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To d ay’s  Plan
10 :30   Ove rvie w
10 :35  Brie f In t rod uc t ion s
10 :55  Re vie w o f Ad m in is t ra t ive  Ma t e ria ls  (Elid a )
11:15   BREAK
11:25   Proce ss  Plan  (Mike )
11:35   Han d -on  Tra in in g I 
12:30   Lun ch  an d  Discuss ion
 1:0 0    Re vie w o f Te ach in g Ma t e ria ls  (Mike )
 1:15    Han d s-on  Tra in in g II
 1:50    Wrap -up
 2:0 0   Con clud e



ProLiteracy defines literacy as:
 

The ability to use written and printed information to function 

in society, achieve goals, and develop knowledge and potential.

©Literacy Services of 
IRC

Lit e racy De fin it io n



• Em p a t h y: Sh ow com p ass ion  an d  ad voca t e  fo r En glish  lan guage  an d  
lit e racy s t ud e n t s .

• In c lus ive n e ss : Em b race  d ive rs it y an d  c re a t e  e q u it ab le  le a rn in g an d  work 
e n viro n m e n t s .

• Re sp e c t : Assum e  p o s it ive  in t e n t , ke e p  an  o p e n  m in d  an d  co m m un ica t e  
wit h  ca re .

• Colla b o ra t ion : Work a s  a  coh e s ive  t e am  an d  b e  c re a t ive  in  ou r ap p roach  
t o  t e ach in g an d  le a rn in g.

• Co m m it m e n t : De d ica t e  t im e , t a le n t  an d  t re a su re  t o  e n su re  t h e  succe ss  o f 
o u r m iss io n .
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Our Core Values



We  p rovid e  t h e  fo llowin g se rvice s  fo r ad u lt  lit e racy s t ud e n t s  in  ou r 

com m u n it y:
1.Ad u lt  Lit e racy fo r Re ad in g an d  Writ in g
2.ABE (Ad u lt  Bas ic  Ed uca t ion ) - Lit e racy fo r re ad in g an d  writ in g t o  

p re p a re  fo r t h e  HSE (h igh  sch oo l e q u iva le n cy)  & GED e xam in a t ion s
3.ESL (En glish  a s  a  Se con d  Lan guage ), ELL (En glish  Lan guage  Le a rn e r) 

o r ESOL (En glish  fo r Sp e ake rs  o f Ot h e r Lan guage s) t u t o rin g
4 .Sup p ort  an d  Gu id an ce  wit h  p re p a rin g fo r t h e  Un it e d  St a t e s  

Cit ize n sh ip  Exam in a t ion s
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Our Fo u r  Prim ary Fo cus  Are as

Your s t ud e n t  d e t e rm in e s  t h e  p ace .
“St ud e n t  Ce n t e re d  Le a rn in g Ap p roach ”



• 1:1 t u t o rin g 

• Sm all group s

• Drop -in  Cla sse s

• Con ve rsa t ion  Club s  

• Cit ize n sh ip  p re p

• GED Pre p

• Man go  Lan guage s
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Delivery Methods



•  1:1 t u t o rin g is  b a se d  on  ava ilab ilit y
• Tut o r an d  s t ud e n t  in t ake  fo rm
• “m a t ch e d ” 
• St ud e n t ’s  e xp re sse d  p e rson a l goa ls , 

cu lt u ra l b ackgroun d  an d  b ase  le ve l o f 
e d uca t ion  a re  con s id e re d
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Getting Matched With A 
Student
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• 1s t  - Th e  o ffice  co n t ac t s  t h e  s t ud e n t  via  t e xt  m e ssage  o r 
p h o n e .

• 2n d  - Th e  t u t o r co n t ac t s  t h e  s t ud e n t  via  t e xt  m e ssage  o r 
p h o n e .

• 3rd  - Th e  t u t o r m ake s  an  ap p o in t m e n t  wit h  t h e  s t ud e n t  t o  
m e e t , d iscuss  go a ls  an d  sch e d u lin g e xp e c t a t io n s . 

• If m e e t in g a t  t h e  lib ra ry, vis it  o u r o ffice s  t o  se le c t  an d  co lle c t  
t u t o rin g m a t e ria ls .

• 4 t h  - Books  an d  o t h e r re sou rce s  a re  d is t rib u t e d  on ly t o  
t ra in e d , au t h o rize d  t u t o rs .

Ne wly “Mat ch e d ” 
Pro sp e c t ive  St ud e n t  & Vo lun t e e r Tu t o r Pro ce d u re



How o ft e n  d o  you  m e e t ?
• A m in im um  o f on ce  a  we e k fo r a  m in im um  o f 9 0  

m in u t e s  is  op t im a l.

