
Reading and Homework club Program 2002 – Volunteer’s Manual

Table of Contents


[image: image1.wmf]
[image: image2.jpg]



    Leading to Reading 

   and

       Homework Club
[image: image3.wmf]
Volunteer 

  Orientation

     Manual
2Acknowledgements

Section 1: Program Overview
3
1.1 Introduction
3
1.2 Program Goals
3
1.3  Program Objectives
3
1.4  Program Structure
4
1.4.1  Program Organization
4
1.4.2  Children’s Participation
4
1.4.3  Volunteers’ Participation
4
Section 2: Volunteer’s Role
5
2.1  Overview
5
2.2  Course of Action
5
2.3  Communication
6
2.4  Boundaries
6
2.5  Logbooks
7
2.6  Emergency Situations
8
2.7  Security
8
2.8  Resources and Supplies
9
2.8.1  Books and Printed Material
9
2.8.2  Games/Activities
10
2.8.3  Electronic Resources
10
2.8.4  Multimedia Kits
11
2.8.5  Videos
11
2.8.6  Resource People
11
2.9  Library Programs and Services
12
Section 3: Library Policies
12
3.1  Unattended Children
12
3.2  Child and Family Services Act
13
Section 4: Program Policies and Procedures
13
4.1  Administration of Volunteers
13
4.1.1  Training
13
4.1.2  Recognition
13
4.1.3  References
13
4.2  Program Events
14
4.3  Attendance
14
4.3.1  Punctuality and Regularity
14
4.3.2  Courtesy Notification
15
4.3.3  Rescheduling
15
4.4  Records
15
4.4.1  Participant Records
15
4.4.2 Confidentiality
15
4.5  Procedure Reminders
16
Section 5: Tutoring Techniques and Strategies
16
5.1  Student-Centered Individualized Learning
16
Using A Student-Centered Approach To Tutoring
16
5.2  Helping Your Student With Homework
17
5.3  Homework Tips
17
5.4  Reading With Your Partner
18
5.5 Helpful Reading Techniques
19
5.5.1
Echo Reading
19
5.5.2  Alternate Reading
19
5.5.3  Choral Reading
19
5.5.4  Oral Cloze
20
5.5.5  Oral Retelling
20
5.6  A Basic Sight Vocabulary
21
5.7  Difficult Words
21
5.8  Word Structure Analysis
22


Acknowledgements

Thank you to Frontier College for permission to use excerpts from their publications.

Thank you to Sandra Huehn, Dave Page, Philip Fernandez and others at Frontier College for their expertise, generous support, and unfailing enthusiasm as Toronto Public Library’s reading and homework club programs have developed.

Thank you to volunteer Josie Maurello for contributing notes used in this manual.

Thank you to Vera Goodman for permission to use and acknowledge her book, Reading is More Than Phonics.

Welcome

Welcome, and thank you for your interest in the Leading to Reading and Homework Club programs of the Toronto Public Library. As a program volunteer, your services are appreciated and valued by both library patrons and staff. Without people like you, this program would not exist, let alone be the successful and effective service that it has been.

This Volunteer’s Manual explains the purpose of our program, provides you with information about our program and its procedures, answers some frequently asked questions, and outlines strategies and techniques that may help you in your volunteer work. Please read this manual before your training session and remember to use it as a reference during the course of your volunteer experience. 

We hope that you will enjoy and benefit from participation in Leading To Reading and/or Homework Club. Your time, effort, and skills are special contributions that have a positive effect, making more of a difference than you may realize. Thank you for volunteering to help us assist the children of our community.

Section 1: Program Overview 

1.1 Introduction

The Toronto Public Library contributes to the positive development of the child, celebrates the joy of reading and encourages lifelong learning. [TPL Strategic Plan 2000-2003]

Homework and reading help programs for children have increasingly become part of mainstream library services, answering public demand and changing educational issues. Following its educational and informational mandate, the Toronto Public Library (abbreviation: TPL) has developed the Reading and Homework help Program as a means of addressing a demonstrated need to help at-risk children throughout its communities. Leading To Reading (abbreviation: LTR), focuses on reading help, and Homework Club (abbreviation: HC), focuses on homework help and learning skills development. 

The volunteer-child partnership is the fundamental component of LTR and HC. You, the volunteer, are the critical focus in providing individualized, student-centered help to children who are experiencing difficulty.

1.2 Program Goals 

· To motivate children and improve their skills with respect to learning and reading and/or homework performance.

· To offer student-centered, effective, individualized, enjoyable reading and/or homework club to remedial children in grades 2 through 6, and provide related support to their families.

· To provide volunteer opportunities to community members, including high school and university students in need of volunteer and work-related experiences.

1.3  Program Objectives 

· Promote confidence, interest, and enjoyment in reading, learning, and the completion of homework. 

· Improve Leading To Reading children’s reading skills and ability to deal with different types of text.

· Help children in Homework Club understand and organize their homework in order to complete their homework independently.

· Provide an enjoyable and positive environment in which student involvement and active learning is promoted.

· Increase awareness of library services and materials, and improve skills in the use of library resources.

· Utilize volunteers and program staff as positive role models and as a concerned adult presence.

· Provide ongoing contact and reading-related and/or homework-related support for parents in order to increase support at home.

· Provide a program framework that allows students, volunteers, and staff to best utilize their efforts.

1.4  Program Structure

1.4.1  Program Organization

Homework Club and Leading To Reading programs are organized in the same general way. During the school year, volunteers meet weekly with the same students, usually on a one-to-one basis. Leading To Reading children receive help with their reading and writing. Homework Club students receive assistance with their homework and learning skills. Participants also play program-related games and activities. Having fun and enjoying sessions is an important part of the program. All program sessions are conducted in the library.

