly used 1,000 words in the English Language:

https://localtvwreg.files.wordpress.com/2016/07/sight-words-4.pdf
· Explore the Tutoring Tips on the Literacy Connections website: http://www.literacyconnections.com/AdviceForReadingTutors.php 

· Explore the website, “Reading 101: What You Should Know About…” available at http://www.readingrockets.org/teaching/reading101 

· Teachers in Amherst and Northampton use the Diagnostic Assessment of Reading (DAR) to pinpoint the areas of need for individual students.  Here’s an overview of the DAR, from the company that sells the product: 

http://www.riversidepublishing.com/products/dar/index.html 

· Some sites of The Literacy Project are working with a reading curriculum called STAR (Student Achievement in Reading).  This is a state-wide initiative to build reading skills for intermediate level learners (those who test at grades 4-8).  You can learn more about the STAR program through this series of short videos:

http://www.startoolkit.org/resources/media.aspx 

· If you want a more comprehensive (and lengthy!) overview of teaching reading to adults, you can try this booklet produced in 2005 by the National Institute for Literacy (NIFL): Teaching Adults to Read: A Summary of Scientifically Based Research Principles

http://lincs.ed.gov/publications/html/teach_adults/teach_adults.html 

· Written reflection: 

· What do you remember about learning to read?  

· What strategies did your teachers use?  

· How does your process of learning to read relate to the adult students you are working with or have read about?

· What strategies do you expect to use with students in your class?

· What challenges do you expect to face?

· What questions do you have?

Writing Process

The goal of this module is to become familiar with the stages of the writing process and strategies for supporting students at each stage.

Options to meet this goal:

· Complete the ProLiteracy Course at http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&tid=5 
· Graphic Organizers: Tools for Instructors and Students

http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&rid=397 

· Written reflection: 

· What thoughts do you have after completing the Writing section of the training?

· How would you describe your own writing process?  What helps you when you get stuck?

· What strategies do you want to use with the students you are working with?

· What challenges do you expect to face?

· What questions do you have?

Teaching ESOL

The goal of this module is to build an understanding of the challenges facing English Language Learners and some strategies that can assist the advanced ESOL learners you may encounter in our classes.  
Options to meet this goal:
· Complete one of the following ProLiteracy Courses at http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&tid=7 

· Volunteering in English Language Learner Literacy Classes

http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&rid=409 

· Culture and English Language Learners

http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&rid=394 

· Explore the ESOL Resources Page on the Literacy Connections website, at http://www.literacyconnections.com/SecondLanguage.php 

· Review common English idioms that new speakers need to learn: http://teacherjoe.us/Idioms01.html 

· ESOL students often stump native English speakers when they ask why we use one word instead of another.  If you feel a need to review basic grammar and language rules (like when to use “that” instead of “which”), try the website of Purdue University’s Online Writing Lab, available here:

https://owl.english.purdue.edu/owl/resource/678/1/
· Higher level English Language students may be preparing for the TOEFL, the Test of English as a Foreign Language.  Here’s an overview of the TOEFL on Wikipedia:

http://en.wikipedia.org/wiki/TOEFL 

Here’s additional information from the test administrators, Educational Testing Service: 

http://www.ets.org/toefl/ibt/about 

You can download sample test questions here: 

http://www.ets.org/toefl/ibt/prepare/sample_questions 

· Written reflection: 

· What thoughts do you have after completing the ESOL section?

· If you’ve learned a new language, what challenges did you face and what strategies help you overcome them?

· In what ways do you think cultural differences come up in the classroom?  What strategies can help you overcome them?
· What strategies do you want to remember when you’re working with ESOL learners?  

· What challenges do you expect to face?

· What questions do you have?

