Job Description: Volunteer Tutor

Type of Work
Volunteer Tutor
Purpose
To help an adult eighteen years of age or older:
e Toimprove his/her literacy skills
e Learn the English language
e Use newly learned skills to meet self-identified goals.
Qualifications
o Be at least 18 years of age.
e Be able to speak and understand English well enough to communicate clearly.
e Read ata 12+ grade level or above.
e Have no record of conviction for any crime of violence.
e Be dependable, prompt, interested in helping others, sensitive to different backgrounds
and cultures, respective of confidentiality, patient and optimistic.

Place of Work

e Tutoring takes place at the Fond du Lac Public Library or at an approved site in the
community. We do not recommend tutoring at private residences’.

Training
e Complete online training and attend training sessions
Time Commitment
e Volunteering to tutor for a minimum of one year is recommended. This allows tutor-
student teams to build a trusting relationship and to see progress.
e Tutors and students work together once a week for 1 to 2 hours minimum. A student

and tutor are welcome to meet twice a week if they are able.

Fringe Benefits



e Altered perception of the world
e Increased understanding and appreciation of different values, cultures, and lifestyles.
e Increased skill in creative problem solving.

Tutor Responsibilities

Provide encouragement and support by:

e Helping the student develop confidence and a positive attitude toward learning by
affirming his/her thinking and progress in each lesson.

e Helping the student become an independent learner.

e Showing respect for the student by listening to what he/she has to say and by actively
involving him/her in decisions about the learning process.

e Modeling appropriate cultural behavior.

e Giving immediate and appropriate feedback throughout each tutoring session.

e Seeking to understand the psychological, emotional, physical, and/or cultural conditions
that may cause a student to have difficulty learning to read and/or speak.

e Following the PEP (personal education plan) developed for the student(s) and planning
lessons designed to help the student meet these goals.

e Participation in at least one in-service training session each year or meeting with the
literacy coordinator for an individual training session.

e Reporting tutoring and preparation hours, progress reports, achievements and any
schedule changes to the coordinator in a timely fashion. These matters must be
documented in order to continue to receive funding for our organization.

e Agreeing to meet at the Fond du Lac Public Library or an authorized tutoring site. Other
authorized sites are libraries of rural communities in Fond du Lac County. Additional
public sites maybe an option to accommodate the student and tutor. Tutoring at
individual homes is discouraged.

¢ Attending scheduled sessions regularly, arriving at sessions on time, and notifying the
student or the Literacy Office in advance of extended absence or delay.

e Agreeing to purchase or to return borrowed materials in a timely manner.

¢ Notifying the Literacy Office of changes in your or your student’s phone number,
address, email, student’s involvement in the program.

¢ Notifying the Literacy Office of changes in attendance, suspensions of class of more than
one month must be reported to the Literacy Office.

Agree to the following:

e To submit two references

e To a background check

e To authorize Fond du Lac Literacy Services to take my photograph and to use it, and/or
its likeness, in marketing, publicity, and informational materials. | understand that my
name may be used to identify my photograph/likeness.



e To keep confidential, the name and progress of the student
e Not to transport the student unless special permission is granted