1.4.2  Children’s Participation

The program is available to children, grades 2 through 6, who are having difficulty with reading and/or homework. There is no fee for the program. Registration priority is based on need, as far as possible. Registration conditions must be met for program participation to continue and parents sign an agreement form to this effect. Program staff clarify and discuss these conditions with the child’s parent(s) before or at the child’s first session.

Children from an ESL background may be enrolled as long as they, themselves, are proficient enough in English to benefit from the program. (I.e. children must be able to communicate adequately in English, even if their parents do not speak English)

Many children are referred to the program by a teacher, (although parents must enroll the child and be the main contact). In addition to reading and other skill-related difficulties, children may have difficulties related to self-confidence, motivation, personal background (e.g. language experience), or behaviour (e.g. short attention span). If the program staff have an indication that a child has particular difficulties (e.g. a significant learning disorder), a suitable volunteer match is attempted. You will not knowingly be placed “in over your head”, unless the situation has been discussed with you and you agree to it. 

1.4.3  Volunteers’ Participation

If you meet program qualifications and successfully complete the screening process, we are pleased to accept you as a volunteer in this program. To continue your program participation, you are required to observe responsibilities and conditions set forth in TPL’s Volunteer Policies and Procedures Manual. You must sign the Volunteer Code of Ethics before meeting with a student for the first time.

Accepted volunteers receive a Toronto Public Library volunteer identification card and a card showing their partner’s phone number. Please carry these cards whenever going to a session.

Section 2: Volunteer’s Role

2.1  Overview

· Meet with your student in the Library at a standard, mutually agreed upon time for the program’s session duration (usually once per week from October through May)

· Encourage and motivate your partner in reading or homework pursuits by working together and engaging in program-related games and activities

· Assist your partner in selecting material for reading or homework

· Record weekly written notes regarding your session activities

· Keep parent(s) and program staff advised and up-to-date on your partner’s progress 

· Familiarize your partner with the library and encourage the child to borrow library materials regularly

· Assist other volunteers and branch staff in the operation of the program

2.2  Course of Action 

At the first session, we try to have the volunteer, the child (and, if possible, the parent) and the program staff person meet to review the program briefly and to deal with concerns that may arise. 

Building a partnership is a key aspect of this program. The first session provides an opportunity for you and your student to get to know each other. If you want to spend much of your first meeting just talking, then do so; do not feel obligated to work your way through a lot of material or engage in a variety of activities at your first session. Remember that some children are shy and will take some time to become comfortable with you. Make a conscious effort to really listen to your partner (and have him/her listen to you) rather than operating on expectations of what should be done.

Be flexible in the implementation of your weekly sessions but try to have a week-to-week plan; continuity pays dividends. When recording your session in your logbook, it helps to jot down ideas you have for the following week. Consider your partner’s personality, reading skills, interests, and attention span before deciding on a course of action. Involve your partner in some of the decision-making as well. Try a variety of activities and exercises even if your session has a regular routine. Ensure that your student knows that he/she should use the washroom before attending your session. Feel free to consult with the program staff whenever you wish. (In fact, you are urged to do so.)

The agenda for each session is at your discretion but should consider your partner’s input and wishes too. Many volunteers find that it is best to begin a session with the child reading; usually, your partner is “freshest” and can concentrate best at this time. Mix in other activities and limit the duration of those activities as you see fit. On one hand, it is beneficial to stop an activity before the child loses concentration on it, or if the child is using it as a stalling tactic; on the other hand, some activities require that the child see them through if the child is to benefit from them. Setting the duration of an activity depends on your partner’s attitude and abilities on that day. 

A typical 60-minute Leading To Reading session might unfold as follows:

· Select reading material and chat with your partner - 5 minutes

· Have your partner read to you - 15 minutes

· Play a short game that doesn’t require a lot of equipment or set-up (such as hangman or the Same Name game) – 5 minutes

· Share reading with your partner (see Helpful Reading Techniques in Section 5 of this manual) or have a writing exercise – 15 minutes

· Play a game or activity – 15 minutes

· Select books to take home – 5 minutes

A typical 60-minute Homework Club session might include the following:

· Have a group meeting or activity – 10 minutes

· Chat with your student and select homework aids – 5 minutes

· Work on primary homework assignment – 30 minutes

· Play a game, use the Internet, or try some other relaxing diversion – 10 minutes

· Select books to take home – 5 minutes

When you and your partner choose books for the session, it is a good idea to complement your picks with extra books. By doing so, you will have a ready supply of alternate reading levels and interest areas in case your partner cannot cope with, or is dissatisfied with, the primary selections.

2.3  Communication

Program staff are always available to assist you during sessions, responding to inquiries and offering suggestions. Regional Coordinators who are not on-site during sessions are available to you by phone, email, or appointment. Program staff regularly monitor volunteer performance through observation, informal conversation, and inspection of volunteer logbooks. 

You are urged to contact program staff in person, by phone or by email about any issue, no matter how seemingly insignificant. Please avoid written messages, as these cannot always be seen in a timely manner. Your suggestions, comments and information are always welcome, as are your questions. Additions to our materials collection and changes in program procedures have been made as a result of past volunteer suggestions.