Teaching Math

The goal of this module is to develop strategies for communicating math concepts to adult learners, especially those who find math particularly challenging or intimidating.
Options to meet this goal:  

· Complete the ProLiteracy Course, Making Math Manageable, at  http://www.proliteracyednet.org/articles.asp?mcid=2&cid=24&tid=8 

· The Concrete-Representational-Abstract (CRA) approach to teaching math helps students move from hands-on thinking to symbolic thinking.  This approach can be especially effective with students with learning disabilities in math.  Here’s a summary of the CRA approach: http://www.k8accesscenter.org/training_resources/CRA_Instructional_Approach.asp
· Each classroom has a set of base-10 blocks, to help make mathematical thinking more concrete.  This video provides a basic introduction to base ten blocks: https://www.youtube.com/watch?v=Y7qkyMyanjU
· This 3-part series shows how to use the blocks to demonstrate subtraction 

Part 1: http://www.youtube.com/watch?v=GFdhWgC4P2c
Part 2: http://www.youtube.com/watch?v=VJjtNVlMQWM
Part 3: http://www.youtube.com/watch?v=R8hRiOeq6Gc  (October 2015: Part 3 currently is being blocked by YouTube.  Try again soon!)
· Here is a demonstration of using base 10 blocks to model 2-digit multiplication http://www.youtube.com/watch?v=XUwg4V6wbdk  
and division   
http://www.youtube.com/watch?v=8IXAqXGDMXw.   

· This video demonstrates how to help students conceptualize fractions as a number on the number line.  https://www.youtube.com/watch?v=OHiNYPeixa4
· Students have a wide range of thinking about mathematical processes.  The following videos show 16 different ways people can solve a single subtraction problem.  It’s a good way to look at the diversity of problem solving methods you might encounter (and teach) in the classroom.  Watch Part One and Part Two for the full range.

Part One: http://www.youtube.com/watch?v=Puh5JkLjeb4
Part Two: http://www.youtube.com/watch?v=SWLuTG18B7k
· Browse through the state standards for mathematics, the Massachusetts Curriculum Frameworks for Math, at http://www.doe.mass.edu/acls/frameworks/mathnum.pdf  

· Explore some research briefs on the National Council of Teachers of Mathematics website, http://www.nctm.org/Research-and-Advocacy/research-briefs-and-clips/ 
· If you’re feeling like you need to brush up on math skills yourself, you can try the free on-line program, Khan Academy, www.khanacademy.org.  You can watch many videos on specific math topics, or even create an account and work your way through their math program for various grade levels.  Some teachers at TLP use Khan Academy with their students.  

· Written reflection: 

· What was it like for you to learn math in elementary and high school?  What made it harder or easier?

· What is it like for you to do math in your daily life?

· How do you feel about teaching math today?

· What challenges do you expect to face?  

· What strategies do you want to remember when you are working with math in our classes?  
· What questions do you have?

The High School Equivalency Exam
The goal of this module is to become familiar with the test used in Massachusetts to award a high school equivalency degree, the Hi-SET.  

Options to meet this goal:

· Massachusetts is currently using the Hi-SET as our high school equivalency exam.  Become familiar with what is on the Hi-SET test, how it is structured, and how it is scored by exploring their website, http://hiset.ets.org/  or watching their introductory video: http://hiset.ets.org/s/flash/overview_tutorial.html 
· Look at sample questions from each of the subject areas:(language arts, math, science and social studies): http://hiset.ets.org/s/pdf/2016_sample_questions.pdf
· Review the essay scoring rubric to understand how essays will be evaluated: 
http://hiset.ets.org/s/pdf/2016_writing_response_scoring_guide.pdf
Review sample essays to see how they would be scored: 

http://hiset.ets.org/s/pdf/2016_scored_sample_writing_responses.pdf
· The knowledge tested on the HiSET is very similar to that tested on the GED, and the company that provides the HiSET recommends using GED test prep materials.  Therefore, you’ll see many GED preparation books used in your classroom.  Become familiar with how they are structured so that you can use them as a reference during class time.   

· Written reflection:

· What thoughts do you have after completing the HiSET section?

· Describe your personal experience with standardized testing.  

· What are some of the strategies you’ve found helpful when preparing for and taking standardized tests?

· How do you feel about using standardized testing as a tool in the classroom?  How might your perspective on testing affect you as a tutor?

· What questions do you have?

Learning Disabilities

The goal of this module is to become familiar with a variety of learning disabilities you might encounter in the classroom, or to investigate in more depth a specific LD issue a student is struggling with.  