Wh e re  d o  you  m e e t ?
• Tut o rs  a n d  s t ud e n t s  a re  e xp e c t e d  t o  m e e t  in  

p ub lic  loca t ion s  such  a s : p ub lic  lib ra rie s , p ub lic  
lib ra ry s t ud y room s o r con fe re n ce  room s, 
c lub h ouse s , com m un it y room s, co ffe e  sh o p s , 
p ub lic  p a rks , p la ce s  o f worsh ip , t h e  Food  Co urt  a t  
t h e  IRC Ma ll o r a t  a n y o t h e r p re -a p p rove d  
m e e t in g p la ce .
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Where and How Often?
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• Ple a se  sub m it  m o n t h ly re p o rt s  t o  t h e  o ffice  b e fo re  t h e  
la s t  Frid ay o f t h e  ca le n d a r m o n t h .

• Trackin g t u t o rin g h o urs  an d  m o n it o rin g o f s t ud e n t  
go a ls  a re  e sse n t ia l. Go a ls  a re  t ra cke d  o n  a t  le a s t  a  
q ua rt e rly b a s is . Ple a se  co n t ac t  t h e  o ffice  wit h  an y 
re p o rt in g  q ue s t io n s .

• Co n ce rn e d  p a rt ie s , o u t s id e  t h e  o rgan iza t io n , in c lud in g 
d o n o rs , e xp e c t  a ccu ra t e  d a t a  ab o u t  t h e  im p ac t  o f o u r 
p ro gram s an d  h o w s t ud e n t s ’ live s  h ave  ch an ge d  an d  
im p ro ve d , a s  a  re su lt  o f t h e  lit e racy se rvice s   we  
p ro vid e  t o  t h e  ad u lt  le a rn e rs  in  o u r co m m un it y.

• If in  d o ub t , writ e  it  d o wn .

• Re m in d e r m e ssage s , via  “Takin g Po in t s ,  will b e  se n t  t o  
yo u r t e le p h o n e  if re p o rt s  a re n ’t  re ce ive d  b y m o n t h  
e n d .

Sub m it  Yo ur Mo n t h ly “Tu t o rin g  Ho urs” Re p o rt s  o n  Tim e  
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Most  s t ud e n t s  h ave  a  sp e c ific  lit e racy (le a rn in g) goa l in  m in d .
Com m on  goa ls  a re : 

• Ob t a in in g a  Flo rid a  St a t e  d rive r’s  lice n se
• Pre p a rin g fo r t h e  Un it e d  St a t e s  Cit ize n sh ip  Exam
• Acq u irin g workp lace  vocab u la ry
• Com m un ica t in g wit h  a  d oc t o r o r a  ch ild ’s  t e ach e r, e t c .
• Focus  on  you r s t ud e n t ’s  im m e d ia t e  p e rson a l goa ls . 
• Use  “re a lia ”, such  a s  n e wsp ap e rs  (Easy En glish  Ne ws), 

m agazin e s , m e n us , gam e s  an d  sh op p in g flye rs…

Yo ur St ud e n t ’s  Go a ls



• It  is  e sse n t ia l to submit at least one  of your student’s 
personal goal achievements  every 3 -4 months. Goals should 
be realistic and not duplicative. Refer to a copy of their yellow 
form before completion. Review and briefly discuss your 
student’s accomplishments monthly.

• Submit your “Monthly Report” and the student  “Goals 
Report”  via the “Tuesday Tips” on -line form (preferred);  
download the form on our website under our “Current Tutors” 
page or submit via e -mail to: 
education@literacyservicesirc.org. 

• A reminder notice will be placed weekly in our electronic 
newsletter, “Tuesday Tips”. ©Literacy Services of 

IRC

Student “Goals Report” 
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Exe rc ise  Ove rvie w 

Read Student 
Profile
• Student
• Tutor
• Observer

Obtain and 
Review Resource 
Guidance 
(Table 1)

Select Books 
and Materials 
(Table 2)

Discuss 
Strategy for 
First Meeting 

Address Any 
Challenges

Ask Tutor Mentors Questions. 
They May Give You an Additional Challenge.



• Ask yo u r s t ud e n t  if t h e y wan t  t o  b e  co rre c t e d

• Be  aware  o f t h e ir  le a rn in g s t yle

• Pro vid e  co n t e xt  wh e n  s t a rt in g a  le sso n  an d  sum m arize  

a ft e r co m p le t io n

• Re m e m b e r t o  a lways  “m o d e l” firs t

• Use  t h e  p ause  t o  e n co urage  s t ud e n t s  t o  sp e ak

• Un d e rs t an d  cu lt u ra l d iffe re n ce s  an d  t h e ir  im p act

• Fo cus  o n  yo u r s t ud e n t ’s  go a ls  an d  re vie w re gu la rly
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Review of Tutor Tips 