Open communication with your partner is, of course, a vital component of the program but remember that your partner may distort or exclude information that affects your sessions. Whenever possible, stay in touch with your partner’s parent(s). Parents want feedback about their child’s progress (although they may be shy about asking) and they can fill you in about aspects of the child’s life that wouldn’t surface during your sessions. In talking to them, you may find that you have an ally who can prompt and monitor your partner’s reading/homework activities between weekly meetings.

2.4  Boundaries

You are required to maintain the confidentiality of information regarding and received from program students and volunteers, their families, and program staff.

Volunteer service is limited to sessions and subsequent time recording logbooks. You are not expected to tutor the child outside the library, monitor the child other than during sessions, accompany the child to and from the library, or perform other similar tasks. Please notify program staff if a parent makes such a request of you, so that we can talk to the parent and clarify your role. If you are placed in such a situation (e.g. parent is to pick up child but doesn’t show up at the appointed time), please advise program staff immediately so they can take charge of the situation.

You are not permitted to represent yourself as a Leading To Reading or Homework Club representative in any capacity unless given express consent by your Regional Co-ordinator for that specific situation or event.

2.5  Logbooks

For each session, you are required to write a logbook entry, noting specific books, games, and activities that were used and recording your partner’s difficulties, progress, and reactions. You are also encouraged to record ideas, directions, and approaches that you might use in the future. Such recording helps maintain continuity and provides the basis for setting goals. Your notes will also prove useful to you when it is time to do your program-end report on the child. (This report is a form that you are asked to complete near the program’s end in May.)

Your logbook entry should be concise but thorough. An entry of at least half a page is required to properly convey the child’s situation and progress. Entries should enable program staff, the child’s parent, or a substitute volunteer to determine the child’s needs and see the current course of action. Please record your observations rather than subjective interpretations whenever possible. Logbook entries are written immediately after a session (or even during a session if it does not distract the child). Most volunteers find that it takes about 15 to 30 minutes to write an entry. 

If you’re wondering how to structure your entries, here are samples of actual logbook entries. (Thanks, Jennifer and Claudia, for providing them.)

Example #1
Dec. 11/9X

S••••• and I began our session by playing hangman with the “Winter Words” she took home last week. She read all of the words to me.

Next, we read Snowballs by Lois Ehlert. S••••• read words such as “snowballs, thick, falling, think, going” without difficulty. She is, however, still experiencing trouble with “b’s” and “d’s”. I focussed much of our session on combating this problem. I wrote a list of words on the board:


snowball
day
birds


do
dad
boy


girl
made
baby


know
blob

These words were taken from the story we had just read. When reading the story, S••••• began to pronounce day as “ball”, birds as “dirds”, and baby as “bady”. The words on the board were selected in order to give her some familiar words and some new words. We went through each one. We then created a worksheet for S••••• to take home.


B b

D d


baby
birds
do
drip


be
boo
dog
dots


buzz
boy
day
down


balooga
blob
dad
dip

We underlined words that begin with “b” in brown and words that begin with “d” in purple. S••••• took the worksheet home to practise. During our next session, I will make a list of the words (mixed) and S••••• will circle all the words that begin with “b” in brown and those that begin with “d” in purple.

Example #2
Feb. 19/9X

Books:
The Shy Ostrich


Peter’s chair


It’s My Birthday


Just A Daydream

Game:  Spellmaster

L••••’s reading confidence seems to be improving. She is taking more initiative to read books independently, without relying as much on prompting for unfamiliar words. She is also beginning to select books that are lengthier, with no repetitive patterns.

While reading today, I continued to focus on L••••’s tendency to drop ends of words. Rather than interrupting her in the middle of a sentence to reread a word, I wait until the end of the sentence and ask her to read words that I point to. I find this method to work better because it does not disrupt the flow/rhythm of the text.

Next week, we’ll review the words she had trouble with.

           ===========================================

Logbooks are supplied to volunteers but remain the property of the Toronto Public Library. You can photocopy your logbook at no charge if you wish to have a record for yourself. Log entries are kept for one year after the child leaves the program.

Keep your logbook in the library at all times. Program staff periodically review the logbooks, ensuring that logbooks are kept up to date, and initial an entry when it has been reviewed. If, on occasion, you must leave right after your session, write your entry on a piece of paper as soon as you can and place it in your logbook during your next session.

2.6  Emergency Situations

Alert the library staff if you perceive there to be an emergency situation of any kind. If the fire alarm sounds immediately escort your partner out of the building by the nearest exit, closing doors behind you as you go. Do not use the elevator if the fire alarm sounds.
2.7  Security

Please take care of your personal belongings, even if the program is conducted in a non-public area. Never leave personal items unattended. The library cannot be responsible for the security of such items.

Your personal well being is your own responsibility but, if you are leaving your session and want an escort to your car in the library’s parking lot, please feel free to ask library staff to have someone accompany you to your car. This is a service that the library is happy to supply.

2.8  Resources and Supplies

Each Reading and Homework club Program location houses its own small collection of materials. The RHHP collection, comprised of books, workbooks, games, activities, and multimedia kits, provides you and your student with a convenient and specialized collection to browse. You are encouraged to use the library’s regular collection as well, as it provides a greater choice of reading levels and subject areas. The RHHP collection also provides materials that are not readily available in the regular collection (e.g. workbooks, “professional” books for volunteers’ use). 

Books and multimedia kits circulate unless designated as Reference. Some, but not all, of these items can be accessed through the library’s online catalogue. Games and activities are for use in the library only and do not circulate.

2.8.1  Books and Printed Material

Printed material in the RHHP collection may be a duplicate of a title in the branch collection or it may be something unique/specialized to the RHHP collection. Special items include reading series paperbacks, non-fiction pop-up books, or subject/grade-oriented workbooks.