Options to meet this goal:

· Explore the website LD Online, http://www.ldonline.org
· View tutorials on learning disabilities at http://www.projectlearnet.org/ 
· Universal Design for Education are a set of principles that encourage us to set up all spaces and learning tasks with the widest possible variety of people in mind, understanding that there is great variation of learning styles and needs within any classroom.  This tutorial gives an overview of UD and how it applies to educational settings.  When you view the tutorial, note that some of the pages have video content, and some are just text to read through.  Use the large arrows at the bottom of the page to move to the next section.   

http://www.washington.edu/doit/universal-design-instruction-udi-definition-principles-guidelines-and-examples 
· [image: image1.png]View the webcast, “English Language Learners with Learning Disabilities”, available at http://www.readingrockets.org/webcasts/ondemand/2007 

· Written reflection:

· What thoughts do you have after completing the Learning Disabilities section?

· How would you describe your own learning style? 

· In what ways do you think your learning style will affect you as a tutor? 

· What challenges do you expect to face with your students in relation to learning disabilities?

· What strategies do you expect to use?

· What questions do you have?

Curriculum and Assessment

The goal of this module is to become familiar with what we are seeking to teach in adult basic education classes and how we measure our success.  
Options to meet this goal:

· The Literacy Project strives to teach the skills that adults need to know in every day life, as well as the skills they need to pass the high school equivalency exam and succeed in college and the workplace.  The make decisions about what we teach, we follow the Massachusetts Curriculum Frameworks for Adult Basic Education.  They are arranged by subject, and you can view them here:  

http://www.doe.mass.edu/acls/frameworks/ 

· All students enrolled in our classes are asked to take a standardized test periodically, to measure learning gains.  The test is called the MAPT, the Massachusetts Adult Proficiency Test, and it’s administered on-line.  Here’s a link to more information about the MAPT:

http://www.sabes.org/content/assessment-policies-using-massachusetts-adult-proficiency-test-mapt 
· In addition to standardized tests, teachers use a variety of forms of assessment in the classroom, to measure and evaluate what students have learned.  To learn more about the range of assessment strategies, explore the website, “Authentic Assessment Toolbox.” 

http://jonathan.mueller.faculty.noctrl.edu/toolbox/index.htm 

· Written reflection:

· What do you think are the essential skills all adults need to learn?  Have the essential skills changed over time?

· What forms of assessment have you witnessed in the classroom so far?  

· If you were designing the assessment, what would it look like?  What would you want to know? 

· What questions do you have? 

Transitioning to College

The goal of this module is to build an understanding of the challenges facing low-income and first-generation students as they enter college and the resources available to help them make the transition successfully.

Options to meet this goal:  
· Low-income students face particular barriers when they enter college.  This New York Times article profiles three students and the challenges they faced moving from high school to college.  It paints a very detailed picture of the kind of support our students need in order to be successful.  

http://www.nytimes.com/2012/12/23/education/poor-students-struggle-as-class-plays-a-greater-role-in-success.html?nl=todaysheadlines&emc=edit_th_20121223&_r=0 

· The Life Skills, College and Career Readiness Guide for ESOL Learners is a framework of the skills students need in daily life, in college, and in the workplace.   While the focus is on ESOL learners, it’s a useful listing of the specific things all adult education students need to be able to do.   

http://www.sabes.org/content/college-and-career-readiness-standards-adult-education 
· The National College Transition Network (NCTN) website provides lots of resources to help students make the transition from the GED to college.  Explore their site at:  http://www.collegetransition.org/index.html 

· One of the resources developed by NCTN is a curriculum for Integrating Career Awareness into the ABE & ESOL Classroom.  This document has lots of tools to help students explore their career interests and set goals to pursue their options.  It also gives a good overview of what “career awareness” entails for ABE students. 

http://www.collegetransition.org/docs/ICAcurriculumguide.pdf 
· Students who are entering community college are required to take the ACCUPLACER exam, to test their proficiency in reading, writing and math.  To learn about what’s on the ACCUPLACER and look at sample test questions, go to:  http://www.collegeboard.com/student/testing/accuplacer/index.html 

· Financial aid is a central concern for anyone considering college.  Here’s a website with videos that answer common questions about accessing financial aid.  You can use it to educate yourself, or watch it together with your students to help them understand their options.  

http://www.financialaidtv.com/in-the-news/holyoke-community-college-chooses-financial-aid-tv 
· Written reflection:

· What stands out for you as the biggest challenges for students as they move from adult education to college?  