Min d fu ln e ss : Cu lt u ra l Diffe re n ce s

• Ge st u re s
• Eye  Co n t ac t
• Co urt e s ie s
• At t it ud e s
• Re ligio us  Be lie fs
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• Time awareness
• Gender roles
• Civic awareness
• Values
• Goals

Understand  Their Impact



Ad d it io n a l Co m m un ica t io n :

1. Ge s t u re s , fa c ia l e xp re ss io n s , se n se s
2. Pic t u re s , Ph o t o grap h s , Map s  an d  d rawin gs
3. De m o n st ra t io n s  an d  Re a lia  (Visua l)
4 . Re a d in g, Min im a l Pa irs , Yo uTub e   
5 . Go o gle  Tran s la t e , De e p L Tran s la t o r
6 . Man go  Lan guage s  Ap p  an d  o t h e rs  (re co rd  

fe a t u re )
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ESL Tip s
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Laub ach  Way t o  En glish

Laub ach  Way t o  En glish  (LWE)
• fo r b e gin n in g ESOL s t ud e n t s
• so un d s/ le t t e rs
• re p e t it io n
• illu s t ra t io n s  (b a s ic  vo cab )

Sam e  s t ud e n t  b ook as  use d  fo r a  lit e racy s t ud e n t , 
b u t  ano t he r TM (Te ach ing Mod e l)



• Lit e racy s t ud e n t s
• Co n sis t e n t  Fo rm a t
• Im m e d ia t e  Succe ss
• Fo ur Le ve ls
• Tim e  Te s t e d
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Laubach Way to Reading 
(LWR)



• St e p -b y-s t e p  in s t ruc t io n s  fo r 
t u t o rs

• Le sso n s  a n d  a c t ivit ie s  fo r s t ud e n t s
• St o rie s  in c lud e d  a t  t h e  e n d  o f e a ch  

s t ud e n t  b o o k
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Extra Resources for all LWR Levels 

LWR: CONDUCTING LESSON 1
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LWR: CONDUCTING LESSON 
1



• Ho w d o e s  t h e  p ic t u re  in  t h e  ch a rt  h e lp  t h e  s t ud e n t  
re m e m b e r t h e  le t t e r’s  sh ap e  an d  so un d ?

• Wh y d id  t h e  t u t o r t race  t h e  p ic t u re  an d  t h e   le t t e r?
• Wh ich  was  e m p h as ize d  m o re —t h e  n am e  o r t h e  

so un d  o f t h e  le t t e r? Wh y?
• Wh y d id  t h e  t u t o r say, “Re ad  b ird ?”
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LWR LESSON 1 TECHNIQUE



Le sso n s  1-5
Th e  Alt e rn a t e  Me t h od

• Re vie w
• Ho m e wo rk
• Ch e ck-up s
• Drawin gs  fo r Co n ve rsa t io n  St a rt e rs
• Basis  Asse ssm e n t s
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LWR: Book 1
Recommended for “New” Beginners



• Re ad in g an d  writ in g in s t ruc t ion
 

• Low b e gin n e rs  wh o  a lre ad y kn ow 
h ow t o  re ad / writ e  in  t h e ir  own  
lan guage , soun d s , le t t e rs , e t c .

 
• St a rt s  a t  4 t h  grad e  le ve l

Ch a lle n ge r Se rie s , Books  1-8
(Ne w Re ad e rs  Pre ss)
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Exp e rim e n t  wit h  :
• Pic t u re  Ca rd s  – p ro m o t e s  co n ve rsa t io n
• Pic t u re  Dic t io n a rie s  – e xce lle n t  fo r b e gin n e rs
• “Easy En glish  Ne ws” a  m o n t h ly n e wsp ap e r wit h  m an y 

t u t o r re so u rce s  in c lud in g vo cab u la ry, id io m s, sh o rt  
s t o rie s  wit h  co m p re h e n s io n  q ue s t io n s , c ro sswo rd s , 
an d  m o re .

• Ph o n ics  Fla sh  Ca rd s  – p rac t ice  b le n d s
• Sup p le m e n t a l wo rkb o o ks  – Bo o k o f Lis t s
• Gam e s
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Other Literacy Resources  



1. Com m un ica t e  a n y a d m in is t ra t ive  issue s  t o  t h e  Office .
2. At t e n d  Tu t o r Ga t h e rin gs  t o  le a rn  from  o t h e rs . 
3. Con su lt  t h e  ProLit e ra cy YouTub e  ch a n n e l a n d  t h e  

LSIRC we b sit e  fo r vid e os  a n d  re sou rce s .
4 .  We  will sch e d u le  a  fo llow-up  Zoom  m e e t in g in  ab ou t  

a  m on t h  t o  sh a re  e xp e rie n ce s  a n d  a sk q ue s t ion s .
5 . You  will e n coun t e r ch a lle n ge s  a n d  le a rn .
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Fo llo w-up  Aft e r To d ay 

Questions?
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