Books from either the RHHP collection or the library do not have to be checked out if they are being used only for the duration of the session. Most locations have a “Reshelve” bin in which you put your books at the end of the session. This bin allows staff to monitor a book’s condition as well as preventing misshelved books. Please do not reshelve books yourself.

To borrow a book from the program’s collection, please check it out at the library’s circulation desk. To return a book, please check it in at the circulation desk. Do NOT put checked-out books in the Reshelve bin.

If you wish to keep a book for use from week to week, it can be housed in your box with your logbook. Please check out the book first whether it comes from the RHHP shelves or the library collection. Doing so avoids reserves-related difficulties, as well as registering usage statistics. Remember that the loan period is 21 days and two 21-day renewals per book are possible if there are no reserves on the item. When you finish with the book, remember to check it in at the circulation desk.

Since nursery rhymes and fairy tales are rich in their use of the English language, you are encouraged to use them; their plots and word patterns generally help the struggling reader. Poetry, non-fiction, joke and riddle books, and wordless books (a good comprehension gauge) are other types of books that are useful but often overlooked.

In addition to children’s books, some RHHP collections have a “Volunteers’ shelf”. Some of the books deal with reading-related theory and strategies while others contain worksheets. Please do not write in the workbooks. Instead, ask the program staff to photocopy (no charge) the sheets you require for use in a session. 

2.8.2  Games/Activities

The RHHP collection of games and activities make sessions enjoyable for the children while affording an opportunity to use learning-related skills. 

These games and activities cannot be borrowed from the library or used outside of program sessions. After using a game in your session, please make sure you have gathered all its pieces before returning it. Please return the game to its proper shelf; do NOT put it in the Reshelve bin with the books.

If a game is missing pieces or, if the game or its box is damaged, please advise the program staff.

Although many of the games include instructions, you should not feel bound to play by those rules. Some of the games may best suit your purposes if you and your partner create your own way of playing them. Some games, such as Consonant Bingo, are fun when played in a group; so, you might want to arrange to play a game with other pairs in your time slot.

Your location may also have flash cards, puzzles, and whiteboards. Please take care to use only Dry Erase markers on a whiteboard, and cap the marker tightly when you’re finished. The Volunteers’ shelf has various workbooks and activity sheets (e.g. crosswords, word searches). Please do not write on the originals. Ask the program staff about photocopying this material for your use at no charge. (Some branches have staff do the photocopying while other branches supply volunteers with a copy card.)

Sometimes a game/activity has an obvious connection to reading, as is the case for Scrabble, trivia games, hangman, or constructing something by reading directions. For other games/activities, the relationship may be less obvious but beneficial nonetheless (e. g. Connect-4 or jigsaw puzzles). You are encouraged to use a variety of activities rather than repeatedly playing your partner’s favourite game. Your partner will be exposed to a wider range of concepts and strategies if you try different activities.

Remember that writing is an important skill to address. Writing pen-pal letters is a fun activity that has proven very successful. You can advertise for a pen pal for your student by placing a notice on the program bulletin board for other volunteers to see. Once your pen-pal(s) has been established, letters can be dropped in the corresponding volunteer’s logbook box.

2.8.3  Electronic Resources

Although LTR’s focus continues to be the pleasure of reading through the print medium, the computer is a relevant tool that shouldn’t be ignored. All libraries provide access to the Internet. The computer has proven to be particularly helpful with some students, both as an incentive and in the variety of activities it provides. To avoid virus problems, please do not use your own disks or software on a library computer.

Please supervise your student if he/she is using the Internet during a session. Please show your student how to access the Internet through the Kids’ Space page on TPL’s Web site, discussing TPL’s Children’s Internet Use Policy and My Rules For Online Safety with the child. When using Internet computers, note that program participants have the same usage priority as other members of the public. Also note that some computers are filtered. You can ask library staff for information about filtered stations.

Useful Web sites include:

· http://www.puzzlemaker.com, Puzzlemaker allows users to create their own word puzzles

· http://www.yahooligans.com, Yahooligans: the Web guide for kids.

· http://www.randomhouse.com/teachers/, Randomhouse teachers' page

· http://www.beritsbest.com/, Berit's Best Sites for Children

· http://www.ala.org/parentspage/greatsites/, Great Sites (ALA recommendations)

· http://exlibris.monroe.lib.in.us/childrens/reading.html, Children's Services - Reading Related Web Sites

· http://www.randomhouse.com/seussville/, Dr. Seuss's Seussville!

· http://www.mcpl.lib.mo.us/readers/series/juv/title.cfm, Juvenile Series and Sequels: MCPL

· http://www.niehs.nih.gov/kids/, Kids Pages for the National Institute of Environmental Health Sciences (NIEHS) -- Educational and Fun Brainteasers, Riddles, Jokes, and Games

· http://www.scholastic.com, Scholastic (including reproducible items)

· http://www.tvokids.com/, TVO Kids

2.8.4  Multimedia Kits

Most libraries have an audio tape player available for use in RHHP sessions.

Multimedia kits provide children with a reading model, in addition to their volunteer. A child can read along with the tape (out loud or silently), stopping the cassette to look at a picture or rewinding it to review a page. The kits are particularly useful tools for children who cannot practice at home with someone fluent in English.

The tape player can also be used to record a child reading. Some children dislike hearing themselves read aloud but for those that enjoy it, the process can be beneficial. If you and your partner want to try this technique, ask program staff for a blank tape.