· What kinds of support seem most effective and promising for students as they make the transition to college?    

· What questions do you have?  

Public Policy 

The goal of this module is to build understanding of the public support for adult basic education, the place of adult education in the larger education system, and the role adult education plays in the economic development of the state and the country.   
· Massachusetts has written a strategic plan for adult basic education, outlining why adult literacy is a priority for the state.  You can read it here:   http://www.doe.mass.edu/acls/sp/FacingTheFuture.pdf 

· In Massachusetts, “middle-skill jobs,” which require more than a high school diploma but not a four-year degree, currently make up the largest segment of jobs in the economy.  This report, Massachusetts’ Forgotten Middle-Skill Jobs, explores the gap between the jobs that will be available in the next ten years, and the skill levels of potential workers.   

http://www.nationalskillscoalition.org/resources/publications/file/skills2compete_forgottenjobs_ma_2010.pdf 
· The Undereducated American, by Anthony Carnevale and Stephen J. Rose at the Center on Education and the Workforce at Georgetown University, explains the impact of low college-graduation rates on the national economy.  https://cew.georgetown.edu/wp-content/uploads/2014/11/undereducatedsummary.pdf 
· MCAE, the Massachusetts Coalition for Adult Education, promotes public policy in support of adult basic education.  Visit their website and view their policy “alerts” to learn about the current policy issues in the state.  

http://www.mcae.net/index.php 

· Researchers have found that literacy levels and health are connected.  To learn more, explore the Special Collection on Health and Literacy at http://healthliteracy.worlded.org/ 

· The report “Literacy Behind Bars,” gives statistics about literacy levels in prisons, available at http://nces.ed.gov/PUBSEARCH/pubsinfo.asp?pubid=2007473 

· “Making Skills Everyone’s Business” is a Department of Education report (published 2015) on the current state of Adult Education, and about policy initiatives to improve it. http://www2.ed.gov/about/offices/list/ovae/pi/AdultEd/making-skills.pdf 

· Written reflection:

· Do you think the government should be providing free adult basic education?  Why or why not?  

· What do you think should be the purpose of adult basic education: are we primarily educating workers?  Citizens?  Or human beings?  Does our ultimate purpose for providing adult education make a difference in the classroom?    

· What questions or thoughts do you have?    

Goal Setting, Self-Reflection and Supervision

The goal of this module is to help you set goals for your volunteer service, reflect on your experience, and identify the best ways for you to receive support and guidance while tutoring with us.

Options to meet this goal:

· Periodic Written reflection:

· What were the high points of service over the past month? 

· What were the most challenging moments? 

· goals do you hope to achieve during your service?  

· What kind of support will help you meet your goals? 

· What is the best way for you to receive feedback and suggestions for improvement?

· What additional training would be useful to you?

· Set goals for yourself in your volunteer position.  Consider what skills and knowledge you want to build through this experience and what support you need to reach those goals.  For tips on setting goals, try the website below.  While the site refers to setting broader goals for your life and career, the specific tips offered are useful for setting goals for your volunteer service as well.   

http://michaelhyatt.com/goal-setting.html 

· Explore your personality type and what kind of workplace environment works best for you.  This website, “16 Personalities,” offers a short “personality type survey,” followed by profiles of each of the 16 types detailed in the Myers-Briggs Personality Type system.  While it’s not a perfect description of any individual, it may give you some insight about what you look for in a workplace and a supervisor.   

http://www.16personalities.com/personality-types
· Keep a journal about your service.  This website offers tips and guidance on how to keep a service journal as a tool for self-reflection and growth.

http://www.uta.edu/ccsl/for-students/reflection-journals.php 

· Meet with your immediate supervisor.  Discuss your goals for service, the kind of support you prefer, and any additional training you need.

· Meet with Margaret Anderson to review the training.  







15 Bank Row, Suite C, Greenfield, MA  01301, 413-774-3934, 413-774-3946 fax, www.literacyproject.org
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