2.8.5  Videos

You may be able to build a reluctant reader’s interest in books through the use of book-related videos. Encourage your partner to watch a video and then read the corresponding book. The library system has a variety of literary videos, including some of the Reading Rainbow series. 

Non-fiction videos may be useful in helping a child understand a concept or demonstrating how to organize information for a homework assignment. Check the online catalogue to see what’s available. If a particular video is not on the shelf at your branch, it may be obtainable from another library.

2.8.6  Resource People

Various library staff serve as program resources. As a resource person, the Regional Coordinator provides readers' advisory information, strategy/techniques advice, general support to the program pairs, and helps sort out difficulties that may occur. Program staff provide you with occasional written/verbal feedback or suggestions concerning your progress. 

Please discuss your concerns with program staff, even if you believe them to be trivial. Your comments and suggestions are always welcome too. Please feel free to contact the Regional Coordinator or program staff by phone or email as well as in person.

Site Monitors and library staff provide advice about books, teach program participants how to use the online catalogue, answer questions about library policies or procedures, and support program participants in the Coordinator’s absence.

The Leading To Reading and Homework Club programs have been fortunate in attracting a large number of creative and knowledgeable volunteers. Some volunteers have a considerable amount of experience in the LTR or HC program. You are encouraged to ask questions of other volunteers and share your own experiences. No one person has all the answers and it is beneficial for you to receive other viewpoints.

A child’s parents and other family members are resources that are sometimes overlooked. Talking to a parent can give you greater insight into a child’s attitudes and abilities. A parent or other family member may also be a useful partner in helping your student maintain the course of action you’ve planned. Please do your best to stay in communication with your partner’s family.

Twice a year, questionnaires may be sent to the teachers of each child in the Leading To Reading program for input and feedback from the schools. The responses are inserted into the volunteer’s logbook for reference. Not all teachers return their LTR questionnaires but volunteers are asked to refrain from contacting teachers themselves. Personal information about a child may only be accessed according to the Municipal Freedom of Information and Protection of Privacy Act, so the parent’s written permission must be obtained before inquiring at school about the child’s performance.

2.9  Library Programs and Services

A program/branch staff person will orient you to the local branch, its services and programs. As part of building a child's comfort level with the RHHP program and learning/reading-associated activities, please make your partner aware of basic library services (e.g. library card responsibilities, borrowing and reserving library material, using the online catalogue if the child has sufficient reading skills, library programs). Early in the program, please tour the library with your partner, orienting your student to the library branch and its services. If you need information about any of the library services yourself, please ask any of the library staff

Please encourage your student (and parents) to bring his/her library card to each session and borrow books on a weekly basis. Library cards are cleared from the computer’s memory if they remain inactive for several months so remember to use your own card as well.

Section 3: Library Policies

3.1  Unattended Children

The library’s Rules of Conduct state that “Children requiring supervision must not be left unattended on library premises.” Usually at your first session, you and the program staff discuss a child’s arrival and departure arrangements with the child’s parent in connection with this rule. During program sessions, please ensure that your partner is never left unattended. Children should not remain in a segregated LTR or HC area unless attended by program staff or volunteers.

3.2  Child and Family Services Act

Ontario’s Child and Family Services Act, s.72(1), requires that those who suspect that a child may be in need of protection from physical, sexual and emotional abuse, neglect and risk of harm must report this suspicion to a children’s aid society.  If you have suspicions, please advise your Coordinator of your intention to immediately contact a Children’s Aid Society. A volunteer who suspects abuse must not tell a parent/caregiver or child about the suspicion and intention to report, or that a report has been made, until after consultation with a children’s aid society.  You may contact any of these local area children’s aid societies:

Children’s Aid Society of Toronto 416-924-4646

Catholic Children’s Aid Society of Toronto 416-395-1500

Jewish Family and Child Services 416-638-7800

Section 4: Program Policies and Procedures

4.1  Administration of Volunteers

4.1.1  Training

Before volunteering, you are required to attend one 2-hour volunteer training session.  

4.1.2  Recognition and Benefits

Volunteers are invited to Toronto Public Library’s annual volunteer recognition ceremonies.

If you are a currently participating volunteer with six months or more of Toronto Public Library volunteer service, you are exempt from fines charged for the late return of library materials. Program staff will notify you when your Toronto Public Library card has been changed to fine exempt status. After six months of service, currently participating volunteers may also photocopy at the staff rate (no charge for program-related photocopying).

You will receive a program certificate of appreciation at the end of the school year.

4.1.3  References

If appropriate and as defined in the Toronto Public Library’s Volunteer’s Manual, program staff may provide references for volunteers who have completed a consent form (verbal consent is insufficient). Please contact your Regional Coordinator about obtaining a reference. Program staff are not permitted to divulge information about your volunteer service through verbal or written inquiries unless authorized by you in writing on a Release of Personal Information Consent form.
Please request references as far in advance of the required date as possible (three weeks’ notice is preferred). Program staff respond to reference requests as soon as possible but a quick response is not always possible.

Evaluative reference letters (or phone references) are only given to volunteers who have been in the program a minimum of six months. If you have been with the program less than six months, a "confirmation of volunteer service" (no evaluative comments about your service) can be provided. All references must be specifically addressed (to an institution or contact person). Generic (“To whom it may concern”) letters are not provided.

Release of Personal Information Consent forms are kept for a minimum of one year (but may be kept longer). All reference letters are confidential and are dispatched according to the arrangements specified on the consent form. You are given a copy of the reference letter and one copy is kept in the program’s file. A copy of the written record of a telephone reference is also kept in the program’s file.

Volunteer records are not kept indefinitely. They are kept for a minimum of one year after the volunteer leaves the program (but may be maintained longer). Please be advised that information about you may be unavailable if you request a reference over a year after leaving the program.

4.2  Program Events

Optional supplementary training sessions are offered to volunteers. Regional Coordinators may, for example, arrange a presentation by a speaker knowledgeable about reading and related matters. A volunteers’ information-sharing workshop is another form that such training may take. These sessions are usually intended solely for LTR and HC volunteers but depending on the subject matter, may be open to other segments of the public. 

Most programs conduct an annual “wrap-up” party that takes place in late May or early June. RHHP students and volunteers are invited to a “graduation” ceremony that features entertainment and the awarding of program participation certificates for the children. After the ceremony, there is an opportunity to socialize and enjoy refreshments. 

4.3  Attendance


4.3.1  Punctuality and Regularity

Please be on time for every session, preferably arriving early. You are the role model for your partner and it says little for the priority you give this program if your partner must wait for you. 

If your partner does not arrive on time, program staff will attempt to contact the family. If your partner cannot be contacted, you are not required to wait beyond ten minutes past your appointed starting time. Program staff will contact a child’s family if attendance irregularities are repeated.

Consider meeting your partner five minutes before your session begins. In the past, some pairs have spent too much of their allotted time choosing materials. The five minute period gives you time to discuss and choose materials with your partner. You are expected to begin and end your sessions at your scheduled times. If you start your session late, you must still end it at the regularly scheduled time. You cannot change your meeting time unless given approval by the program staff.

Regular attendance is a program requirement. Program staff mark the attendance each week for volunteers and students. Exceptional circumstances (such as illness, exam writing, or unavoidable overtime at work) are acceptable reasons for missing a session, but only on an infrequent basis. Please be advised that writing a term paper or studying for an exam is not an acceptable excuse for cancelling a session. Parents who transport their children are expected to be punctual for pick-up as well as delivery of their children.

If the regularity or punctuality of a program participant’s attendance is unsatisfactory, the Regional Coordinator discusses the matter with that volunteer or that child and parent. If the problem recurs, the Regional Coordinator may drop the participant from the program.


4.3.2  Courtesy Notification

You and your student’s parent are given each other’s phone numbers so that you can call each other if a session must be cancelled. A “no show” (i.e. no advance notice of absence) is unacceptable. Please notify your partner and the program staff as far in advance as possible if you cannot attend a session. If possible, the Site Monitor or another volunteer will substitute for you in your absence. Please notify program staff if your partner’s parent phones to cancel a session, as parents often forget to notify program staff as well.

If you have been unavoidably detained, please contact program staff as soon as possible. Program staff attempt to contact participants about all missed sessions, so you can save us some time and keep your student from being sent home if you’re arriving soon.

Please contact your partner’s parent whenever weather might be an attendance factor. For instance, some children may not attend during a thunderstorm or a heavy snowfall. If a snowstorm is forecast for the day of a session, confirm attendance with your partner on that day. In the past, partners have cancelled sessions only to have the storm never materialize.


4.3.3  Rescheduling

If you cannot attend your Leading To Reading session and wish to reschedule it, please consult program staff before making arrangements with your partner. In addition to LTR sessions, other programs may be using library space and a rescheduled session may not be possible. Program staff will advise you of any given week’s best days and times for a rescheduled session. As with other sessions, rescheduled sessions are conducted in the library only. Note that permanent rescheduling of a time slot is often impossible. When you choose a time slot, please do so with the intent of keeping that schedule for the rest of the school year.

4.4  Records

4.4.1  Participant Records

Documentation for program children and volunteers is maintained throughout their program participation. Participant records are treated confidentially and are maintained for a minimum of one year after the participant leaves the program. Logbook entries are kept for one year after the child leaves the program. Records of ex-participants may be retained for longer than the minimum required period to facilitate administrative duties.

4.4.2 Confidentiality

Any program participant information collected by the library is considered strictly confidential. Volunteers and parents are asked to maintain the confidentiality of information regarding and received from program students and volunteers, their families, and program staff.

Parents have access, upon request, to program records concerning their child, including your logbook. 

4.5  Procedure Reminders

· Please be on time for your session.

· Check the program’s bulletin board before each session.

· If your student doesn’t show up at the appointed time, inform the program staff (who will call the parent). 

· Try a variety of activities/exercises even if your session has a regular routine.

· During or immediately after your session, list and comment on your activities in your logbook. Be sure to include the titles of the books and games you have used. Please do not remove your logbook from the library.
· Do not reshelve books used in your session (put them in the Reshelve bin) but please do put games back in their proper spot.

· Keep in touch with the program staff, especially regarding your schedule. (Call the parent and the program staff if you must cancel a session).

· Please share your trials, tribulations, and creative ideas with the program staff. Your ideas and experiences may be passed on to benefit other volunteers. 
Section 5: Tutoring Techniques and Strategies

5.1  Student-Centered Individualized Learning

(Thanks to Frontier College for providing this section)

In this approach, you and your student work together on things that interest her. To do this, you need to talk with your student about her strengths, her goals and her needs.

What are your student’s strengths?

What does she do well? What are her interests and skills?

What are your student’s goals?

What does your student want to do? What would she like to learn?

What are your student’s learning needs?

What specific skills does she need to learn in order to reach these goals? Can these skills be broken down into smaller parts?

Using A Student-Centered Approach To Tutoring

Focus on strengths.

Start with what your student can do and what she already knows. Set up your student to be successful. Praise your student when she does something well and when she makes progress.

Respect different learning styles.

Your student may learn by doing, or by observing. She may need a lot of activity or a quiet space to learn. Be flexible. Vary your tutoring by using a variety of activities.

Make sure participation is voluntary.

One-on-one tutoring works best when both the tutor and student choose to participate. It is important that your student meets with you because she wants to learn. By focusing on her needs, you ensure that this occurs.

Remember: it’s about relationships.

Learning means taking risks. Your student will only feel comfortable to take learning risks in front of you after the two of you have a relationship built on mutual respect and trust. You are trying to help your student reach her goals. Your role as a tutor does not include ‘testing’ your student.

5.2  Helping Your Student With Homework

Read the homework instructions together.

Make sure that you both understand what to do. Many students are frustrated by homework because the instructions are confusing.

Build on prior knowledge.

If you can, skim through a text before you work on it with your student. Ask your student to tell you what she knows about the subject of the piece. Then, build on this knowledge to make sure she understands the concepts and language used in the text.

Read the text with your student.

Talk about the text as you read together. Encourage your student to think aloud and question information or ideas she has read. Show how you check your own comprehension.

Discuss the text.

Discuss key points from the text, which relate to the homework instructions. Help your student to organize her thoughts either verbally or on paper.

Edit and proof read.

After your student has written her answer, encourage her to edit and proof read for spelling and grammar.

5.3  Homework Tips

· Allow your student to complete the assignment himself (but assist him in tasks beyond his reach). If you do the work for him, you give him less opportunity to learn. You’re the guide, not the explorer.

· Having your student learn about learning is important. Avoid focusing only on completion of the assignment. 

· If appropriate, discuss different strategies for handling an assignment.

· If possible, break an assignment into smaller pieces. Your student will find it easier to focus on one thing at a time.

· You are not expected to be the source of all answers. Let your student know if you are unsure of an answer or of how to proceed. By watching and tackling the assignment with you, your student learns how to work through a problem.

· Give your student time to organize his thoughts and think through an answer, but give him help before he feels uncomfortable.

· Be aware of your student’s body language. It may convey things that spoken words do not.

· Change activities if your student has lost concentration or interest and you’re unable to get him to refocus.

5.4  Reading With Your Partner


(with information drawn from Reading is More Than Phonics by Vera Goodman)
Confidence building is the key to reading success. Unfortunately, many of our Leading To Reading students have already established doubts about their reading ability. It is essential that they receive your help in taking reading risks and adopting the attitude “It’s tough but I can do it” rather than “It’s too hard”. Especially during your initial sessions, try to ensure that your partner feels some progress has been made. Acknowledge their positive actions and refrain from negative comments.

Reading is more than sounding out the words on a page. Phonics does have its place in reading but children must also bring their own knowledge and experience to what they read. If they cannot relate to the text, reading becomes an exercise in decoding rather than understanding (think of yourself reading a neurophysiology textbook versus reading a story about walking in the park). Discussing the reading material with your partner is vital because bringing experience to print is more important to becoming a competent reader than a knowledge of phonics. Making sense of print is what reading is all about.

Remember that “sounding out” can be difficult for beginning and discouraged readers. Some children do not read well because they look too carefully at each word; they’re so focused on individual words that their comprehension suffers. If their reading speed slows too much, it becomes impossible to determine the meaning of the text. (Try this yourself. Read a sentence at the rate of one word every five seconds and see if you grasp the meaning.) Reading does involve blending sounds together and sounding out, but the goal is to identify words using as few letters as possible. Consonants provide better reading clues than vowels because they’re more consistent in their sound. Word beginnings also tend to provide better clues than word endings. Whatever strategies they use, effective readers depend less and less on analyzing all components of a word. 

Please note that spelling should not be confused with reading. Although there are ways in which spelling and reading complement each other, they involve different skills. Spelling translates sounds to letters while reading translates letters to sounds. It is best not to dwell on spelling until a child has had some success reading.

Give your partner positive feedback. (E.g. “I like the way you asked when that word didn’t make sense.”, “The way you put the beginning and ending together to figure out that word was terrific.”) 

Do not worry about your partner reading each word perfectly if the meaning of the words is being grasped. When an error is made, wait until your partner finishes reading the sentence or paragraph (children often catch their own mistakes) and then discuss whether or not the words made sense. 

5.5 Helpful Reading Techniques

Why are the following techniques used?
· To encourage participation in an enjoyable reading experience

· To build children’s self-confidence in their reading ability

· To model intonation, expression, and rhythm

· To develop listening skills

· To provide opportunities to focus on print

· To expand vocabulary through discussion 

· To provide an opportunity to experience the flow of language

· To develop a longer attention span

· To apply skills for decoding words 

· To develop the ability to recall main events

· To develop the ability to recall specific details

· To build anticipatory skills by recognizing how words are connected and related

· To build anticipatory skills through an understanding of story structure and plot

5.5.1 Echo Reading

What is it?
•
You read a phrase, sentence, or passage and the child repeats it.

How?
•
Choose fairly easy reading material.


•
Make the process enjoyable.


•
Use pre-reading strategies:
Discuss the front cover and illustrations.




Ask what the child thinks will happen next.


•
You read first, then your partner reads the same text.



•
Point to words as they are about to be read. 


•
Encourage your student to turn the pages.

5.5.2  Alternate Reading

What is it?
•
You and your student alternate turns, reading a sentence, paragraph, or page each while the other listens.

How?
•
Choose material in which your partner will have an interest.


•
If you decide to alternate pages, scan the book to see how the amount of reading will be divided between you and your partner. If the material is difficult, you may wish to read a paragraph or page for every sentence your partner reads.


•
Use pre-reading strategies:
Discuss the front cover and illustrations.




Discuss the storyline or read the story to the child first.


•
Re-read interesting parts with your partner doing more of the reading.

5.5.3  Choral Reading

What is it?
•
You and your student read in unison.

How?
•
Choose easy reading material that has a repetitive phrase or pattern throughout the book.


•
Stress the enjoyment of reading. Your partner should understand that matching you word for word is not a necessity.


•
Use pre-reading strategies:
Discuss the front cover and illustrations.




Ask what your student thinks will happen next.




Read the passage to the child before reading in unison. 




Ask your partner to pick a place to start reading.


•
When choral reading, point to words that are read in unison and encourage the child to turn the pages.


•
It is natural to slow your reading pace to help your partner keep pace but do not read too slowly; doing so negates some of the benefits of choral reading.

5.5.4  Oral Cloze

What is it?
•
You read the text, omitting a word or covering it from view, and ask your partner to fill in the missing word.

How?
•
Choose fairly easy reading material. Books with a repeated pattern or rhyming pattern work well with this technique.


•
Use pre-reading strategies:
Discuss the front cover and illustrations.




Ask what the child thinks will happen next as you complete a page or an event in the story.


•
You read the text, omitting a word and allowing your student to fill in the word. The word omitted should be a key word that can be guessed in context (e.g. a rhyming word, a noun, a verb) and can be anywhere in the sentence.


•
Talk about the choices your partner makes. Often, more than one word is acceptable.


•
Read the original version and talk about why the author might have used a particular word or phrase.


•
Watch for your child’s ability to:
Give reasons for their word choice.




Predict and confirm words.




Make meaningful substitutions.

5.5.5  Oral Retelling

What is it?
•
The child retells a story that has been read to the child or that the child has read.

How?
•
Choose a story that will hold your student’s interest.


•
Use pre-reading strategies:
Discuss the front cover and illustrations.




Ask what your partner thinks will happen next.


•
Your student may use the illustrations in the book to help retell the story. In fact, if you are working on plot comprehension or sequencing, it’s a good idea to use a wordless story. (Mercer Mayer’s “frog” stories are a good example.)


•
You can help by asking non-disclosing questions (i.e. How did the story start? What happened first?, What happened next?)

5.6  A Basic Sight Vocabulary

Being able to recognize certain words on sight gives a child confidence and helps the child figure out surrounding words and the meaning of the sentence. Furthermore, some words cannot be sounded out and must be recognized in their entirety (e.g. through, though, tough).

Some words occur far more frequently than others do. To enable fluent reading, these words should be recognized automatically. The following list consists of words whose frequency of occurrence makes up about half of all the words we read and write. Please ensure that your student incorporates these words into his/her sight vocabulary.

These 12 words comprise about one quarter of all reading.


a,  and,  be,  I,  in,  is,  it,  of,  that,  the,  to,  was

  Add these 20 words to make up approximately one third of all reading.


all
are
as
at
but


for
had
have
he
him


his
not
on
one
said


so
they
we
with
you

  Include these 68 words to total about one half of all reading.


about
an
back
been
before
big


by
call
came
can
come
could


did
do
down
first
from
get


go
has
her
here
if
into


just
like
little
look
made
make


me
more
much
must
my
new


no
now
off
old
only
or


other
our
out
over
right
see


she
some
their
them
then
there


this
two
up
want
well
went


were
what
when
where
which
who


will
your

5.7  Difficult Words 

(Thanks to Frontier College for providing this section)

When your student pauses at an unfamiliar word, you can:

· Read it aloud for you student. This will maintain the flow of story, as interruptions can be frustrating and divert attention away from the meaning of the story. Make note of the words your student has difficulty with and work on them afterwards.

· Read through the text twice. The first time you read through a passage, focus on reading the words aloud and, the second time, concentrate on the meaning of the passage. The first time you read, you may wish to use verbal prompts to help your student. Over time, you may discover a number of prompts that help your student with common difficulties he may be having. Your student may find short prompts helpful. ‘Break it down’ reminds him to break the word down into smaller parts. ‘Begins with’ helps him focus on the initial consonant.

· If your student is unsure of the meaning of a word, you can just tell him the meaning of the word, encourage him to predict the meaning based on the context of the passage, or look up the word in a dictionary together.

· Look for patterns in the types of difficulties your student has reading. For example, some students overlook the endings of words such as ‘ing’ and ‘ed’.

5.8  Word Structure Analysis 

(Thanks to Frontier College for providing this section)

You can analyze the structure of words to help your student learn how to divide words into manageable pieces. Readers can use phonics to “build a word” by analyzing the sounds of letters but they can also “break down” words into smaller parts in order to read the word.

• 
Help your student learn about compound words and root words.


Examples of compound words: newspaper, lawnmower


Examples of root words: read  misread, reread, reader, reading

•
Help your student find familiar words in new big words.


Example: continent - con, tin

•
Help your student learn about prefixes.


Examples: mis misplace, misinform   re redo, remove

•
Help your student learn about suffixes.


Examples: able learnable   tion participation   er teacher   ing playing

•
Help your student learn how to make words plural.


Examples:
es makes words ending with s, ss, ch, sh, and x plural



s makes most other words plural with a few exceptions (e.g. foot-feet, moose-moose)

•
Help your student learn about contractions (i.e. the shortened form of a word or phrase)


Examples: is not - isn’t, they are - they’re, he will - he’ll, will not - won’t
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